Special Order Part Daily Sheet

Infiniti of Tampa will be starting a new SOP daily sheet to be review with WIP every
morning. We have a flawed process where everyone seems to take their own path
to handling SOPs. This leads to incorrect information retrieved in the ordering
process and a lack of accountability to move these parts when they arrive.
Absolutely no parts will be ordered Customer Pay without a stamped Paid in full RO
or invoice. The sheet will include the following:

What the SOP is

Is the vehicle staying or going
Advisor and Parts employee name
Client’s name

Clients phone#

Clients email

Last contact with client

This will be handed out with daily WIP to each advisor and counter people. They
advisor and counter person must update the Service Manager and Parts Manager
daily before the start of business.
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This process will be reviewed each Friday by the Parts and Service Manager to see if
and where the gaps are and what is needed to tweak or add to this process.



