Lubricar Inc. Protocol


	Title
	72. What to do in the event of a power outage.

	Objective
	In the event your shop experiences a power outage, these steps will help ensure the store still operates until the power is restored.  

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

	Steps
	1. If you experience a power outage in your area, please contact your local power companies immediately and then contact your DM.

2. Do Not Shut Down!!

3. If you have cars in the bays at the time of the outage, you will need to be ready to process these vehicles with manual invoices.  You can simply do this by pulling out unprinted invoices from the invoice printer and use these.

4. Fill out the invoice by hand like it prints up from the computer.  Make sure you include all the customer and vehicle information.  Also, be sure to include everything that was preformed on the visit with Jiffy Lube.  Include the method of payment and all relevant numbers so the MOP can entered into the computer system once power has been restored.
5. You need to be aware of how much air in the compressor you have.  Until the power is restored, your compressor will not start up to replenish any air you have used while you were pumping oil and checking tires.

6. Once all air is exhausted, you will need to hand pump oil from the oil tanks.  Since you will not be able to check tires, you need to make sure to let all customers know ahead of time that due to the power outage, we will not be able to check their tires.

7. When you are ringing out customers during the power outage, you will be unable to process credit cards.  But, we can still take them.  Simply write the credit card number down on the invoice along with the expiration date.  Call the toll free number to obtain verbal authorization. This does not charge the Credit Card, and we must still enter the information with the authorization code into the system once the power has been restored.  Some customers may not feel comfortable with leaving the entire credit card number along with the expiration date with us.  Make sure once power is restored, and we have entered the information into the computer system, you shred all manual invoices. Cash transactions can be done with simple addition and subtraction.  You will need to add in the appropriate sales or gross receipts tax.  You will also need the managers drawer key to open the register.  This will be located in the safe.  Make sure you note on the customers invoice how the bill was paid, cash, check or credit card.

8. Fleet accounts can be serviced, but gather as much information as possible that you think may be needed to complete the billing once the power is restored.  Gather the drivers name, driver ID number, vehicle number, VIN number (all 17 digits), and most importantly a phone number that we can use in case we need more information.  Make sure to gather any fleet coupons the customer has to complete the service.

9. Once the power has been restored, you will need to enter all manual invoices into the computer system.

10. If you have any questions or problems call your District Manager or Vice-President.
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