Special Order Parts Process
Customer Pay or Warranty
1. Service tech submits part request and notifies parts counter
2. Parts counter inputs part, price, availability into RO
3. Parts counter pushes to advisor who calls customer to sell the job 
a. Once approved, If customer left vehicle:
i. part is fulfilled on the RO (typically within 24-48 hours at latest)
ii. part is delivered to the technician for install
iii. RO goes back to advisor, advisor collects payment, RO is closed
b. Once approved, if customer did not leave vehicle: 
i. Customer is contacted by parts once SOP arrives
ii. Customer info is sent up to BDC and contacted until appointment is scheduled (they are incentivized to set these appointments)
1. Once vehicle is back in store the RO goes back to advisor, advisor collects payment, RO is closed
2. [bookmark: _GoBack]If customer never shows up the RO will be closed, part is either sent back or we will keep it if there is a potential to sell
Retail
1. If a non-stock part is ordered, it is always pre-paid
2. Once the part arrives, parts counter reaches out manually
3. Following the initial outreach, we do not keep reaching out to the customer as the inventory is already pre-paid
