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S M T

What is your goal? What do you want to achieve? From what metric? To what metric? By what date?
Example: “I will decrease my 5K run time from 30 minutes to 21 minutes by June 15.”

R

How does this goal align with or support your dealer’s vision? 
What are the BENEFITS of achieving your goal? What are the CONSEQUENCES if you don’t?
Why is this goal important to you? 

RM TS ASpecific Measurable Achievable Relevant Time bound

PARTS HOMEWORK – ACTION PLAN
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What specific actions or steps will you take to accomplish your goal?  What will you do differently or improve? 
For each, be sure to include necessary resources, who is accountable, the measurable result, and dates.  

A TS M

SPECIFIC ACTION/
STEP

NECESSARY 
RESOURCES?

WHO IS 
ACCOUNTABLE?

EXPECTED 
RESULT?

EXPECTED 
COMPLETION 

DATE?

ACTUAL 
COMPLETION 

DATE?
CHECK OFF
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Potential Obstacles? Potential Solutions?

BOTTOM LINE! What is the financial impact (expressed in dollars) of achieving your goal?

R

How will you track your progress? Where will you find the information? How often will you check in? 

A TS M

A A

S M T

CONGRATULATIONS! You’ve accomplished your goal! You added or adjusted policies, procedures, and 
behaviors. Now what? How will you ensure you and your staff do not fall back into the previous habits 
that produced poor results? Be specific.

S A

PARTS HOMEWORK – ACTION PLAN

What specific actions or steps will you take to accomplish your goal?  What will you do differently or improve? 
For each, be sure to include necessary resources, who is accountable, the measurable result, and dates.  


	How does this goal align with or support your dealers vision: Develop and implement a comprehensive SOP for the parts department to streamline operations, improve efficiency, and align with NADA guidelines within 6 months.
	1: How does this goal align with or support your dealer’s vision?

It is the dealer's vision to provide operational excellence, customer satisfaction, and sustainable growth for the parts department with the development and implementation of a comprehensive standard operating procedure for the parts department. Our commitment to standardizing procedures helps us to ensure that our operations are consistent, efficient, and customer-focused, which is crucial for maintaining a competitive edge in the market as well as maintaining a high level of customer satisfaction. Furthermore, the alignment provides the dealership with a means of adhering to industry best practices as well as NADA guidelines, which ultimately enhances the reputation of the dealership as well as its financial performance.

What are the BENEFITS of achieving your goal?

Streamlining processes allows us to reduce downtime, errors, and redundancies, resulting in faster order fulfillment and more efficient operations.

High customer satisfaction and loyalty can be achieved by providing consistent and reliable service, including faster and more accurate parts availability.

What are the CONSEQUENCES if you don’t?

Service delays and inconsistent parts availability may lead to customer dissatisfaction, damaging the dealership's reputation and sales.

Why is this goal important to you?

In terms of customer experience and operational efficiency, the parts department plays a crucial role in the success of the dealership. By improving the SOPs, we're not only improving the department's performance, but also contributing to the dealership's long-term success. I think this goal is important because it shows my commitment to the dealership's vision and my ability to drive positive change. In addition to helping me grow professionally, achieving this goal will solidify my leadership role within the organization.
	SPECIFIC ACTION STEPRow1: Reviews SOPs
	NECESSARY RESOURCESRow1: Documentation,feedback,analysis
	WHO IS ACCOUNTABLERow1: Parts Manager
	EXPECTED RESULTRow1: Assessment of current SOP deficiencies and opportunities for improvement
	EXPECTED COMPLETION DATERow1: October 1-31 
	ACTUAL COMPLETION DATERow1: 
	SPECIFIC ACTION STEPRow2: Set Key Performance Indicators (KPIs)
	NECESSARY RESOURCESRow2: Industry Benchmarks
	WHO IS ACCOUNTABLERow2: Parts manager
	EXPECTED RESULTRow2: KPIs to guide the department's performance measurement
	EXPECTED COMPLETION DATERow2: October 1-31 
	ACTUAL COMPLETION DATERow2: 
	SPECIFIC ACTION STEPRow3: Develop Updated SOPs
	NECESSARY RESOURCESRow3: Ensure the SOPs are clear and actionable
	WHO IS ACCOUNTABLERow3: Parts manager
	EXPECTED RESULTRow3: o .Financial Impact: $50,000 in additional revenue
Updated SOPs ready for implementation
o .Financial Impact: $50,000 in additional revenue
Updated SOPs ready for implementation
Updated SOPs ready for implementation
	EXPECTED COMPLETION DATERow3:  November 1-30
	ACTUAL COMPLETION DATERow3: 
	SPECIFIC ACTION STEPRow4: The Training Process
	NECESSARY RESOURCESRow4: Time for training sessions and materials
	WHO IS ACCOUNTABLERow4: Parts manager/GM
	EXPECTED RESULTRow4: All staff trained on new SOPs
	EXPECTED COMPLETION DATERow4: December 1-31
	ACTUAL COMPLETION DATERow4: 
	SPECIFIC ACTION STEPRow5: Improve inventory management
	NECESSARY RESOURCESRow5: 

Online CDK training. Contact a CDK rep.

	WHO IS ACCOUNTABLERow5: Parts manager
	EXPECTED RESULTRow5: 
Improvements in inventory management.

	EXPECTED COMPLETION DATERow5: January 1-31
	ACTUAL COMPLETION DATERow5: 
	SPECIFIC ACTION STEPRow6: 
Reducing obsolescence

	NECESSARY RESOURCESRow6: Reduce obsolete inventory to under 5% by identifying and removing it.
	WHO IS ACCOUNTABLERow6: Parts manager
	EXPECTED RESULTRow6: Inventory obsolescence reduced to under 5%, tracked monthly.
	EXPECTED COMPLETION DATERow6: Feb 1-28
	ACTUAL COMPLETION DATERow6: 
	SPECIFIC ACTION STEPRow7: Review and adjust SOPs
	NECESSARY RESOURCESRow7: • 
Monitoring KPIs for the new SOPs

	WHO IS ACCOUNTABLERow7: Parts manager
	EXPECTED RESULTRow7: Reports on SOP performance every month
	EXPECTED COMPLETION DATERow7:  Ongoing, with March 1-31
	ACTUAL COMPLETION DATERow7: 
	SPECIFIC ACTION STEPRow8: Final Review and Report
	NECESSARY RESOURCESRow8: Evaluate the effectiveness of the department's SOPs
	WHO IS ACCOUNTABLERow8: Parts manager
	EXPECTED RESULTRow8: Presented to senior management as a comprehensive report
	EXPECTED COMPLETION DATERow8: March 1-31
	ACTUAL COMPLETION DATERow8: 
	SPECIFIC ACTION STEPRow9: 
	NECESSARY RESOURCESRow9: 
	WHO IS ACCOUNTABLERow9: 
	EXPECTED RESULTRow9: 
	EXPECTED COMPLETION DATERow9: 
	ACTUAL COMPLETION DATERow9: 
	SPECIFIC ACTION STEPRow10: 
	NECESSARY RESOURCESRow10: 
	WHO IS ACCOUNTABLERow10: 
	EXPECTED RESULTRow10: 
	EXPECTED COMPLETION DATERow10: 
	ACTUAL COMPLETION DATERow10: 
	SPECIFIC ACTION STEPRow11: 
	NECESSARY RESOURCESRow11: 
	WHO IS ACCOUNTABLERow11: 
	EXPECTED RESULTRow11: 
	EXPECTED COMPLETION DATERow11: 
	ACTUAL COMPLETION DATERow11: 
	SPECIFIC ACTION STEPRow12: 
	NECESSARY RESOURCESRow12: 
	WHO IS ACCOUNTABLERow12: 
	EXPECTED RESULTRow12: 
	EXPECTED COMPLETION DATERow12: 
	ACTUAL COMPLETION DATERow12: 
	SPECIFIC ACTION STEPRow13: 
	NECESSARY RESOURCESRow13: 
	WHO IS ACCOUNTABLERow13: 
	EXPECTED RESULTRow13: 
	EXPECTED COMPLETION DATERow13: 
	ACTUAL COMPLETION DATERow13: 
	SPECIFIC ACTION STEPRow14: 
	NECESSARY RESOURCESRow14: 
	WHO IS ACCOUNTABLERow14: 
	EXPECTED RESULTRow14: 
	EXPECTED COMPLETION DATERow14: 
	ACTUAL COMPLETION DATERow14: 
	SPECIFIC ACTION STEPRow15: 
	NECESSARY RESOURCESRow15: 
	WHO IS ACCOUNTABLERow15: 
	EXPECTED RESULTRow15: 
	EXPECTED COMPLETION DATERow15: 
	ACTUAL COMPLETION DATERow15: 
	SPECIFIC ACTION STEPRow16: 
	NECESSARY RESOURCESRow16: 
	WHO IS ACCOUNTABLERow16: 
	EXPECTED RESULTRow16: 
	EXPECTED COMPLETION DATERow16: 
	ACTUAL COMPLETION DATERow16: 
	A: Monitor key performance indicators such as inventory accuracy, order fulfillment times, obsolete inventory levels, and training completion rates using a KPI dashboard.  Hold regular team meetings to discuss progress, address challenges, and adjust the implementation plan as needed. Data will be sourced from the DMS inventory management system, order processing logs. Monthly dashboard reviews with weekly updates.
	A_2: A staff member who is used to a particular set of procedures may resist adopting a new standard operating procedure.

It is possible that new SOPs will not be implemented properly if training is inadequate or rushed.
	A_3: Implement SOPs early, provide thorough training, and communicate the benefits of the changes clearly to staff.


Ensure that training sessions are comprehensive, and that ongoing support is provided, including refresher courses.
	R: By implementing a comprehensive SOP, all parts department costs will be reduced and revenue will increase as obsolete inventory is reduced, efficiency is improved, and customer retention is increased. 
A total of $377,448 is accounted for by obsolete inventory, which includes new parts but no sales. 
Target reduction to under 5%
Financial Impact: $18,917 in additional revenue.
	S: Set up a continuous monitoring system using the KPI dashboard, and schedule regular reviews (monthly) to ensure performance is in line with expectations. 
Make sure improvements are consistently maintained and any potential issues are identified and resolved promptly.
Maintaining SOP standards in the department should be clearly accountable.
Engage staff in the SOPs and encourage them to seek ways to improve them continuously.
Set a consistent example of behavior and procedure for your staff when it comes to the SOPs.

Engage in process audits, participate in training sessions, and lead by example by adhering to the SOPs.

The department can maintain positive results by implementing these strategies and avoiding falling back into old habits.
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