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ACTION PLAN 1

e Specific @ Measurable 0 Relevant 0 Time bound

What is your goal? What do you want to achieve? From what metric? To what metric? By what date?

My goal is to implement a standardized special order procedure in the parts department that
includes the requirement to pay up front for special orders

BOTTOM LINE: Benefits of Achieving Your Goal Consequences of Not Achieving Your Goal
-No longer order parts that are never paid
for and have to continually return to
manufacturer incurring an internal
processing and handling cost.

-Some unpaid for SOP are overlooked and
are not returned to manufacturer in time
becoming an unwanted stock item

When will you start? | will start on 2/1/2021
How will you gauge your progress? When? Using which metrics?

| will gauge my progress by monitoring all special orders within the month and determine
percentage that are prepaid.
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What specific actions will you take to achieve your goal? Who can help you?

-Have parts manager have a meeting with his whole team implementing the new special
orders process making sure they understand parts cannot be ordered unless paid for by
customer.

-Continually monitor the orders and flag any unpaid special orders and have discussion with
personnel who placed the order reminding them of the new policy.

Potential Challenges? Potential Solutions?
-Parts staff follow the new procedures for a
month and fall back into old habits as soon
as some long time customers push back.

-Apply constant pressure to staff to follow
the procedures and explain to the long time
customers that our policies regarding
special orders have changed.
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