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BUSINESS FORMS OVERVIEW (MS Word Excel) 
 

Most of the Forms pages as shown on BUSINESS FORMS pages 3 thru 6 below can be edited*. 
 
 
Copyright  © 2009/2025 by 3RSystems, LLC.  All rights reserved, including the right to reproduce this book or portions thereof 
in any form whatsoever.  This document encrypted to prevent violation of copyright law. 

 
It is strongly recommended that you immediately make a copy of everything received. 

 
With this program, it is assumed that you already have some degree of construction industry experience.  It is 
also assumed that you have at least a basic understanding of small business structure which will allow you to 
utilize the educational/instruction and production forms in a way that will best help you to achieve your goals. 
  
Because of advances in technology, it does not make a difference if you are a single owner working out of a 
home office or an owner of a larger firm with many employees and a substantial office/wharehouse property.  
By applying what you will learn from this program, you will be well on your way to achieving substantially higher 
profits and income in much less time and with much less stress. 
 
Before you do anything else, after having made copies of all of the materials received, I recommend that you 
first read, study and internalize the subject matter found in the training.  By doing that first, the various forms 
and how you can best utilize them will make more sense to you.   
 
After completing your study of the training, take some time to read through all of the forms in their numbered 
order starting with COMPANY OWNER CONSIDERATIONS (Form 1).  As you read through the forms you will 
see that many of the forms will allow you to type in your own company and other information.  You may want 
to even print all of the pages to use as a study guide for you and your reps.   
 
Many of the production forms will/can be used with each contract – if you wish.  As you read through the 
overview of each form you will quickly come to understand how and why most if not all of the forms can be an 
important and integral part of the process. Each form is designed to help you to increase your profits and 
income while at the same time, protect your business interests.   
 
Promoting your 3RSystems, LLC training is essential to establishing your credibility and separating you from 
the thousands of contractors who only profess to be “insurance claim restoration experts” or something similar.  
Therefore, I highly recommend that you include “A 3RSystems, LLC Trained Insurance Restoration Contractor” 
on all of your company stationary, contracts, business cards, etc.   
 
If you want to achieve a high level of success you need to be ready and able to show your potential customers 
who you are and why they should do business with you.  Then, you need to have the proper forms in order to 
write good and profitable business. 

 

 
 
 
 
 
 



3RS BUSINESS FORMS 
 
Form 1  COMPANY OWNER CONSIDERATIONS      Pgs 7 - 9 
 
Important considerations for company owners. 
 
Form 2  3RS PROPSECT PRESENTATION BOOK      Pgs 10 - 22* 
 
How to establish credibility with potential customers and get their committment. 
 
Form 3  CONTINGENCY AGREEMENT CONTRACT      Pgs 23 - 26* 
 
Example/template plus legal considerations. 
 
Form 4  CLAIM INFORMATION AND INSTRUCTIONS      Pgs 27 - 28* 
 
This form will help you to gain and retain control over the claims process.   
 
Form 5  CLAIMS DEPARTMENT NUMBERS        Pgs 29 - 34* 
 
A list of insurance company claim department telephone numbers. 
 
Form 6  MORTGAGE LOSS DRAFT PRIMER      Pgs 35 
 
About and how to smooth out the loss draft process.  
 
Form 7  MORTGAGE COMPANY RELEASE AND AUTHORIZATION   Pgs 36* 
 
How to take control of the mortgage loss draft process.   
 
Form 8  HOW TO USE 3RStimax©         Pgs 37 - 46 
 
This form will teach you how to use 3RStimax© to help you to achieve maximum profits and income on your 
restoration as well as retail remodel jobs.   
 
Form 9  WHAT TO LOOK FOR / CHARGE FOR      Pgs 47 - 49 
 
This form shows a reference list of numerous items that could have been damaged including many that 
contractors never think to include on their estimates.   
 
Form 10  ADJUSTER (or) ENGINEER QUESTIONNAIRE/REPORT(S)   Pgs 50 - 51* 
 
You will give the appropriate form – Adjuster Questionnaire/Report 1 or 2, Engineer Questionnaire/Report 1, 
or Desk Adjuster Questionnaire/Report 1 to your customers to give to insurance adjusters or engineers to 
complete when they inspect their property for damage.    
 
Form 11  PRE-INSPECT ADJUSTMENT PRODUCTION      Pgs 52 - 54 
 
This form is designed to give you a clear and full overview and progress report of each job from start to finish.  
 
Form 12  ROOFING AND SIDING ESTIMATE DIAGRAMS     Pgs 55 - 57* 
 
You can use these forms to record the damage and measurements of each job and draw out your diagrams.   

 



SOLD 
 

Form 13  ROOFING AND SIDING REPLACEMENT UPGRADES      Pgs 59 - 60 
 
What upgrades to consider offering your customers after you are certain the claim has been fully paid. 
 
Form 14  CUSTOMER WHAT YOU SHOULD KNOW     Pgs 61 - 62* 
 
This CYA form will instruct your customers on “what they should know” about the actual restoration/repair 
pocess.   
 
Form 15  COMPANY TO DO / CUSTOMER TO DO        Pgs 63 - 64* 
 
This form makes it clear to the customer(s) who is doing and who is paying for what work. 
 
Form 16   BREACH OF CONTRACT NOTICE      Pgs 65 
 
This form explains the process to follow when that rare customer attempts to violate the terms of your 
contract. 

 
PRODUCTION 

 
Form 17  JOB SUBMISION CHECKLIST       Pgs 67 – 68 
 
This form is used to make sure that everything about the job up to the point of turning it into production has 
been completed.   
 
Form 18  ROOFING SIDING PURCHASE ORDER       Pgs 69 - 71* 
 
These forms are both self explanatory.  You can change the forms any way you want in order to best suit your 
needs.  
 
Form 19  ROOFING / SIDING / GUTTER INSTALLER WORK ORDER    Pgs 72 - 75* 
 
Again, these pages are self explanatory and can be changed to suit your needs.  You can also write or type in 
additional information specific to each job.   
 
Form 20  MISC SUB CONTRACT WORK AGREEMENT     Pgs 76 - 77* 
 
Use this self explanatory form when you have an unusual situation where you need to hire a Sub Contractor to 
do work you/your regular employees or subs don’t ordinarily do such as a chimney repair.  
 
Form 21  CHANGE AND OR REVISION ORDER      Pgs  78 - 79* 
 
This form is a CYA form to be used post initial contract to make sure that any customer changes are recorded 
and properly charged. 
 
Form 22  LEGAL AMENDMENT*        Pgs 80 - 81* 
 
This form should be used any time a customer requests that a substantial change be made to the terms of the 
orignial contract that might affect the overall legality of the contract. 
 



FINAL 
Form 23  COMPLETION CERTIFICATE       Pgs 83 - 84* 
 
Use this form as your completion certificate to be signed by the customer(s). 
 
Form 24  MORTGAGE COMPLETION CERT AND LIEN WAIVER CERT   Pgs 85 - 87* 
 
Use this form as the completion and lien waiver cert for your customer(s) to send to their mortgage 
company/loss draft processor. 
 
Form 25  SUBCONTRACTOR AND MATERIALS LIEN WAIVER    Pgs 88 - 89* 
 
Use this form (when/if needed) as a lien waiver from subcontractors and materials suppliers. 
 
Form 26  FINAL INVOICE TO INSURANCE COMPANY BY INSURED   Pgs 90 - 91* 
 
Use this form when a customer(s) insists on doing some of the work themselves or not doing some of the work 
and pocketing the money. 
 
Form 27  FINAL INVOICE TO INSURANCE COMPANY BY COMPANY   Pgs 92 - 93* 
 
Use this form to send your final invoice to the insurance company if/when all of the work has been completed 
by your company.   
 
Form 28  FINAL CUSTOMER INVOICE AND LIEN WAIVER    Pgs 94 - 95* 
 
Use this form to request final payment from the customer(s) and satisfy any lien waiver requests/requirements.   
 
Form 29  WARRANTY         Pgs 96 - 97* 
 
Use this form as your company warranty – manipulate the form as you see fit to apply to your company. 
 

 
CLOSE 

Form 30  MATERIAL RETURN SHEET        Pgs 99 - 100* 
 
Use this form to record job materials returned to shop or directly to supplier(s). 
 
Form 31  ROOFING SIDING LABOR BILL        Pgs 101 - 103* 
 
Use this form to record roofing, siding, or other labor bills. 
 
Form 32  SERVICE WORK ORDER        Pgs 104 - 105* 
 
Use this form to give to installers who have service work to complete. 
 
Form 33  BACK CHARGE FORM        Pgs 106 - 107* 
 
Use this form to record installer back charges for work/repairs that were not completed.   
 

 
 



LEGAL 
 
Form 34  LEGAL NOTICE AND DEMAND FOR PAYMENT    Pgs 109 
 
Use this form as proper and legal notice and demand for payment to any customer(s) that might attempt to 
hold back payment due you/your company. 
 

 
INDUSTRY EXECUTIVE CONTACTS 

 
Form 35   P&C INSURANCE EXECUTIVE CONTACT INFORMATION   Pgs 110 - 111 

Form 36   MORTGAGE LOSS DRAFT EXECUTIVE CONTACT INFORMATION  Pgs 112 - 113   

 
DISCLAIMER 

 
3RSystems, LLC DISCLAIMER        Pgs 114 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



Part 3 
 

 
 

COMPARE:  “Industry standard” total at $72,500 Vs 3RStimax© total at $270,214! 
 

$197,714 additional recovery with 3RStimax© 

 
(Additional roofing, siding, and related building product orders = $62,279)  

 
Real, true, and accurate (RTA) free market priced restoration 

contractor repair estimating program with cumulative GC O&P.   
 

 
 

Annual subscription price for the insurance industry controlled XM8 estimating program = $1,800.00 

Annual subscription price for the FREE market restoration contractor repair pricing standard 3RStimax© = $0.00 

 

3RStimax© with instructions is included with the full 3RSystems, 

LLC restoration contractor training program at no additional charge 
 

 
Copyright © 1996 – 2026   3RSystems, LLC  Minneapolis, Minnesota  USA   All rights reserved 


