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CHUCK!! 

(for the Spranger Job)

Shout  out s:

* Blake & Ian (Margelis 
job)

* Joel & Lalo (pushed a 
stuck car

* Rob (Patrick job)

* Alex (Skeba job)

* Nick (Spranger job)
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WELCOME

January Bir t hdays

Mark Bagwell

Jan. 31st

MGI Anniversary

Ronda Ulatowski

4 years of service

2017 New Staf f

Heather Alexander

Kristy Conz

Lalo Garcia

Tiffany Hargrove

Ian McKerchie

Joshua Meyers

Ryan Milligan

Seann Springstead

EXCITING THINGS ARE 
HAPPENING

E-Commerce Sit e
Rain Water Solutions is in the making!!! What 

does this mean? We will soon have a website to 
sell gutter products direct and water control 
packages to contractor 's and DYI customers. 
There is a lot of activity behind the scenes to 

making this happen. Heather will have a leading 
role in managing this site and production. The 

new website is gutterparts.com and is currently 
being developed. Through this site consumer 's 

will be able to purchase engineered gutter 
systems.

Gaylord Locat ion
As some of you may have heard we have 

finalized the purchase of Michigan Gutters North 
which is located in Gaylord. Currently half the 

space is rented to a mechanic Nedd's Auto with 
the remaining space to be utilized for Michigan 
Gutters. We anticipate running one crew this 

spring out of this location. Anyone interested in 
operating out of this location in Gaylord please 

contact Steve. Brian will also be operating out of 
this space in the back office in an effort to 

increase sales in the Northern Region. We are 
excited for this opportunity!!!!

http://gutterparts.com/


Sales Report

Ef f iciency Report







Purchase Order Policy

All purchases must be assigned a PO number and approved through the office manager prior to 
purchase. If the total amount is to exceed $50, the Operation?s Manager must also approve 
purchase. If the total amount is to exceed $300.00 the CEO or VP is to all approve purchase.

Who is purchasing, what is being purchased, and where the items are being purchased need to be 
called in to receive a PO number.

Purchase Order Procedure

When items are needed for purchase, to include low stock items, tools, equipment, and installation 
material - Write what is needed with a deadline date on the whiteboard for the Operations Manager to 
purchase.

Fill out a tool allowance form (Form 1I) if there is something you need that you would like to use your tool 
allowance for. Submit this form to the Operation?s Manager for purchase. He will get a PO at purchase.

Operations Manager is to ensure all needed material is supplied to crews.

In the case the Operation?s Manager is unable to purchase the necessary items, another crew member may 
request a PO.

The Steps of  a PO:

1. Call into Office for PO number and approval. Purchaser must list who, what (specifically), 
and where the items will purchased. Upon approval the Office Manager will provide a PO 
number to write on the receipt.

2. The PO will be printed by the day?s end and placed in the box. Purchaser must attach 
receipt to the PO. Purchaser need to make sure PO number is written or printed on the 
receipt.

3. If the purchase is something that is being ordered and shipped the PO will be in a ?Waiting 
on Order to Arrive?box. WHOMEVER receives the shipped item is to attach the packing slip to the PO 
and confirm everything on packing slip is in the delivery by checking off each item on the packing 
slip.

4. The only orders in the ?Waiting on Orders to Arrive Box? should be orders that have been ordered 
but have not been delivered.

5. Designated office staff will review PO?s and receipts. They will confirm that the receipt and the PO 
match and then provide to A/P and file copies in the drive.

6. A/P will enter the receipt into the system under the proper accounting item to be 
reconciled at month?s end and filed with that month?s receipts.



WIB Punch In Tim e

WIB St eam ing

WIB How To
WIB Updates

A word from Heather...(Invoicer)

Why do we WIB?

1. Job Costing

You will start seeing a new field 
when filling out the WIBs  I have 
added a punch-in time field as 
you can see below. This should 
only be filled out for the first job 
of your day to account for shop 
time. Also, I have added a place 
for you to enter the meter 
readings off of the steamers for 
the beginning and end of jobs. I 
included a picture of that too 
because I know you are all just 
super curious to see it. Please let 
me know if you have any 
questions! Thank you all for 
being awesome!!

Heather

EVERYTHING WIB



Joel Ramos is 2017 MGI Gut t er  Man of  t he Year!!

MGI 2017 Crew


