Lubricar Inc. Protocol


	Title
	114. Damaged Filter Inventory Procedure

	Objective
	To insure that all damaged filters are accounted for and verified

	Responsibility
	Manager in charge, Either the SM or the ASM / Inventory manager

	Steps
	1. Make sure you have two containers for defective filters (non-cardboard – 5 gallon buckets work well)

2. Mark one container THIS MONTH and one container LAST MONTH.

3. On inventory day, BEFORE COUNTING INVENTORY, remove any filters in LAST MONTH’s container and dispose of them properly. (See Step 8)

4. Count the defective filters in THIS MONTH’s container and then move them to LAST MONTH’s container.

5. Fill out the Damaged Filter Sign Off Log by entering the date and your name under the Inventory Process heading.

6. Adjust your inventory down by the number of filters you counted using DEFECTIVE FILTER for the “Adjustment Reason”.

7. During the following month, any supervisory personnel visiting your store for an Opportunities Visit or an LCR will verify the filters in the LAST MONTH’s container and then date and sign the Damaged Filter Sign Off Log under the Verification Process heading. They will then make sure the LAST MONTH’s container is emptied and the contents disposed of properly.

8. If you find filters in LAST MONTH’s container, because your service center has not had a supervisory visit during the month, empty the container and dispose of the filters properly. Mark the Damaged Filter Sign Off Log under the Verification Process with the current date and write N/A under the Person Verifying Filters column.
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