


INTRODUCTIONS 

• Name  

• Location 

• Position 

• How long have you been with METRO? 



WHY METRO LIGHTING? 

Price Match Guarantee 
METRO Lighting guarantees to match 

the lowest advertised price on any 

item we sell in the showroom. This 

includes internet pricing with the 

exception of discontinued, closeout, 

used and auction items on sites like 

eBay and Amazon. One Year In-Home Warranty 

Metro Lighting’s service 

department will come to your 

client’s home and repair or replace 

any defective fixture within the 1st 

year of purchase as long as the 

home is located within 50 miles of 

our Brentwood showroom. 

Competitive 

Pricing 

Vendor Direct Program 

Available for following vendors: 

ACCESS – OVER $100  ILLUMINATION EXP 

AMERICAN   KOVACS 

CASA/HUNTER   KICHLER 

CRAFTMADE/JEREMIAH  MINKA/MINKA AIRE 

CORBETT   METROPOLITAN 

CRYSTORAMA   MODERN FORMS 

DESIGNERS FOUNTAIN  MONTE CARLO 

ELAN    PROGRESS 

ELK    QUOIZEL 

EMERSON   SAVOY HOUSE 

ET2    SEAGULL 

FANIMATION   SONNEMAN 

FEISS    TECH 

FREDERICK RAYMOND  TRANSGLOBE 

LIGHTING HINKLEY  TROY 

HUDSON VALLEY  WAC  

   

IF: 

 1) We do not have the items in stock 

2) The item requires standard UPS Ground 

shipping ONLY 



WHOLE 
HOUSE 
LIGHTING 
SELECTION 
PROCESS 
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PRE-PLANNING 



• Customer is assigned to salesperson for appointment 

• Customer should have salespersons name/store to make appointment.  Ideally, the stores will have a list of who 

does what builders/subdivisions 

• Collect Appointment Info  

• TIME, DATE, & LOCATION 

• Collect Customer Info 

• Builder, Subdivision, Lot Number, Model,  Allowance  

• Must emphasize to collect EMAIL & PHONE NUMBER when appointment is made 

 

• Salesperson will send confirmation email to customer with: 

• Appointment TIME, DATE, & LOCATION  

• Getting Started Video 

• Materials on Appointment Checklist  

 

 

CUSTOMER CALLS FOR APPOINTMENT 

http://sho.co/191WF
../Documents/Whole House Appointment Checklist.docx


• Call Builder to get the customer's house plan before 

appointment  

• This will be a huge help in planning for appointment if available 

• Walk Through 360 Virtual video of model (when applicable) 

• This is available through several builders websites and will help 

with generating suggestions and upgrades 

• i.e. McBride Aspen 

 

 

 

BE PREPARED FOR APPOINTMENT!  

https://my.matterport.com/show/?m=fojvkBP6LSw


Builder Model 
METRO 

Portal 
(click for link) 

Take-

Offs 
(click for link) 

 
  

A) Find the Corresponding Take Off Sheet On Metro 

Employee Portal 

 

B) Fill in all available details based on unique house 

plan received from the Builder  

PRINT TAKE OFF SHEET 



CUSTOMER 

APPOINTMENT 



 
 

 

• Reserve designated “Work Station” in the showroom to conduct meeting  
• Work stations will be set up to project blueprints, wish lists, quotes, ect 

 

• Walk through Take-Off Sheet w/Customer to fill in any missing information and 

confirm what is already filled out 
• This includes any upgrades and add-ons that may have been missing from the Builder’s Plan 

 

• Go over any pictures, Pinterest boards or ideas the customer has in mind so you 

can pinpoint their design goals 
• Keep in mind: it is better to show them a few items aligned with what they are looking for rather than an 

abundance of choices 

 

MEET WITH CUSTOMER 



 
FILL OUT “SHEETS” WITH CUSTOMER 
 

• Walk Through Builder Sign Off Sheet 

with Customer & Initial/Sign 
 

• Go through Builder Requirement Sheet 
• This will be created by Outside Sales Rep 

responsible for each individual builder 

SIGN OFF SHEET 



 
PICK OUT LIGHTING!!  

Here is your chance to give your  

Recommendations, Best Pricing & Upsell 

Examples:  

• 2 tier chandeliers when ceilings are 9’ or vaulted 

• Recess Cans in kitchen, great room & office 

• Undercabinet lighting in kitchen 

• Best value for price when comparing brands 

• Stock product vs Special orders  
 



 Follow up with 

any questions 

and Builder sign 

off sheet 

 
GENERATE QUOTE & PICTURE BOOK 

 Let customer 

know you will 

send within 2 

business days 

with all their 

lighting choices to 

confirm before 

the order is 

placed 

EXAMPLE EXAMPLE 

Always include 

bulbs underneath 

fixture on quote  



 
SEND FINAL PAPERWORK TO BUILDER 

Send Final Quote and Builder Sign 

Off Sheet to Builder for Approval 

Example 



 
RECEIVE BUILDER START SHEET 

• Compare the start sheet from the 

builder to your order 

• Make sure the house is 100% 

complete and it matches your 

quote 

Click to page to view 

full start sheet* 

 

*will vary by builder 

../Desktop/Builder Start Sheet.pdf


GENERATING 

ORDER WITH 

METRO 



GENERATING A WHOLE HOUSE TICKET 
Always include the following in a whole house ticket header: 

o SHIP TO:  

 LOT # / SUBDIVISION NAME  

 MODEL / BUILDER  

 FULL PHYSICAL ADDRESS* & ZIP CODE: This is typically DIFFERENT from lot # and subdivision 

 Example:   

o Lot/Subdivision: 37 Sunny Hills Acres 

o Full Address: 1234 Sunny Side Drive, Ballwin 63450 

o OWNER INFORMATION: 

 CUSTOMER NAME 

 CUSTOMER PHONE NUMBER 

 CUSTOMER EMAIL ADDRESS 

 JOB CONTACT:  Job Super name and contact phone # is important because the driver may encounter issues while trying to make deliveries. Examples could 

include: 

o Gated communities with a keypad entrance 

o Remote location 

o Unknown area driver has not delivered to yet 

o House is locked up & need to get in to make delivery 

o SUBDIVISION INFORMATION: 

 SUBDIVISION 

 LOT 

 UNIT (if applicable) 

 MODEL/PLAN 

***Most builders have the full address on the start sheet of their new homes. If your builder is one who does not, please make a quick 

phone call to obtain it*** 
 

 



Whole House Ticket Entry 

  

Whole House Ticket Header 

TICKET EXAMPLES 
WHOLE HOUSE 



TICKET EXAMPLES 
WHOLE HOUSE 

PLEASE NOTE: TICKET MUST 

PRINTED FOR THE ORDER TO BE 

PROCESSED 

Whole House Shipper  



GENERATING AN ACCOUNT TICKET 

In account quote entry you do not have the same parameters as in whole house quote entry, attempt to put as 

much pertinent information needed for all parties  

SHIP TO:  

LOT # / SUBDIVISION NAME  

MODEL / BUILDER  

FULL PHYSICAL ADDRESS & ZIP CODE: In this example, they are the same 

JOB CONTACT:  Job Super name and contact phone # is important for smaller builders / custom homes / 

remodels because the driver may encounter issues while trying to make deliveries. Examples could include: 

Gated communities with a keypad entrance 

Remote location 

Unknown area driver has not delivered to yet 

House is locked up & need to get in to make delivery 

  
***Most builders have the full address on the start sheet of their new homes. If your builder is one who does not, please make a quick 

phone call to obtain it*** 
 

 



TICKET EXAMPLES 
ACCOUNT TICKET 

Lighting Ticket Entry 

Lighting Shipper  



 Attempt to always provide a 2 week* notice for 

all home deliveries with delivery department 

 Ensure all ticket header information is accurate & 

complete with all necessary contact information 

 Double check all locations and items to make sure 

they are correct & proper bulbs are sold 

 Obtain proper PO’s from builder 

o Verify proper PO is noted on ticket 

 Builders which require a PO: 
 Consort Homes- 24012 

 Fischer & Frichtel- 34993 

 Hughes Custom Homes- 46306 

 Innsbrook- 45764 

 Jones Co- 50477 

 Lombardo Homes- 45996 

 McBride & Sons- 59076 

 Meadowbrook Dev-59761 

 Payne Family Homes- 69700 

 Rowles Co- 76325 

  

o Verify PO’s match allowance on ticket 

 Resolve all outstanding balances with the customer 

o Any ticket with a balance due WILL NOT BE DELIVERED 

CHECKLIST REQUIRED FOR DELIVERY 



*LIMITING LAST MINUTE ORDERS 
 

 The Whole House office pulls orders for delivery 10 

business days out from the delivery date 

o If today is the 1st of the month, they are pulling orders 

today for the 15th  

 Please make sure that, to your best ability, your ticket is 

generated, in full, with matching PO’s, and balances paid 

prior to that 10 day period 

o This means that your GOAL is to have the ticket 

complete and all final changes made at least 6 weeks 

prior to the estimated closing date 

 This ensures that any necessary last minute 

changes are given ample time to arrive. Please 

make every effort to LIMIT these changes 

 Make sure the items which are not in stock have a PO 

written & tied to them 

o Contact the purchasing department for any that need to 

be done & have not yet 

 Please make sure that when you find an item that shows in 

stock but cannot be found, add it to cycle counts!  

o When viewing item in stock status, press Y to send to 

Cycle Counts 

o Cycle Counts are done almost every day and will help 

you in the long run when your orders are pulled! 

 

Orders need to be submitted 2 WEEKS in advance 



RED TAG DISPLAYS 
 Brentwood location:  Alert the Warehouse. The warehouse staff will help you 

to take the fixture down from display. Lainey will be responsible for seeing 

that the fixture: 

A. Gets pulled down off of the ceiling 

B. Ensuring that the selling salesperson has THEMSELVES checked for: 

 Adequate parts 

 GROUND WIRE! 

 Nothing broken are missing 

C. CLEANING IT 

D. Undressing crystals 

E. Wrapping it PROPERLY 

F. Getting it to the whole house office for staging with order 

***It is the salesperson’s responsibility for the fixture. If Lainey is told the fixture 

is ok to send out, and the customer/electrician finds otherwise, it is the 

salesperson’s responsibility to attend to the matter-You made a promise to your 

customer that it would work*** 

 

 

 Branches: If you have sold a red tag display fixture from 

your store, it is YOUR responsibility to see that the 

fixture: 

A. Gets pulled down off of the ceiling 

B. Checked for adequate parts, including GROUND 

WIRE! 

C. CLEANING IT 

D. Undressing crystals 

E. Wrapping it PROPERLY  

F. Sending it down to Brentwood for delivery with 

other lights  

***If you have warehouse staff, feel free to ask for assistance 

getting down & cleaning it. However, you MUST check it 

yourself prior to sending to Brentwood*** 



CHECK “NO TICKET” & “UNPAID BALANCE” 
SPREADSHEETS 

The “Deliveries with No Ticket” / “Need PO or Balance Paid” spreadsheet should NOT NEED TO EXIST: This is a list of orders 

which have been scheduled for delivery, yet have no ticket written in the computer, or still need matching PO’s or a balance 

due from customer 

• When you have a customer who still needs to select their lights, get ‘em in here!  

• Customers push off coming in on a regular basis, keep on them and make sure they don’t forget about you 

• Make sure you completed & printed the ticket when generating 

• Follow up with any unpaid balances & Pos 

 

Outside Sales/Managers: you receive this list daily 

 Please make sure you utilize it & send it to your salespeople who may need it as well 

 Follow up to make sure these orders for your branch/customers have been resolved 



TEAMWORK 

 Please make sure to keep the following in mind! Teamwork! 

A. When new subdivisions begin, please make sure to send the delivery 

department the information needed 

B. Inform Jason and Chris if phone numbers change, electricians or job 

superintendents are relocated 

C. If your builder doesn’t have a website and/or does frequent off-site 

custom homes, make sure they know where to send their drivers, any 

extra information you can provide is always appreciated 

D. If a delivery mistake is made, let them know ASAP so they can rectify the 

error  

E. Give notice! Emergencies can often happen, work TOGETHER with your 

delivery department to deliver 



 
YOU AREN'T FINISHED YET! 
REMEMBER USC 

• Follow Up On: 

• Delivery of Products 

• Any Customer Issues 

• Back Ordered Product 

• Customer Satisfaction 

Ultimate Customer Service 



SUMMARY 

Set up appointment & collect 

customer information  

Prepare for appointment by going 

through house plans & filling out 

take-off sheet   

Meet with customer to choose 

lighting  

Generate Quote & Picture Book  

Send final paperwork to builder 

Receive & cross-check builder start 

sheet 

Generate order for METRO 

warehouse for delivery 

FOLLOW UP: On unpaid balances, 

open tickets, delivery & customer 

issues 




