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The Service Manager is responsible for managing the daily production of assigned services. The process is
managed by the review and assessment of several reporting tools that cumulatively report the work every service
person does each day throughout the month. These documents collectively are called the Production Control
System and consist of the following:

Service Reports (Invoices)

Daily Summary Report

Daily Worksheets (Pest, Baiting, GreenUp)
Termite Technician Daily Summary Report
Daily M&S Usage Summary (GreenUp)
Account Record Change
Production-To-Do Report

Daily Production Report

Production Board

Service Report
This is our primary customer communication device. It should inform and educate our customer about:

What we saw during our service inspection

What we did in response to our inspection findings
What we recommend they do to help

What to expect as a result of today’s service

The Service Manager should review these reports daily to evaluate the level of service being provided. Pay
particular attention to neatness and accuracy. This document should paint a word picture for the customer so that
they clearly understand and can ascertain the value of our service.

Daily Summary Report
This cover sheet recaps the day’s activities for each service person. It documents the following information:

e assigned services
e completed services

APPROVED BY: EFFECTIVE DATE:
Tony Massey May 6, 2026 Page 1 of 12




M POLICIES & PROCEDURES

ISesviceEs Inc] NUMBER SPP404
SECTION: PEST PREVENTION & LAWN SUBJECT: Production Control System
SERVICE PROCEDURES

e hours worked

e collections

e vechicle mileage
e material usage

This report is used by the Service Manager to evaluate the service persons daily performance in terms of both Quality
and Quantity and becomes the governing legal document for wage and hour compliance. It is to be completed
everyday and turned in with the service reports. It must be signed by the service person and reviewed and approved by
a Manager during the check-in process. The Office Manager signs this report after all work is posted.

Daily Worksheets (Pest, Baiting, GreenUP)

This worksheet is a detailed summary of all services completed during the day. It includes pertinent customer
information such as name address and phone numbers. The service person documents:

e The time in and out and total time on the property
e Any monies collected during the service

Termite Technician Daily Summary Report

This report is completed by Termite Technicians on days when they perform termite related work other than baiting
or on days when baiting is performed in conjunction with other termite related services. It includes pertinent
information needed by the service person to adequately document their daily activity.

Daily M&S Usage Summary (GreenUp only)

This form is the primary document for evaluating the daily usage of materials. It is a complete record of the vehicle
inventory at the beginning and end of the day. Each day the Specialist fills out this form listing the beginning
inventory from yesterdays ending inventory then adds to it all products issued for that days productions. At the end
of the day the ending inventory amounts are subtracted to calculate the total cost of the day’s usage. This total
number is then transferred to the Daily Production Summary. This form can be used by both the Specialist and
Manager to ascertain a Specialist’s compliance with the agronomic program. The Specialist signs the summary and
the Manager signs it during the check-in process.

Account Record Change
Any time there is a change made to the customer’s account it must be documented via an account record change

form. Phone number changes, price changes, special instruction changes, etc., should be documented and filed in
the customer’s permanent file.
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Production-To-Do-Report

During the month-end closing process a Production-To-Do Report is printed for the entire upcoming month. This

information becomes a record of the work that must be completed for the month. This report can be printed at any
time to identify unserviced accounts. Any service person that has the equivalent of 2 days production unserviced

at the end of the week will be required to work Saturday to catch it up.

Daily Production Report

This document is a monthly summary that shows at a glance the activity for the entire month by day for each route
within the Service Center. It is updated daily by the Customer Service Specialist or Office Manager from the service
person’s Daily Summary Report. The General Manager should review this document on a frequent basis to keep
abreast of the overall status of the Service Center production activity.

Production Board

This dry-erase board is used as a peer incentive to foster a competitive environment among specialists/technicians.
Each day they post this board to publicly display their accomplishments. The board will be filled out as follows:

e The morning of the first of the month the service manager will post the header and each route’s
information using a black dry erase marker.
o Header (Figure 1.)
= The total production from the Production to Do report
= The current month
o Route Details (Figure 2.)
= Route number
= Technician/Specialist’s name
= The Route value in stops and dollars
= The daily assignment from the Production to Do report
e Pest/termite routes will list the number of stops
e Lawn/irrigation routes will list the number of stops over the dollars.
e FEach day the technician/specialist will post their performance.
o Pest/termite technicians will post their completed stops using the following colors:
= Blue- used when the completed work equals or exceeds the assigned value.
= Red- when the completed work is less than the assigned value
o Lawn/irrigation specialist will post their completed stops using the following colors:
= Green- used when the completed work equals or exceeds the assigned value.
= Red- when the completed work is less than the assigned value
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Figure 1. Example of Production Board Header

BEG. REV.: $215,24F
MoNTH: ___March

Figure 2. Example of correctly filled-out Production Board

RT TECH RT.VALUE 1 2 3 4 65

£ 1 27171 A |12 (11 [10 |12 |11
3 | Pest Technictan Name | s
- ) & |7 |2 |0]|1|2]0

— 474' A 23 '77f 20 |24 | 30

1543 176A 1354 | 1844] 1983
AR 264

P

21| Lawwn SpecLaLLst Name

When evaluated as a whole, this production control system will give the Manager a clear and detailed picture of the
Service Operations. Utilize the information to focus your management efforts in the right direction.
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APPENDICES
Appendix A: Service Report

QreenUP ,% LANDSCAPE SERVICE REPORT

TODAY'S SERVICE INCLUDED: “Enhancing the Beauty of Narure”

GeoenUl ia evnmizted 2o thy heplth gad wafety of wr castomen aned Treom Member' AN mateniul
Installation Services Performed: selected for e wn ywur fansdsoape Aacr Been eogiteend 3 the Uesded States Eavimnmenial
Proteciion Agenc y und hare satisfied wur onn 10! celugtions T further promote safei, plawe
evsnple with all instrugtioas and recomoundations

Care of New Sod

I. Water for § minutes every day for the fiest 30 duys in the absence
of rain

. Ensure that new sod is in g well drained location
Avoid the upplication of herhicides und fertilizers until the plant is
established

Mow (o the height recommended for the grass type.
= Care of New Shrub

I Water once a day for 5 minutes until plant is established

2. Do not apply ferilizers o pesticides to the plant unnd
eslablished

3, Mulch the plant bed but ensure that you do not hane the mulch

touching the hase of the shrub. Four to six mches ol b ~oil should

be located around the hase of the plant

‘ Additional Comments & Recommendations

Maintenance Services Performed:

Repair/Warranty Work Performed:

Dari Tezanngiay : = gl PCID # C MER SBHATUA
—p— e o —
Payment Coupon

OVisa  [OMasrercarn (] DISCOVER

CARD ACCOUNT #: WHEN PAYING BY MAiI

R Please return this portion In

ot —— Massey Semvices. Inc
Expiranion DATE: PO, Box 547668
SIGNATURE Orando FL 32RS94-7665

M54 AW
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Appendix B: Technician Daily Summary Report

v— i S —_—
| . ' TECHNICIAN DAILY
Route: 01-70 ignature [
Mansger . SUMMARY REPORT
Date: 12/13/2004 OM/CSR: |
ASSIGNED COMPLETED
» s SFILF SERVICE TYPE L 3 SFALF
Regular Services 1 $29 50 0 Pest
0 50.00 0 Landscape
0 $0.00 0 Lawn Care {
D S0.00 D Tree/Shrub
0 $0.00 0 Aeration -
0 $0.00 0 Bait / Monroring |
Initlal Services 0 $0.00 0 Pest
0 $000 0 Landscape
0 $0.00 0 Lawn
[ 0 50.00 0 Tree/Shrub _
0 $0.00 0 Bait Installetion
One Time Services '] $0.00 0 Pest _— .
0 $0.00 0 Lawn —— Lo o
No Charge Requests 0 $000 ] Pest r— e
0 $0.00 0 Lawn — o _
[\ 50.00 0 Bait P
| HOURS WORKED l Collections Ending Mileag
From To Hrs/Mins
| AM Office: Chechs Beginning Mileage:
| Qulside:
| PM Office: Cash$ TOTAL MILEAGE:
| Subtotal!
Less Lunch/Personal Totai § Vebicle ¥:
Total Hours Worked
e =
MATERIAL USAGE Squara Footage Material Cost by Program Actual Cost of Materials Varlancs |
Lawn Production e [ SOy . $
Tree and Shrub Preduchon e D s e | T = S
Combined Total s s s
Total MA&S % (Actual Matenial Costs / Total Production I —B
Lawn Program Costs per 1.000 sf S, Tree and Shrub Program Costs per 1,000 s1S__ —
1 certify the above 1o bc & true and wcume record of my time and my operation for the period shown. | understand A is my responsitility 10 record ait
hours worked ond y. without P lw that Massey Services is relying on my record of hours worked for comphance
with the Fair Labor Standands Act
|
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Appendix C: Daily Worksheet

-3 3
:
g 53
: @I i
N =
s § = i
583 i
i
& H B
<Q a
gz f{ipe ks
e Hius i
34 ||E T
R HE il
: HEE i
- g X
: AR 3%
i g
ki
: ; I3 3 § i
i P §§
if
ig%
5 &
zE
g §%
i
i
%o 3
i
APPROVED BY: EFFECTIVE DATE:
Tony Massey May 6, 2026 Page 7 of 12




MASSEY

POLICIES & PROCEDURES

NUMBER

SPP404

SERVICE PROCEDURES

SECTION: PEST PREVENTION & LAWN

SUBJECT: Production Control System

Appendix D: Daily M&S Usage Summary

GreenUP

) Lawn Care Daily M & S Usage Summary - Oct & Nov 2004
S 's Namo: MeniYear:
MATERIAL AND SUPPLIES A B c A+B.C
Truck Beginning lnv. | Materlals Issued Truck Ending lnv. Total Dally Usage Cost per Unit Extonded Cost
FERTILIZERS
28014 TO%NECU + Atrziews $0.23
17-0-17 1D0ASCU + Atrzine $0.23
1907 30%SCU+ Stonewall (b} $0.34
18-0-7 wf Sprint 330 (9) $2.76
|o0-82 vy $0.11
5.0-30 (b} $0.10
2100 (1) $0.11
Limestors $0.08/
HERBICIDES
Atrazine 4L (not until 10/1504) $0.12
Lonkrel (02) $3.90
RoundUp Pro (02) $0.36{
Quicksilver Premix (02) S0 22[
(sco0p) 52.16]
INSECTICIDES
Tatstar One (o2) st og]
Talstar PL Granule (Fire Ant) ib) $0.74
Talstor Shurry (02) $0.10,
FUNGICIDES
(02) $0.12
Subdve (oz) $3.69/
Hestage (02) $23.25
MISCELLANEOUS
[Cinerate (02) | | | | $0.20
[ | | ]
Sub Tolal
Tax
Total Cost
Manoger Signature Dale Spedafist Signature Dote
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Appendix E: Account Record Change

MPBSSEY

[Semc,cEa rrec |

ACCOUNT RECORD CHANGE

Customer Name

Service Address

Billing Address

Account # Routce #

Date Changes are to occur:

Name (Service) Route #
Service Address Grid #
Telephone # Service Day

Billing Address

Service Charge

Other Change(s)

Reason for Change(s)

Please initial your acknowledgment of these changes.

Service Technician Administration
Service Manager General Manager
MS-002 8/99
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Appendix F: Production to Do Report
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Appendix G: Daily Production Report
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Appendix H: Production Board
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