PROCESS CHART (BACKUP 8-1-22)

Phone Call
(If Applicable)

Website

Quote Request Email Direct Email
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Enter New Client
in System
(If Applicable)

Start Draft Quote

" Variables: \"-.

{ Interpreter Rates ,|
Technician Rates f

"« Equipment \\
/ Shippina/Delivery
Calculate \ Travel & A{:commu-datlu-ns I

Variable Costs
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Add Above to
Fixed Costs

@ Clarifying questions may
mean you need to update

Ask Clarifying Questions the quote before sending.
to Client (If Needed)

<

Finalize Quote

: @ If client does not approve o

quote, see if you can
provide an alternative
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(If Needed) J

<

Reguest Deposit
(If Needed)

<

Convert Quote to Order
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Assign Vendors
(Interpreters, Technicians)

'S

Request Any Pending
Additional Information

Send Vendors Reminder
with Additional Information

Check In with Client After
Event & Gather Feedback

v

Process Vendor Invoices J

0y

v

Track & Count Equipment
Returned (If Applicable)
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@

@

@

For tracking and
management, also update
the Meeting & Events
Calendar.

Additional
Information:

Preparation Materials
Registration or Check-in Procedures ¢
Location map (for large venues)
Parking information
Name badge pickup

For portable equipment
rentals, you will need to
also coordinate returns.

Keep frack of any overtime
or additional fees from
vendors.

Equipment returns need to
be managed and put away
in their respective areas
after they are returned.




Invoice & Thank Client
For Business!
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