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Welcome 
Welcome to American Repair Maintenance! Our company is a self-performing operation, equipped with 
staff throughout the region to service clients directly. We are relentless at seeking new solutions and 
ways to service our partners and we encourage and admire proactive analytical approach.  

We are very excited to bring you on board and hope to start a successful and strong partnership with 
you moving forward. We look forward to putting all your skills and trades to work!  

Job Description 
As a technician, you will be our eyes and ears out in the field. Field Maintenance Technicians are 
responsible for completing service tickets in their designated territory. In addition to completing service 
tickets, the Field Maintenance Technician is responsible for diagnosing and quoting repairs needed.  

When completing service tickets (also known as work orders), it is important to identify your work 
environment. It is important to remember that although you are there to address the client’s concerns, 
you are walking and working in others workspace. Demeanor, professionalism, and conduct are of 
extreme importance as you are a direct representative of American Repair Maintenance.  

Each client expects to have things fixed correctly, quickly and with the mentality that when you leave 
the location, your repairs have left the store in a better condition than when you arrived. Although each 
client has varying requirements, we as a company expect each job to be completed efficiently and that 
all requests are addressed in a timely manner.   
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Skills and Qualifications 
o Knowledge of Microsoft Office (Word, Excel, etc.) 
o Understanding and experience with mobile applications (preferably iOS and Android) 
o Ability to work a flexible schedule, including “on-call” availability 
o Ability to lift 50 lbs. and transport a load up to 80 lbs.  
o Capability to apply up to 200 pounds of torque 
o Ability to work bending, stooping, standing, sitting, and lying down 
o Knowledge and understanding of maintenance 
o General Skill Set in the Following: 

 Carpentry 
 Plumbing 
 Electrical 
 HVAC 
 Painting 
 Drywall Repair 
 Cabinetry Repairs 
 Flooring Repairs 

o Quoting 
o Time-Management 
o Detail-Oriented 
o Communication Skills 
o Professionalism 
o Problem Solving & Critical Thinking 

Tools Needed 
o Wall / Car Charger 
o Dependable Transportation 
o Basic Tools: 

o Hammer 
o Screwdriver 
o Impact Drill 
o Drill 
o Channel Locks 
o Electrical Tools 
o Allen Wrenches 
o Socket Set 

o Smart Mobile Device 
o Requirements: 

 Current Operating System  
• Android Devices: 5.0 Lollipop or higher 
• iOS Devices: Version 7 or higher 
• Windows Devices: Version 8 or higher 

 Geolocation Capable 
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 Must have the following settings enabled: 
• Java Script enabled 
• Cookies allowed 
• File download is enabled 
• Active X controls enabled (Windows only) 
• SSL (Secure Sockets Layer) 
• Pop-up blocker is off  

Note: ARM does not provide or purchase tools for technicians, unless specified and approved by ARM 
management.  

Employee Expectations 
Standards of Conduct 
For each service ticket assigned, you will be expected to adhere to the following:  

o Arrive on Time 
o Be Polite and Professional Always 
o Be Thorough and Detailed in all Paperwork and Photos 
o Submit Timesheets Daily 
o Contact your Field Operations Manager with questions, issues, concerns, etc.  

Greet your stores in a professional manner, your first impressions will set the tone for your store visit. 
Introduce yourself to the Store Manager, also known as the MOD, in a professional and respectable 
manner. When introducing yourself, be sure to inform the MOD of the following: 

o Your Name 
o Company – American Repair Maintenance 
o Your purpose for the store visit 
o Show the MOD or Store Manager the Work Order (service ticket) 

Respect the environment you are in, the surrounding people, including employees and customers. It is 
also important to keep in mind the time of the employees at your job site. 

Each work order should be completed in a timely and effective manner and should not exceed the DNE 
(Do Not Exceed) time limit. The DNE should not be fulfilled unless it is deemed necessary to complete 
the work order. Should a Field Technician fulfill the DNE time limit when it is not needed, it will be 
considered stealing and will result in disciplinary action up to and including termination of employment.   

American Repair Maintenance LLC’s rules and standards of conduct are essential to a productive work 
environment. Employee’s must familiarize themselves with, and be prepared to follow, the company’s 
rules and standards. 

While not intended to be an all-inclusive list, the examples below represent behavior that is considered 
unacceptable in the workplace. Behaviors such as these, as well as other forms of misconduct, may 
result in disciplinary action, up to and including termination of employment. 

o Theft or inappropriate removal/possession of property 
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o Falsification of timekeeping records 
o Possession, distribution, sale, transfer, manufacture or use of alcohol or illegal drugs in the 

workplace 
o Fighting or threatening violence in the workplace 
o Making maliciously false statements about co-workers 
o Threatening, intimidating, coercing, or otherwise interfering with the job performance of 

fellow employees or visitors  
o Negligence or improper conduct leading to damage of company-owned or customer-

owned property 
o Violation of safety or health rules 
o Tobacco and nicotine use in the workplace 
o Sexual or other unlawful or unwelcome harassment 
o Excessive absenteeism 
o Unauthorized use of telephones, computers, or other company-owned equipment on 

working time. Working time does not include break periods, meal times, or other specified 
periods during the workday when employees are not engaged in performing their work 
tasks.  

o Unauthorized disclosure of any “business secrets” or other confidential or non-public 
proprietary information relating to the company’s products, services, customers or 
processes.  

 This policy is not intended to restrict an employee’s right to discuss, or act together to improve, wages, 
benefits and working conditions with co-workers or in any way restrict employees’ rights under the 
National Labor Relations Act. 

Other forms of misconduct not listed above may also result in disciplinary action, up to and including 
termination of employment. If you have questions regarding ARM LLC’s standards of conduct, please 
direct them to your Field Operations Manager or the HR Coordinator.  

Disciplinary Action 
Disciplinary action at ARM LLC is intended to fairly and impartially correct behavior and performance 
problems early on and to prevent reoccurrence.  

Disciplinary action may involve any of the following: 

o Verbal Warning 
o Written Warning 
o Suspension with or without pay 
o Termination of Employment 

 Depending on the severity of the problem and the frequency of occurrence 

ARM LLC reserves the right to administer disciplinary action at its discretion and based upon the 
circumstance.  

ARM LLC recognizes that certain types of employee behavior are serious enough to justify termination of 
employment, without observing other disciplinary action first.  

These violations include but are not limited to: 
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o Workplace Violence 
o Harassment 
o Theft of any kind 
o Insubordinate behavior 
o Vandalism or destruction of company property 
o Use of company equipment &/or company vehicles without prior authorization 
o Indiscretion regarding personal working history, skills, or training 
o Exposing ARM LLC business practices or any other confidential information 
o Any misrepresentation of ARM LLC to a customer, a prospective customer, the general public, or 

an employee  
 

Drugs & Alcohol: Drug Free Workplace 
American Repair Maintenance LLC is committed to maintaining a workplace free of substance abuse. No 
employee or individual who performs work for ARM LLC is allowed to consume, possess, sell, purchase, 
or be under the influence of alcohol or illegal drugs, as defined by federal law, on any property owned 
by or leased on behalf of ARM LLC, or in any vehicle owned or leased on behalf of ARM LLC or while on 
company business. This policy also pertains to employees while on company-related business, or during 
job-related functions. 

The use of over-the-counter drugs and legally prescribed drugs is permitted, as long as they are used in 
the manner for which they were prescribed and provided that such use does not hinder an employee’s 
ability to safely perform his or her job. Employees should inform their supervisor if they believe their 
medication will impar their job performance, safety, or the safety of others, of if they believe they need 
a reasonable accommodation when using such medication.  

ARM LLC will not tolerate employees who report for duty while impaired by the use of alcohol or drugs. 
All employees should report evidence of alcohol or drug abuse to their supervisor or the HR Coordinator 
immediately. In cases in which the use of alcohol or drugs creates an imminent threat to the safety of 
persons or property, employees are required to report the violation. Failure to do so may result in 
disciplinary action, up to and including termination of employment.   

As a part of our effort to maintain a workplace free of substance abuse, ARM LLC employees may be 
asked to submit to a medical examination &/or clinical testing for the presence of alcohol &/or drugs. 
Within the limits of federal, state, and local laws, ARM LLC reserves the right to examine and test for 
drugs & alcohol at our discretion.  

As a condition of your employment with ARM LLC, employees must comply with this Drug & Alcohol Use 
Policy. Be advised that no part of the Drug & Alcohol Use Policy shall construed to alter or amend the at-
will employment relationship between ARM LLC and its employees.  

Employees found in violation of this policy may be subject to disciplinary action, up to and including 
termination of employment.  
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Workplace Violence 
American Repair Maintenance strictly prohibits workplace violence, including any act of intimidation, 
threat, harassment, physical violence, verbal abuse, aggression or coercion against a coworker, vendor, 
customer, or visitor.  

Prohibited actions, include, but are not limited to the following examples: 

o Physically injuring another person 
o Threatening to injure another person 
o Engaging in behavior that subjects another person to emotional distress 
o Using obscene, abusive, or threatening language or gestures 
o Bringing an unauthorized firearm or other weapon onto company property 
o Threatening to use or using a weapon while on company premises, on company-related 

business, or during job-related functions 
o Intentionally damaging property 

All threats or acts of violence should be reported immediately to your supervisor. Employees should 
warn their supervisors or security personnel of any suspicious workplace activity that they observe or 
that appears problematic. Employee reports made pursuant to this policy will be investigated promptly 
and will be kept confidential to the maximum extent possible. ARM LLC will not tolerate any form or 
retaliation against any employee for making a report under this policy. 

ARM LLC will take prompt remedial action, up to and including immediate termination, against any 
employee found to have engaged in threatening behavior or acts of violence.  

Sexual & Other Unlawful Harassment 
American Repair Maintenance LLC is committed to a work environment in which all individuals are 
treated with respect. American Repair Maintenance LLC expressly prohibits discrimination and all forms 
of employee harassment based on race, color, religion, sex, pregnancy, national origin, age, disability, 
military or veteran status, or status in any group protected by state or local law. 

Sexual harassment is a form of discrimination and is prohibited by law. For purposes of this policy sexual 
harassment is defined as unwelcome sexual advances, requests for sexual favors, and other verbal or 
physical conduct of a sexual nature when this conduct explicitly or implicitly affects an individual’s 
employment, unreasonably interferes with an individual’s work performance, or creates an intimidating, 
hostile, or offensive work environment.  

Unwelcome sexual advances (either verbal or physical), requests for sexual favors, and other verbal or 
physical conduct of a sexual nature constitute sexual harassment when:  

1. Submission to such conduct is made either explicitly or implicitly a term or condition of 
employment 

2. Submission or rejection of the conduct is used as a basis for making employment decisions 
3. The conduct has the purpose or effect of interfering with work performance or creating an 

intimidating, hostile, or offensive work environment 
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Sexual and unlawful harassment may include a range of behaviors and may involve individuals of the 
same or different gender.  

o Unwanted sexual advances or requests for sexual favors 
o Sexual or derogatory jokes, comments, or innuendo 
o Unwelcome physical interaction 
o Insulting or obscene comments or gestures 
o Offensive email, voicemail, or text messages 
o Suggestive or sexually explicit posters, calendars, photographs, graffiti, or cartoons or 

posters 
o Verbal sexual advances or propositions 
o Physical conduct that includes touching, assaulting, or impeding or blocking movements 
o Abusive or malicious conduct that a reasonable person would find hostile, offensive, and 

unrelated to the Company’s legitimate business interests 
o Any other visual, verbal, or physical conduct or behavior deemed inappropriate by the 

Company 

Harassment on the basis of any other protected characteristics is also strictly prohibited.  

Complaint Procedure 
American Repair Maintenance LLC strongly encourages the reporting of all instances of discrimination, 
harassment, or retaliation. If you believe you have experienced or witnessed harassment or 
discrimination based on sex, race, national origin, disability, or another factor, promptly report the 
incident to your supervisor. If you believe it would be inappropriate to discuss the matter with your 
supervisor, you may bypass your supervisor and report it directly to the HR Coordinator.  

Any reported allegations of harassment or discrimination will be investigated promptly, thoroughly, and 
impartially.  

Any employee found to be engaged in any form of sexual or other unlawful harassment may be subject 
to disciplinary action, up to and including termination of employment.  

Retaliation Prohibited 
American Repair Maintenance LLC expressly prohibits retaliation against any individual who reports 
discrimination or harassment or assists in investigation such charges. Any form of retaliation is 
considered a direct violation of this policy and, like discrimination or harassment itself, will be subject to 
disciplinary action, up to and including termination of employment.  

Dress Code 
You will be provided with 1 ARM company badge that will include the company logo, your picture, and 
your job title (Maintenance Technician). This must be worn while on the job site. If you lose your 
company badge, a $5 replacement fee will be charged, and a replacement will be sent directly to you.  

You will be provided 3 polo shirts with the ARM company logo, after the introductory 90-day period. 
Annually, you will be provided 3 additional company polo shirts. You will have the option to purchase 
additional ARM company shirts at your own expense, t-shirts are not permitted. Polo shirts should be 
worn when company apparel is not available. 
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Jeans and khakis are acceptable in the work environment. Should your jeans &/or khakis have belt 
loops, a belt must be worn. The following are not permitted in the work environment: shorts, ripped 
pants, sweatpants, jogging pants, gym shorts, etc.  

Close-toed shoes are mandatory, sandals and open-toed shoes are not permitted in the work 
environment.  

Hygiene 
o Maintain personal cleanliness by bathing daily 
o Oral hygiene required (bushing of teeth) 
o Use deodorant/anti-perspirant to minimize body odors 
o No heavily scented perfumes, colognes and lotions as these can cause allergic reactions, 

migraines and respiratory difficulty for those near 
o Clean and trimmed fingernails (1/4 inch long or less) 

Use of Company Equipment and Electronics  
Personal Property 
Employees should use their discretion when bringing personal property into the workplace. ARM LLC 
assumes no risk for any loss or damage to personal property. 

Additionally, employees may not possess or display any property that may be viewed as inappropriate 
or offensive on ARM LLC premises.  

Use and Care of Company Property 
Company property refers to anything owned by the company: physical, electronic, intellectual, or 
otherwise. The use of company property is for business necessity only.  

When materials or equipment are assigned to an employee for business, it is the employee’s 
responsibility to see that the equipment is used properly and cared for properly. However, at all times, 
equipment assigned to the employee remains the property of the company and is subject to 
reassignment &/or use by the company without prior notice or approval of the employee. This includes, 
but is not limited to, computer equipment and data stored thereon, voicemail, records, and employee 
files. ARM LLC has created specific guidelines regarding the use of company equipment.  

Company property is not permitted to be taken from the premises without proper written authorization 
from company management. 

Theft, misappropriation, or unauthorized removal, possession, or use of company property or 
equipment is expressly prohibited. Any action in contradiction to the guidelines set herein may result in 
disciplinary action, up to and including termination of employment.  

Company Supplies 
Only authorized persons may purchase supplies in the name of ARM LLC. No employee whose regular 
duties do not include purchasing shall incur any expense on behalf of ARM LLC or bind ARM LLC by any 
promise or representation without express written approval.  
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Computer, Email, and Internet Use Policy 
Computers, email, and the Internet allow American Repair Maintenance LLC employees to be more 
productive. However, it is important that all employees use good business judgement when using 
American Repair Maintenance LLC’s electronic communications systems.  

Company Equipment Standards and Conduct 
ARM LLC strives to maintain a workplace free of discrimination and harassment. Therefore, ARM LLC 
prohibits the use of the company’s electronic communication systems for bullying, harassing, 
discriminating, or engaging in other unlawful misconduct, in violation of ARM LLC’s policy against 
discrimination and harassment.  

The following behaviors are examples of additional actions and activities under this policy are 
prohibited: 

o Sending or posting discriminatory, harassing, or threatening messages or images about 
coworkers, supervisors or the company that violate the company’s policy against discrimination 
and harassment 

o Stealing, using, or disclosing someone else’s code or password without permission 
o Pirating or downloading company-owned software without permission 
o Sending or posting the company’s confidential material, trade secrets, or non-public proprietary 

information outside of the company.  
o Violating copyright laws and failing to observe licensing agreements 
o Participating in the viewing or exchange of pornography or obscene materials 
o Sending or posting messages that threaten, intimidate, coerce, or otherwise interfere with the 

job performance of fellow employees 
o Attempting to break into the computer system of another organization or person 
o Refusing to cooperate with a security investigation 
o Using the internet for gambling or any illegal activities 
o Sending or posting messages that disparage another organization’s products or services 
o Passing off personal views as representing those of American Repair Maintenance LLC 

Privacy and Monitoring 
Computer hardware, software, email, Internet connections, and all other computer, data storage or 
electronic communication system provided by ARM LLC are the property of ARM LLC.  

Employees have no right of personal privacy when using ARM LLC’s electronic communication system. 
To ensure productivity of employees, compliance with this policy and with all applicable laws, including 
harassment and anti-discrimination laws, computer, email, and internet usage may be monitored.  

The policy is not intended to restrict an employee’s right to discuss, or act together to improve, wages, 
benefits, and working conditions with co-workers or in any way restrict employees’ rights under the 
National Labor Relations Act.  

Violations of this policy may result in disciplinary action, up to and including termination of employment.  

Questions or concerns related to this policy should be directed to your supervisor or the HR Coordinator.  
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Purchasing Card Agreement and Policy 
American Repair Maintenance LLC will issue company cards to certain employees for use in their jobs.  

Each employee that is issued an American Repair Maintenance LLC credit card will complete the 
‘Purchasing Card Agreement’ and will be held responsible for all purchases made on the credit card. 
ARM LLC issued credit cards are not to be used by any unauthorized personnel.  

All purchases made on the company-issued credit card are limited to business purposes approved by 
American Repair Maintenance LLC. Company-issued credit cards will not be used for personal, 
unauthorized, or illegal charges.  

Purchases made to complete service tickets must be uploaded into American Repair Maintenance LLC’s 
work order management system. Maintenance Technician’s must document service ticket purchases on 
their weekly timesheets. Non-service ticket receipts must be turned in to the Accounting department 
within one week of the date of purchase. 

The use of a company-issued credit card is a privilege that ARM LLC may withdraw at any time, with or 
without cause. Any misuse of the issued credit card will result in the cancellation of the credit card and 
may result in disciplinary action up to and including termination. 

Employees are to return the company-issued credit cards immediately to the Accounting Department 
upon the voluntary or involuntary dissolution of their employment with American Repair Maintenance 
LLC. 

Working Conditions 
Workplace Safety 
ARM LLC is committed to providing a clean, safe, and healthful work environment for its employees. 
Maintaining a safe work environment, however, requires the continuous cooperation of all employees.  

ARM LLC and all employees must comply with all occupational safety and health standards and 
regulations established by the Occupational Safety and Health Act (OSHA) and state and local 
regulations. In addition, all employees are expected to obey safety rules and exercise caution and 
common sense in all work activities.  

Do not attempt a job that may bring yourself or other employees in harm’s way or immediate danger. 
Contact your Field Operations Manager immediately on any safety issue. If you are on a job site and 
notice a safety issue not regarding your work order, please notify the store manager of your concern 
and they will go about the appropriate channels to get the issue repaired. 

Complaint and Reporting Procedure 
Employees should immediately report any unsafe conditions to their supervisor without fear of reprisal.  

In the case of an accident that results in injury, regardless of how seemingly insignificant the injury may 
appear, employees must notify their supervisor (Field Operations Manager). If you believe it would be 
inappropriate to report the matter to your supervisor, you can report it directly to the HR Coordinator. 

In the event of an accident, an Accident and Injury Report must be completed and sent to the HR 
Coordinator within 3 days of the accident.  
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When seeking medical treatment for an accident resulting in an injury, be sure to inform medical billing 
personnel, it is a Work-Related Injury issue. The employee is to provide the medical billing personnel 
with ARM LLC’s HR Coordinator contact information (phone and email address). This information can be 
found on the Office Contact List.  
 
Employees are subject to a Drug and Alcohol Screening in the event of an accident that results in an 
injury.  

Employees who violate safety standards, cause hazardous or dangerous situations, or fail to report or, 
where appropriate, remedy such situations may be subject to disciplinary action, up to and including 
termination of employment.  
 
Retaliation Prohibited 
ARM LLC expressly prohibits retaliation against anyone who reports unsafe working conditions or work-
related accidents, injuries or illnesses. Any form of retaliation will be subject to disciplinary action, up to 
and including termination of employment.  
 
Questions or concerns regarding this policy should be directed to your supervisor or the HR Coordinator.  

Attendance at Work 
Attendance 
Technicians are expected to follow the instructions given on a work order. This includes arrival and 
departure times along with job duration time. It is expected that each work order assigned will be 
completed. If an unforeseen occurrence comes up, please notify the office immediately so the 
Scheduling department can make the necessary adjustments.  

Should a Field Technician be unable to attend a work order, the Field Technician is to call and notify 
their Field Operations Manager. The Field Technician must follow up with a ‘Teams’ message to their 
Field Operations Manager and the Scheduling department.  

If a Field Technician misses a scheduled work order and fails to notify their Field Operations Manager 
and the Scheduling department, it will be considered a ‘No Call No Show’. These acts are a zero 
tolerance to our company, as it has a negative impact on our company as well as our relationship with 
our clients. ‘No Call No Shows’ may lead to disciplinary action.  

Timesheets 
Timesheets must be filled out and submitted daily. All entries on the timesheet must include the 
following:  

o Store Number 
o Work Order Number 
o Check In Time 
o Check Out Time 

Weekly timesheets are to be emailed to dispatch@teamarm.com and your Field Operations Manager 
every Monday at 8:00 AM.  

mailto:dispatch@teamarm.com
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This will allow us to track your time at each store to ensure we are using all allocated hours for repairs. It 
is imperative that this timesheet is correct and precise. If you are scheduled for a work order and you 
have completed the job but did not include it in your timesheet, you will not be paid for the time spent 
at that location. 

Please reference page 27 for Timesheet example. 

Time Off Requests 
All absence request forms should be submitted 2 weeks prior to the requested date to the HR 
Coordinator. It will then be sent to your Field Operations Manager for approval. 

 Failure to submit the request with a 2 weeks’ notice may result in a denied request. Time off requests 
will be approved or denied based on business need.  

Should the time off request be approved, the HR Coordinator will notify the Field Technician, Field 
Operations Manager, and Scheduling department. 

Travel 
We are excited to have you become part of the ever-expanding company American Repair Maintenance 
(ARM). Further information on travel expectations, guidelines and details, please refer to pages 30 – 41. 

Daily Performance Expectations 
Before arriving to the location of the work order:  

o Be prepared 
o Know where you are going 
o Arrival Time 
o Tools & Materials needed 

When arriving on location:  

o Login to Client IVR 
o Note: Depending on the client of the work order 

o LOGIN to MHELPDESK 
o Retrieve and open the Work Order 
o Review the description area 

o Here you will find all the information you need to login properly 
o If no information is located, contact your FOM &/or Scheduling Department 

o Greet the MOD (manager on duty) 
o Let them know who you are and that you are with ARM and the reasons for being there 

o Locate and photograph the issue 
o Take as many photos as possible of the issue 
o Be sure they are clear  
o Photograph the issue from beginning, middle, and completion 

o Repair the issue 
o If the issue is resolved and all necessary photos have been taken, you may now upload your 

findings and repairs on the MHELPDESK app 
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o If the issue is not resolved, you will need to be very descriptive on the MHELPDESK app, as to 
why the issue is not resolved or repaired. This includes what it will take to repair the issue and 
how much time is needed to repair the issue.  

o Be sure to hit SAVE after every entry 
o When you have completed uploading notes into MHELPDESK, you must now upload the photos 

o This can be found on MHELPDESK under ‘Files and Photos’ 
o You can upload up to 10 photos at a time 
o Click ‘SAVE’ 

o After completing all the above tasks, you can now let the MOD/Store Manager know what has 
been completed &/or what needs to be completed 

o The MOD/Store Manager must sign and date the work order in MHELPDESK 
o Your visit is now complete 
o LOG OUT 

o Use the same process as logging in 
o You will then be prompted to select ‘Completed’ or ‘Return Visit Needed’ 
o Some work orders will prompt and ask if a quote is needed – NEVER use this prompt 
o If you did a quote using an IVR phone number, hit ‘Completed’ 

Work Order Types and Definitions 
Market Visits 
These are preventative maintenance (PM) work orders.  

Market Reactive 
These are work orders which need to be completed on the next market visit. These are created from a 
past market visit where parts needed to be ordered or there was not enough time on the last visit and it 
is of concern.  

Reactive 
Reactive calls are work orders that were independently created for a certain issue. These will be defined 
as the following: 

o LBrands Reactive 
o Reactive 
o SMS Reactive 
o IFM Reactive 

Clients 
LBrands 
American Repair Maintenance serves as the General Contractor for the Lbrands Corporation. Our 
company provides Preventative Maintenance services as a part of the Lbrands Market Repair (MR) 
Program.  

We currently perform these services in the following stores:   

o Bath & Body Works 
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o Victoria’s Secret 
o Victoria’s Secret PINK 
o La Senza 

Login Information 
IVR: 1-800-417-9004 
App: MHELPDESK 
PIN: 44071 
*If this IVR number does not work, please refer to your work order to see if a different number was 
issues.  
 

Market Visits:  
When you arrive on site you must login. This is done by calling the IVR phone number, follow the 
prompts and enter ARM’s pin number (listed above).  

Greet manager on duty and let them know who you are, ARM company name, and the reasons for your 
visit. You will then complete the following:  

Fitting Rooms:  

� Check All Lighting 
� Doors 
� Mirrors 
� Benches and Chairs 
� Clothes Hooks 
� Wallpaper 
� Baseboard and Walls 
� Storage Closets and Drawers 
� Repair & Replace any issues found if possible 
� Take before & after pictures 

Sales Floor:  

� Check all lighting and replace if stock permits 
� Loose drawers and hardware 
� Tripping Hazards 
� Safety Concerns 

Sales Floor Continued:  

� Gate Operations 
� Puck Walls 
� Ceiling 
� Baseboards and Walls 
� Electrical Outlets 
� Cash Wrap Area 
� Repair & Replace any issues found if possible 
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� Take before & after pictures 

Stock Room:  

� Check all lighting 
� Check all mobile and stationary shelving 
� Ceiling 
� Floors  
� Tripping Hazards 
� Electrical Outlets 
� Repair & Replace any issues found if possible 
� Take before & after pictures 

Plumbing:  

� Complete Plumbing Survey (Refer to the example on page 26 and 27) 
� Check all restrooms for proper functions 
� Toilets 
� Sinks 
� Mop Sinks 
� Floor Drains 
� Fixtures 
� Repair & Replace any issues found if possible 
� Take before & after pictures 

You are ready to file your findings and repairs on MHELPDESK. There are 7 areas in the MHELPDESK app 
that your information will be stored.  

o Job Notes 
 Name 
 Date 
 Additional Information for your visit 

o General Maintenance 
 Numerically detail each job you did – mechanical or labored 
 Include everything except electrical & plumbing 

o Lighting and Electrical 
 Numerically detail each job you did  
 Electrical & plumbing only 

o Plumbing Survey 
 Must be completed every market visit 

o Labor Needed 
 Hours needed to repair issue unable to fix during market visit 
 Ensure allotted time is enough to complete repair 

o Material Needed 
 Dictate material needed for repairs 
 Be very descriptive  
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 Provide part or stock number 
 Add measurements (if needed) 

o Files and Photos 
 Upload files and photos 

 You can upload up to 10 photos at a time 
 Click ‘Add Photos’ 
 Add a detailed description for each picture 

o SAVE, SAVE, SAVE 
o Manager (MOD) Signature 

 Manager must sign & date 
 Note: The signature must be legible for invoicing purposes 

o Log Out 
 This is done the same way you login 
 Select ‘Completed’   

 

SMSONE Assist 
Login Information 
Username: Provided in Welcome email 
Password: Provided in Welcome email 
App: SMS and MHELPDESK 
 
We currently perform services in the following stores:  

o Family Dollar 
o Pet Smart 
o JPMC 
o Advanced Auto Parts 
o Signet 
o Tuesday Morning 
o Dollar General 
o Vision Works 
o Drive Time 
o Fred’s 
o Charming Charlie’s 
o Office Depot 
o Lumber Liquidators 

 
Note: Most SMS work order numbers will begin with the letter “A” or “B” 
 
How to Download the SMSONE Assist App:  

1. Go to the Google Play Store or Apple Store 
2. Type in the search bar, SMSONE 
3. Tap ‘Get’ or ‘Install’ 
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How to Login:  

1. Type in the Username (provided in the new hire packet 
2. Type in the Password (provided in the new hire packet) 
3. Tap ‘Login’ 
4. Allow Notifications 
5. Allow GPS 

Using the App: 

1. The map will show up and work orders will be under the map for that day 
2. Click the work order you are at 
3. On the work order, click the ‘Check In’ tab 
4. Click ‘+’ to take or add photos from gallery 

a. It is best to take photos on your phone so that you can add them from your gallery to 
SMSONE Assist and MHELPDESK 

5. Click the photo in the top right to select the photo 
6. Click ‘Done’ and then click ‘Submit’ 

a. Note: You must take at least 4 photos of the issue before & after 
7. Click the camera with the ‘+’ symbol to add photos of issues &/or fixed issues 

a. Select from gallery and tap on the photos to upload, you can upload up to 10 photos at 
once 

8. Once the work is done and all necessary information is obtained, you must ‘Check Out’ using the 
same process as ‘Check In’ 

9. Click the ‘Check Out Now’ tab at the bottom of the screen 
10. Select the photo of the store and then upload all necessary information needed.  

Note: Some clients may require ‘before’ and ‘after’ service photos which will prompt you at the bottom 
where the ‘Check In’ and ‘Check Out’ tabs are located. A minimum of 4 photos are required for both the 
‘before’ and the ‘after’ service.  

If the issue is not fixed, upload the same photos used for the ‘before’ and ‘after’ service. When checking 
out of the work order, you will then select ‘Return Trip Needed’.  

Onsite Increases 
Should there be a need for a need for an Onsite Increase, the Field Technician is to call their 
respective Account Manager with the material cost and hours needed. The photos and work 
description are to be uploaded into the MHELPDESK app to speed up the quote/approval process. 
The Onsite Increase must be approved first before the completion of work.  
 
If unable to reach the Account Manager, please contact your Field Operations Manager for further 
direction. 
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IFM 
Login Information 
App:  CBRE FS APP 
 
We currently perform services in the following stores:  

o Dollar Tree 
o T-Mobile 
o Sprint 
o JC Penny’s 
o Lowe’s 
o Menards 
o Salon Centric 
o UPS 
o Gabe’s 
o Vitamin Shoppe 

 
IFM work orders are completed on MHELPDESK. You will be using the Job notes section along with labor 
and materials needed, if applicable. You will also be required to take before, middle and after pictures 
with documentation. You will also be required to get date and signature from manager. 
 
Note: If working and completing a job for Dollar tree you will be required to get a close out number from 
manager. The close out number will be added to your job notes.  
 

Onsite Increases 
Should there be a need for a need for an Onsite Increase, the Field Technician is to call their 
respective Account Manager with the material cost and hours needed. The photos and work 
description are to be uploaded into the MHELPDESK app to speed up the quote/approval process. 
The Onsite Increase must be approved first before the completion of work.  
 
If unable to reach the Account Manager, please contact your Field Operations Manager for further 
direction. 
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Additional Applications 
Traxis 
How to Download the App: 

1. Go to the Google Play Store or Apple Store 
2. Type in the search bar, Traxis 
3. Tap ‘Get’ or ‘Install’ 

How to login in the App:  

1. Open the app and proceed in Standard Mode 
2. Type in the following information… 

a. Sync URL: http://www.fmsurvey.com/survey/sync.aspx 
b. Password/PIN: 2345 

3. Go to your phone Settings  
4. Go to App Permissions  
5. Click on Traxis, go to Permissions 
6. Allow Location and Camera 

How to Create a Work Order: 

1. Scroll to the bottom and click on ‘Work Order Creation Tool’ 
2. Click, ‘Store Look Up’ and select the store that you are there for to conduct a Market Visit 
3. Type in the work order number (FM Pilot Work Order) 
4. The next line is Requesting Contact – Your first and last name 
5. Click on the Calendar and select that days date 
6. Notice under the work orders in the blue box, it has work order #1, this is considered a ‘Child’ 

Work Order, click on the following… 
a. Work Order Type: Market Repair 
b. Location: State where the store base on the option given 
c. Type: What type of work is being done, select best fit 
d. Code: Ignore 
e. Description: Give a brief description on what is being fixed or needs repairing.  

i. Example: Need to replace door closer on bathroom door. Door closer is not 
operating correctly 

f. Status: Select between PVINV or WMATL 
i. If you complete the fix, it will be PVINV 
ii. If you need material &/or more time, it will be WMATL 

7. There is a box with green writing that says, Add Work Order, check the box by clicking on it 
i. This will drop down another Work Order to address other issues 
ii. Repeat step 6 for other issues 

8. Once you have completed documenting all issues, you will see a green box that says Process 
Work Order – Click this to submit the work  

 

 

http://www.fmsurvey.com/survey/sync.aspx
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Timesheet Example 

 



24  

Work Order Example 
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o GENERAL MAINTENANCE 
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o PLUMBING SURVEY 



26  

 

 

 

 

 

 

  

 

 

 

 

 

o PLUMBING SURVEY Cont. 
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o QUOTE INFORMATION 
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o QUOTE INFORMATION Cont. o QUOTE INFORMATION Cont. 
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o QUOTE INFORMATION Cont. 
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o PHOTOS 
 

American Repair Maintenance Travel 

& Expense Training Guide June 2020 
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Introduction 
ARM has implemented a new process to collect expenses. These expenses include 
reimbursing mileage, company credit card transactions and reimbursement for expenses 
paid out-of-pocket. This process has many benefits for both ARM and our team. ARM will 
be able to process these expenses much more efficiently and better understand where 
funds are being spent. This helps us make better decisions and pass costs to the 
customer. 

For you, this process helps to automate some of the manual steps you are doing today. 
Your mileage is recorded automatically as you drive from job to job. Receipts are entered 
directly into the Expensify app and routed to your supervisor for review. Finally, you will 
be reimbursed directly from ARM soon after your expense report is submitted. This 
process typically takes 1-2 business days after final report approval. 

We need your support to make this transition successful. 

• First, review the instructions below, including the training provided by Expensify. 
Let us know if there is something we have not covered or can make clearer. 
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• Second, pay attention to the details. As an example, having the work order in the 
description is important. Your supervisor will review your expense reports and 
will need to send them back if not completed. Help us reimburse you quickly by 
getting the report through approval quickly. 

• Third, this is just one of the steps ARM is taking to improve our processes. We 
also recognize that not everything can happen at once. For now, you will still 
need to load receipts to mHelp and/or the customer app. We understand this is 
duplicate work and at some point in the future would like to eliminate this, but 
today we do not have that solution. 

Training Videos and Documents 
Before beginning your account set up, click on the below to watch the 

training videos. Mobile App Training Videos 

Note: There are 2 parts to the Mobile App Training Videos – be sure to click on 
each video on the right side of your screen to view both. 

Additional Resources - Optional 
If you are more of a visual learner or would like more training. You can sign up for 
a free Webinar training by clicking HERE. 

Setting Up Your Account 
Important: Wait for your invitation email from ARM before setting up your account. It 
is important that you click the validation link sent to your work email before starting. If 
you did not receive an email, notify the Field Coordinator. 

• Once you have your invitation, click the link to set up your account password. 
• In your phone’s app store, locate and download the Expensify App. You can use 

the links below to locate the appropriate app: 
o iOS 
o Android 

• Link your bank account for reimbursements 
o In the menu on the left, select “Settings” 
o Under Your Account click “Reimbursement 
o Click on the Log into online bank account” 
o Click “Continue” 
o Select your bank 
o Follow the prompts to link your online bank account 

• You are ready to use Expensify 
 

 

 

 

https://expensify.zoom.us/webinar/register/5015443267521/WN_Tuv8tQFoRyqfZCI65av1VQ
https://itunes.apple.com/us/app/expensify-expense-reports/id471713959?mt=8
https://play.google.com/store/apps/details?id=org.me.mobiexpensifyg&hl=en_GB
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Enterin
g 
Expense
s Entering 

Mileage 
Primary 

At the start and end of each drive to a job site (or back home), open the Expensify App and track your 

mileage using the steps below. All mileage must be tracked using the GPS feature. 

• Click on the “+” sign in the upper right-hand corner 
• Select “Start GPS” 
• Click “Start” 
• Once you have arrived at your destination click “Stop” 
• Click “Use” 
• Required: In the Description Field, enter the work order number for the job you are traveling to 
• Select the appropriate Tag 

o Mileage – Between Jobs: Use this tag when traveling from one job site to another 
o Mileage – Commute: Use this tag when driving to your first job site from 

your home OR when returning home from your last job site. 
• Adjust for Commute Miles - you must manually deduct the 40-mile standard commute. 

o If the trip is less than 40 miles, adjust the “Total Distance” to zero. 
o If the trip is greater than 40 miles, deduct 40 miles from the distance 

of the trip and enter the remaining miles into the “Total Distance” 
field 
 Example – Drive to first job site is 65 miles (65-40=25). Enter 25 into the field 

• Click “More Options” 
• Select the Category “Mileage” 
• In the Reimbursable field, turn the reimbursement toggle “ON” (green) 

 
NOTE: The Expensify App will not be used for time tracking. All paid travel time must be 
tracked using the ARM timekeeping system. 

Alternate 
If you forget to start your GPS tracker prior to a trip, you can manually enter the miles 
using one of the two options below. This is a backup option and is not to be used as 
your primary method for tracking miles. 

Enter mileage on your home computer (preferred option):  

• Go to the Expensify Website 

https://www.expensify.com/
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• Log in using your ARM email and the password you created 
• On the left-hand side, click “Expenses” 
• In the upper right-hand side, click “New Expense” 
• Under Distance, click “Create from map” 
• Enter the starting and ending addresses in their respective fields 
• Click “Save” 
• Enter the Description, Category and Tag using the steps listed in the Entering 

Mileage steps above 
• Click “Save” 

Enter mileage on your phone (only use if you do not have access to a PC):  

• Go to Google Maps on your phone and enter the starting and ending 
addresses in their respective fields 

• Take a screenshot of the map 
o The Distance must be visible in the screenshot 

• Open the Expensify Mobile App 
• Click on the “+” sign in the upper right-hand corner 
• Under distance, select “Manually Create” 

• Enter your Total Distance 
• Click on the on the “+” sign to add your map screenshot 
• Enter the Description, Category and Tag using the steps listed in the Entering 

Mileage steps above 
• Click “Save” 

NOTE: It is your responsibility to ensure that all mileage is tracked in Expensify. Any miles 
driven that are not entered into Expensify will not be paid. 

Entering Company Card Expenses 
Your ARM AMEX must be used for all expenses when reasonably possible. We 
understand some circumstances will require you to use cash or your personal card; 
these exceptions should be rare. 

• Open the Expensify App 
• Click the “+” sign in the upper right-hand corner 
• Under Expense, select “Scan Receipt” 

o Receipts are required for all expenses 
• Take a photo of the receipt 
• The “SmartScan” feature will automatically begin reading the receipt. 

o This process may take time. You may want to come back to the app 
later to complete the details. 

o If you receive an electronic receipt, you can e-mail that receipt from your 
ARM e-mail to receipts@expensify.com. The next time you login to 
expensify, it will be ready for you to review details. 

• Confirm that the details scanned are accurate – adjust if needed 
• In the Description field, enter the Work Order number associated with the 

expense. If the expense is not for a specific work order, enter the customer 
name or the reason, such as Training, if not for a specific customer. 

• In the Tag field, select “Non-Mileage” 

https://www.google.com/maps
mailto:receipts@expensify.com
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• Click “More Options” 
• In the Category field, select the appropriate category 

o Flight: Expenses associated with air travel 
o Hotel: Expenses associated with hotel stays 
o Mileage: Only used when tracking mileage 
o Parking & Tolls: Expenses paid for parking and tolls while driving to a work order 
o Per Diem: Used to track daily per diem for technicians with extended 

overnight travel. See the section “Entering Per Diem” below for more 
information. 

o Billable Materials: Material used to complete a work order. Typically, 
replacement parts purchased for a specific work order. Does not include 
Shop Supplies or Equipment & Tools. 

o Equipment & Tools – under $50: Specialized equipment or tools needed 
to complete a work order, less than $50 

o Equipment & Tools – over $50: same as above, but greater than $50 
o Shop Supplies: Consumable supplies not purchased for a work order but 

used often and kept on hand. Caulk, foam brushes and tape are 
examples. 

• IMPORTANT: In the Reimbursable field, turn the reimbursement toggle “OFF” 
(white) for ALL COMPANY AMEX purchases 

• Click “Save” in the upper right-hand corner 
 

Entering Out-of-Pocket Expenses 
As stated above, ARM recognizes that in rare instances, you may have to use your 
personal card or pay cash for business transactions. When this occurs, please enter the 
expenses for reimbursement using 

the steps listed in the “Entering Company Card” Expenses” section. In the Reimbursable 
field, turn the reimbursement toggle “ON” (green) 

 

Entering Per Diem: 
• Does not require a receipt. 
• All meal expenses should be paid out of pocket and you will be reimbursed a flat rate. 
• Enter a Per Diem expense at the end of each week you are traveling overnight 
• In the App, click on the “+” sign in the upper right-hand corner 
• Under Expense, select “Per Diem” 
• Enter “Per Diem” in the Travel Destination Field 
• Enter the dates and times you were traveling overnight that week 

o Note: If your Trip includes days in 2 (or more) different pay periods, you 
should enter a separate Per Diem expense each week that covers only the 
dates in that pay period. 

• Enter your Rates using the steps below: 
o Click on the Rate Field and select “First or Last Day” 

 In the Quantity Field, enter the number of days you traveled to 
your destination from home and/or traveled back home. 
Typically, 2 assuming you left and returned the same week. 



34  

 $27.50 Per Diem is paid for the first and last day traveling 
 Note: This is only used when traveling to/from your HOME. If you 

are traveling in between destinations on an extended trip, you will 
be paid the Full Day rate. 

o Click “Add Another Rate” and select “Full Day” 
 In the Quantity Field, enter the number of full days you 

were traveling that week. 
 $35.00 Per Diem is paid for each day in between arrival and departure 

o Example – If leaving town on Monday and returning home on Friday, you 
will be paid 2 days at the “First or Last Day” rate ($27.50) and 3 days at 
the “Full Day” Rate ($35.00). Your total Per Diem for the week will be 
$160.00. 

• In the Tag field, select “Non-Mileage” 
• Click “More Options” 
• In the Category Field select “COS: Per Diem” at the top 
• In the description field, enter the reason for travel 

o Enter the Work Order number if traveling for a specific job/project 
o Training 
o Capacity (assist with high work volume) 

• In the Reimbursable field, turn the reimbursement toggle “ON” (green) 

Submitting Expense Reports 
Once your expenses are entered, Expensify will automatically generate your expense 
report. If there are no violations, the report will auto submit to your supervisor for payroll 
approval on Sunday nights. Any violations will come to your Expensify inbox and you will 
need to click “fix violation” and follow the prompts to resolve the issue. Log into your 
account at the end of each week to verify that no violations exist and/or resolve any 
outstanding issues. 

You can manually submit a report earlier if you have significant reimbursable expenses. 
Complete the steps below to manually submit a report: 

• Select “Reports” in the menu 
• Click on the report you would like to submit 
• Click “Submit Report” in the upper right-hand corner 
• An email to the appropriate person will auto generate 
• Click “Submit” 

 

Expensify Employee Checklist 
Once you have read and understand all steps outlined above, complete the checklist below. 

• Initial next to each item 
• Sign and date at the bottom 
• Submit completed checklist to HR 
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  I have read and understand the Expensify Training Guide 
 

  I have watched the Expensify training videos and read the Expensify training documents 
 

  I have accepted the email invitation and set my password 
 

  I have connected my personal bank account to be used for reimbursements 
 

  I understand that I will only be reimbursed for expenses that are 

properly submitted in Expensify and have been approved 

 
 

Employee Name (Print Name) Employee Signature Date
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PURCHASING CREDIT CARD USE AGREEMENT 

 

I understand company issued credit cards are company property and use is limited to 
business purposes approved by American Repair Maintenance. I agree to not use company 
issued credit cards for personal, unauthorized, or illegal charges. Any misuse of the issued 
credit card will result in the cancellation of the card and may result in disciplinary action up 
to and including termination. 

I understand American Repair Maintenance reserves the right to review and charges on 
company issued credit cards and I agree to submit expense reports and provide receipts 
to substantiate charges in accordance. I agree with applicable policies and procedures of 
ARM, such as the Employee Handbook, Technician Manual, Expensify User Guide and 
Travel and Expense Policy. 

Should the issued card be lost or stolen, I agree to immediately notify the Accounting Department. 

I agree to return the issued credit card immediately upon the voluntary or involuntary 
termination of my employment with American Repair Maintenance. 

 

 

 

 

 
 

Employee Name (Print Name) Employee Signature Date 
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Policy Name Travel & Expense Policy 
Effective Date June 1, 2020 
Policy Owner CFO 

 

Purpose 
The purpose of the Travel & Expense Policy is to establish processes for employees of 
ARM to incur and report business expenses. The objective of this policy is to provide 
clear and consistent expectations across the organization. These expectations will allow 
our team to focus on their core responsibilities and minimize the amount of time spent 
on administrative functions. 

 

Scope 
This policy applies to all direct employees and independent contractors of ARM. 

 

Contents 
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Definitions 
1. Mileage Rate – $0.40/mile 

2. Meals Per Diem – $35 per Full Day. $27.50 per Partial Day for first and last day of travel. 

3. Commute – Typically defined as 40 minutes and 40 miles during travel to first 
stop and from last stop of the day. If an employee lives outside of their 
designated work area, ARM reserves the right to select a different commute time 
and range. This adjustment must be made to the employee in writing. Existing 
employees moving outside of their designated work area are required to notify 
their supervisor and HR of the change. 

4. Expensify – ARM’s expense reporting management system 
 

Policy Details 

Expense Reporting & Company Cards 

1. All expenses should be charged to company AMEX cards whenever possible. Exceptions 
include: 

a. ARM has an account with a vendor AND that account is required to get our discount. 

b. Employee has not been issued a company AMEX card yet. Reach out to 
the accounting group to get an AMEX card if one has not been issued. 

c. Unusual circumstances where a vendor does not accept credit card 

2. Expenses must be reported via Expensify and a receipt must be included. See the 
ARM Expensify User Guide for instructions. 

3. Expense Report Approvals 

a. Expense Reports must be approved by the employee’s supervisor 

b. Technician Expense Reports over $250 must be forwarded to the VP of 
Operations for approval 

c. All Expense Reports over $500 must be forwarded to the President 

Travel Guidelines 

1. Employees are expected to use reasonable efforts to find the best value for 
travel, keeping in mind both cost and the customer’s requirements. 

a. Example – When travelling out of town, consider the total cost and 
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time requirements for flying, driving a personal vehicle or renting a 
vehicle. 

2. A Travel Request Form must be submitted to the Field Coordinator prior to any 
travel for Field Technicians. 

3. All travel must be approved with an employee’s supervisor prior to booking or beginning travel. 



AMERICAN REPAIR MAINTENANCE | 114 W. Savidge St. Spring Lake, MI 49456  

 

114 W Savidge St., Spring Lake, MI 49456 

 

a. Vehicle travel to a customer site assigned in ARM’s work order 
management system is automatically approved provided the customer 
site is within a technician’s typical area of service. 

4. National Accounts – ARM maintains national accounts with certain car rental 
and hotel chains. Employees are expected to use these accounts when 
reasonably possible. 

5. Pay during travel – Hourly employees are paid their normal hourly rate 
during travel, after removing Commute time for the first and last trip of each 
day. When travelling out of town where an employee will be gone overnight, 
time spent as a passenger on an airplane, train, boat, bus, or automobile 
outside of normal working hours is not travel time. 

Mileage Reimbursement 

1. When driving for business in a personal vehicle all mileage must be tracked using 
Expensify. This include trips to the first job and from the last job of the day. 

2. Mileage Expense may be claimed for all miles driven in a personal vehicle 
after removing Commute time for the first and last trip of each day. 

3. Commute time and mileage only need to be deducted from your first and last trip 
once per day. If an employee is called to an unscheduled job and has already 
recorded Commute miles for the day, then the full round-trip drive from the 
employee’s home to the site is reimbursable. 

4. For personal reasons, employees may choose to begin and/or end their day at a 
place other than their residence. If this results in additional miles beyond what 
would have been claimed if travelling to/from their residence, the mileage 
claimed must be adjusted to that which would have been claimed. 

a. Example – Joe lives 60 miles from hist first job of the day. After 
removing a 40-mile standard commute he would normally claim 20 
miles for the first trip. Last night he stayed at a friend’s house that is 80 
miles from his first job. In this case, 60 miles must be adjusted from the 
first trip to arrive at the normal 20-mile claim. 

5. As employees travel, incidental and on-the-way stops are expected, such as for 
meals. Stops for personal business that add a significant amount of time and 
distance may not be included in mileage reimbursement or payroll time. 

Meals Per diem 
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1. While travelling out-of-town and overnight, ARM will compensate employees using a 
standard rate for meals during travel. Receipts are not required. 

Job Related Materials, Equipment & Supplies 

1. Materials and equipment for jobs that will exceed the DNE or approved quote 
must be approved by a supervisor prior to purchase. 

2. Technicians are approved to purchase up to $20 of shop supplies without prior approval. 
3. Accounts to use in Expensify 

a. Billable Materials: Material purchased for a specific work order 
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b. Equipment & Tools – under $50: Specialized equipment or tools needed 
to complete a specific work order, less than $50 

c. Equipment & Tools – over $50: same as above, but greater than $50 
d. Shop Supplies: Consumable supplies not purchased for a work order but 

used often and kept on hand. Caulk, foam brushes and tape are 
examples. 

Related Documents 

1. Expensify Training Guide 
2. Expensify Review Guide 

 

 

 
 

Employee Name (Print Name) Employee Signature Date 
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