Lubricar Inc. Protocol


	Title
	54. How to request a part number be added/deleted in inventory

	Objective
	Add new part number for new model vehicle not previously in stock

Add a part number that is in stock so it can be tracked and accounted for through the POS system  

Delete a part number so it will not be ordered, or counted as inventory

	Responsibility
	Manager in charge/ Inventory Manager

	Steps
	1. Send an e-mail to your OM Rick Brittain Brittain@myjiffy.com or the inventory specialist at mighty with a part number and a description of the part.  Give as much detail as possible and the objective.  The item will be set up for your store if it is an isolated part, or may be set up for all stores if appropriate 

2. Include the cost of the part.

3. Ask for a confirmation of the set up so you can order or receive the part
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