Lubricar Inc. Protocol


	Title
	53. Weekly inventory

	Objective
	To insure proper inventory counts are done

	Responsibility
	Manager in charge, Either the GM, ASM, or inventory manager who is currently responsible for the operations of the shop

	Steps
	           1.   Follow Inventory weekly schedule to determine what categories to count ensuring

                 oil is counted weekly at the end of the month.

2.  Print count sheets for selected category

3.  Count each item on the list

4. Total items for a complete number of each item

5. Enter totals into computer under the “Enter Physical Counts” menu and then click on “Enter Counts”

6. Print variance report

7. Use Variance Report to find discrepancies between physical count and computer count

8. Double-check each item on Variance Report to see if the computer or the physical count is correct.

9. Re-enters changes in the “ Enter Counts” part of the computer.

10. Once variances have been verified/changed, clicks on the “Make Adjustments” button.

11. Pushes F2 for each item on report changing the computer count to physical count and save changes.

12. Click “Make Adjustments” button a 2nd time to verify the inventory adjustment were saved, and is now adjusted to 0.
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