
Ordering Parts on a Repair Order

Ordering Parts Over the Counter or Wholesale

Service Advisor confirms 
client complaint/ VIN/ client 

info. at check-in

Tech diagnosis vehicle - C and 
D techs confirm with shop 
foreman before ordering- 
parts provide quote/ETA 

using VIN

Service Advisor run warranty 
coverage/sells repairs

Advisor has parts ordered after 
confirming client is leaving car. 
Advisor takes a deposit on parts 
and makes an appointment prior 

to ordering if client is taking 
vehicle

Parts prints picking ticket with 
confirmed parts ordered and 

ETA hands to advisor. 

Parts pulls all available parts 
and assigns parts to 

technician's shelf -attaches 
picking ticket to the parts and 

circles part that needed 
ordered

Part reciepted in, billed, and 
SOP put on tech shelf -

colored,completed picking 
ticket to advisor- remove car 
off parts hold status. Service 
contact all clients that took 

vehicle 

Incorrect parts ordered - must 
get correct part overnighted- 
document reason for return, 
track and discipline tech or 
parts if pattern continues - 

freight charge/restocking fee

Warranty parts/ CORE 
returned - stamped and 
signed by parts prior to 

advisor receiving RO back- No 
stamp=service pays for core 

charges/ warranty parts 
return write offs

Parts collects client 
information- requests 
VIN or require at time 

of order

Offer to email/fax parts 
schematic to have client 
 confirm correct part - 

collect VIN

Client must pre-pay for 
all SOP parts

Wholesale without a 
charge account must 
prepay for SOP part 
over certain dollar 

amount

Counterman explains 
non-refundable parts to 
clients prior to ordering 
and client must approve

Counterman must 
provide an ETA to 

wholesale client/client 
prior to ordering - set a 

pickup/delivery time

Pull all in stock parts 
and complete order 

when SOP arrives. Print 
picking ticket and 

provide to counterman

Set delivery on local 
client parts, offer to 

mail, or have ready with 
reciept on SOP for 

pickup

Counterman is required 
to follow -up daily on 

SOP pick-up


