Business office hand over policy


Incoming New Car Order

1. Sales to call customer when Audi Victoria has confirmed that car is leaving Vancouver port. – “ Hi customer, your car should be here in the coming weeks ( do not commit to a time frame in case of shipping/PDI delays)  . Andrea/Lisa will be in touch shortly as they will be handling all the paperwork and booking the delivery of your car. “ 

1. Sales to provide BO-  Names of everyone present for delivery, what they drive now, what changes in life to prompt purchase, average milage per year, background of employment, etc. The goal of this is to help BO prep customized offers for driving habits. 

1. Business office to reach out within two business days even if car is not here. “ Hello customer, I am Andrea/Lisa from Audi Nanaimo, I will be handling the delivery of your new car. **** confirm car going into name/business, confirm method of payment, who needs to be present, money need to bring etc. In the meantime, I will email you some options for the car. 

1.  Business office to call when car has been PDI’d to book delivery can confirm. 

In stock car
1. Sales to confirm file is complete with Sales Manager.

1. Sales to walk over and hand complete file to BO.  BO take deposit,  will be working out of Audi office Sales to provide BO-  Names of everyone present for delivery, what they drive now, what changes in life to prompt purchase, average milage per year, background of employment, how long do they plan on keeping the car, etc. The goal of this is to help BO prep customized offers for driving habits. 


Spot Roll (Can me amended to make target/month end) 
1. If Sales believes there is a chance to roll customer, sales to let SM know during negotiation process. 
1. SM to evaluate if it needs to roll same day or can be booked. 

1. SM to reach out to BO to coordinate. 


