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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: I want to reduce my Special Order Parts without appointments from the average of 46 down to 25 by February 26, 2021 to reduce Idle Capital.

	1: This goal aligns with my dealership's vision of "Focused on People, Passionate about Audi" because to be focused on people you must have a solid process for Special Order Parts.  The benefits of achieving this goal is increased customer satisfaction and reduced idle capital.  The consequences for not achieving this goal would be potential obsolescence and a negative customer special order parts experience, which would in turn lead to a loss in parts sales.  This goal is important to me because in order to provide a true high line experience all aspects of the part experience must also be high line in process.
	SPECIFIC ACTION STEPRow1: Reconcile Current SOP w/out Appt DMS Log with actual On-Shelf SOP Parts
	NECESSARY RESOURCESRow1: DMS, SOP Shelf
	WHO IS ACCOUNTABLERow1: SM & PM
	EXPECTED RESULTRow1: Clear SOP w/out Appts that are no longer on Shelf from DMS List 
	EXPECTED COMPLETION DATERow1: 12/1/2020
	ACTUAL COMPLETION DATERow1: 
	SPECIFIC ACTION STEPRow2: Get with Service Advisors on Reconciled SOP w/out Appt List
	NECESSARY RESOURCESRow2: SOP w/out Appt List
	WHO IS ACCOUNTABLERow2: SM & SA
	EXPECTED RESULTRow2: Determine which remaining SOPs customers are still in need of to get list current & accurate
	EXPECTED COMPLETION DATERow2: 12/14/2020
	ACTUAL COMPLETION DATERow2: 
	SPECIFIC ACTION STEPRow3: Update SOP w/out Appts List in DMS
	NECESSARY RESOURCESRow3: DMS
	WHO IS ACCOUNTABLERow3: Parts Manager
	EXPECTED RESULTRow3:  New SOP w/out Appt list will be true and accurate as to what is on the SOP Shelf and customers are still in need of them.
	EXPECTED COMPLETION DATERow3: 12/18/2020
	ACTUAL COMPLETION DATERow3: 
	SPECIFIC ACTION STEPRow4: Establish Process for how new incoming SOPs will be handled
	NECESSARY RESOURCESRow4: PDF
	WHO IS ACCOUNTABLERow4: SM & PM
	EXPECTED RESULTRow4: Process Developed
	EXPECTED COMPLETION DATERow4: 12/21/2020
	ACTUAL COMPLETION DATERow4: 
	SPECIFIC ACTION STEPRow5: Train Parts Associate on New Process to manage SOPs
	NECESSARY RESOURCESRow5: Process/Training Job Description
	WHO IS ACCOUNTABLERow5: Parts Manager
	EXPECTED RESULTRow5: Fully Trained Associate on how to daily receive and notify BDC Associate of Parts Arrival
	EXPECTED COMPLETION DATERow5: 1/1/2021
	ACTUAL COMPLETION DATERow5: 
	SPECIFIC ACTION STEPRow6: Train BDC Associate on New SOP Process
	NECESSARY RESOURCESRow6: Process/Training Job Description & Zoom Meeting
	WHO IS ACCOUNTABLERow6: Service Manager
	EXPECTED RESULTRow6: Full Trained BDC Associate responsible for contacting SOP customers via phone, text, & email to notify them of parts arrival and schedule appointments.
	EXPECTED COMPLETION DATERow6: 1/1/2021
	ACTUAL COMPLETION DATERow6: 
	SPECIFIC ACTION STEPRow7: BDC Assoc. will work SOP List 3 times a week
	NECESSARY RESOURCESRow7: DMS
	WHO IS ACCOUNTABLERow7: Service Manager
	EXPECTED RESULTRow7: BDC, & Service Advisors will update status in DMS SOP Notes section on how and when they attempted contact with customer.  They will attempt to contact customer once a week (via all 3 communication types) for a total of 3 weeks before notifying parts to return the SOP back to MFG.
	EXPECTED COMPLETION DATERow7: 1/11/2021
	ACTUAL COMPLETION DATERow7: 
	SPECIFIC ACTION STEPRow8: Parts Assoc. will work SOP notes from BDC 2 times a week & notify BDC of new arrivals daily.
	NECESSARY RESOURCESRow8: DMS
	WHO IS ACCOUNTABLERow8: Parts Manager
	EXPECTED RESULTRow8: Parts Associate will remove unneeded & 3X  contact attempt SOPs per instruction from BDC in DMS notes.  They will also notify BDC assoc daily of new arrivals.
	EXPECTED COMPLETION DATERow8: 1/11/2021
	ACTUAL COMPLETION DATERow8: 
	SPECIFIC ACTION STEPRow9: Service Advisor Back-Up
	NECESSARY RESOURCESRow9: DMS & Email
	WHO IS ACCOUNTABLERow9: Service Manager
	EXPECTED RESULTRow9: Service advisor will be responsible for backing up the BDC in ensuring customers are contacted weekly and notes are updated in DMS.
	EXPECTED COMPLETION DATERow9: 2/1/2021
	ACTUAL COMPLETION DATERow9: 
	SPECIFIC ACTION STEPRow10: Weekly SOP Review
	NECESSARY RESOURCESRow10: DMS & Email
	WHO IS ACCOUNTABLERow10: SM & PM
	EXPECTED RESULTRow10: Service Manager & Parts Manager will review SOPs weekly to ensure notes are being updated and customers are being contacted immediately upon SOP arrival, and weekly for 3 weeks, and if cannot get a hold of customer or part is no longer needed it is return to MFG promptly.
	EXPECTED COMPLETION DATERow10: 2/14/2021
	ACTUAL COMPLETION DATERow10: Continuous 
	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: We will track our progress through the SOPs w/out Appt Menu in the Fast Lane section of our DMS.  We will start with a weekly check in of progress and gradually move to bi-weekly as process is perfected.  
	A_2: SOPs arriving for Inventory Vehicles

Associate turn-over in BDC Dept.

Non-Returnable SOPs

	A_3: Assign this to Inventory Specialist to monitor & update in Fast Lane

Have a well develop training PDF, that walks you step by step through the SOP Process from notification to updating DMS.

All Non-Returnable SOPs are to be paid for in advance.
	R: It would be difficult to express the total financial impact of achieving my goal in dollars, but it would guarantee a 50% decrease in potential obsolescence & idle capital from SOPs.  Which is currently around 7K.  The portion of the financial impact that would be difficult to predict would be the increase in parts sales especially SOP that a solid process would bring.
	S: The SOP Received w/out Appointments will be continuously monitored at least on a bi-weekly basis.  The Service Manager will look at the SOP count daily to ensure it does not increase past 30. We will be ready to train new associates on demand to ensure process does not lapse during employee turn over and promotion.
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