Pam Weed <pweed@spccopypro.com>
Fri 7/19/2019 10:04 AM

Hi Sallie,
 
I finally had a chance to look at the annual report draft. Here are my comments; I am sure some of these you are already aware of needing a fix.
 
1)      Cover Page and Cover Letter should not have a footer or page number and should not be included in the TOC. Page 1 would be the Table of Contents.
2)      All pages need to have the client’s name in the upper right corner as a Header.
3)      On the “Bar Chart... Grouped” please change this to “Bar Chart… by Location”
4)      What happens if a client has only one building? For some I break it down by room; for others I don’t even use the by building chart and only use the Overall chart(s).
5)      SPC Staff page should have a heading. Usually Meet the Team. Will need to check with Skip if he wants to add James, Heidi, and Jamin, and what heading he wants to use.
6)      Aging Equipment page: Can the serial number and vendor name be moved closer to intro date to allow more balanced space between location and make/model?
7)      Average Student to Copy – Black page: The footnote “*Total School Cost refers to Service & Supplies, Paper and Equipment…” (ampersand and comma, but not in red/bold)
8)      Average Student to Copy – Color page: The footnote needs to read as follows: *Total School Cost refers only to Service & Supplies as Paper and Equipment are included in the previous table for black prints.
9)      Usage Profile for Service & Supplies: Keep only the first sentence. Delete the rest and narrow the margins so that it all fits on one line.
10)   Usage Profile for Service & Supplies: Must have table headings on every page.
11)   Usage Profile for Service & Supplies: Absolutely no widows and orphans in this table! Room location names must stay with the equipment it is referring to. If there are too many machines for the page, then the room location name would appear on the next page as well with the rest of the equipment.
12)   SPC S&S Savings page: Current CPC should be “Projected CPC” and is showing only black CPC but not average. The CPC should be the average of all black costs per print (in this case, the overall average for current cost would be $0.00364, but projected is the CPC for NEXT year, so it would actually have been $0.00374 – the average black CPC for the 2018-19 fiscal year—37 machines all with $0.00372 for a CPC with the exception of one with a CPC of $0.00449, add all those up, divide by 37 it comes to the average just mentioned). 
13)   Projected Equipment Cost by Building: Is there a way, if I have manually typed in the equipment cost I would prefer it to be used rather than an average.
14)   Service & Supplies by Vendor – Black & Color: move 1-line headings to bottom so in line with 2-line columns and consistent with previous tables.
15)   Where will the current year’s increase % come from? Will I need to type it in somewhere?
16)   Where does the STARDoc names page get pulled from? (There are some errors I need to correct in the list.)
17)   Bar Charts: just to clarify, the percentage is based on the difference between the previous year and the current year (not all four years).
18)   Bar Charts: Is it possible to make the Percentages move up or down with the height of the bar graphs?
19)   Bar Charts: Can the four years for each building be tight next to each other to allow more space and differentiation between buildings?
20)   Bar Charts: Make the bar chart title a real heading on the page to align with all of the other headings.
21)   Is this based on 8-1/2x11 paper? We need to make sure the margins aren’t too tight and get cut off when printing.
22)   At some point, if it’s not too much extra work (and it could probably wait til next year) I wouldn’t mind prettying up the formatting a bit with highlights, similar to what we do with the billing reports.
 
We can arrange a conference call if needed to discuss the above if you have any questions.  
 
Thank you! 
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