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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 start a process for collecting a 100% deposit on all Special Order parts.

BOTTOM LINE: Benefits of Achieving Your Goal

This process will hold customers
accountable to come back to have the work
done that we have parts ordered for. It will
also prevent customers from ordering
things that they aren't sure they will need if
they have to pay in advance.

February 1, 2022
When will you start?

Consequences of Not Achieving Your Goal

If we don't achieve this goal, we will
continue to have special order parts sitting
on shelves never being picked up and
never being paid for.

How will you gauge your progress? When? Using which metrics?

I will monitor the list of special orders in our DMS, and whether they had the deposit paid.
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What specific actions will you take to achieve your goal? Who can help you?

We will start by setting up the required 100% deposit in our DMS. We will then train

employees on the new process. Customers will be informed that pre-payment is required
when we have to special order parts.

Potential Challenges? Potential Solutions?

Our employees have trouble being
assertive when it comes to getting
payments, especially if it's a new
requirement.

My sister and | will have to try to watch for
those instances and explain the reasons
for it to the customers.
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