Lubricar Inc. Protocol


	Title
	78. End of Month

	Objective
	Steps to follow to correctly close the month.

	Responsibility
	Manager 

	Steps
	1. Inventory:  Do a complete inventory, rolling schedule OIL/ATF/GEAR OIL/AFC on the last day of the month after close.

2. Make inventory adjustments as necessary.

3. Run inventory valuation summary and check for excessive adjustment up or down on “adjustments column”. 

4. Perform Oil Tank Inspection for SPCC Plan.  Update Plan.  (refer to oil tank inspection protocol)

5. Inspect and update tags on all fire extinguishers and eye wash stations. 

6. Close store in POS.

7. Close month in POS.

8. Complete and scan to office monthly Safety/Crew Meeting Agenda.

9. Complete all Pos and Stampli’s for the month that just ended.
10. Verify training level is at 100%

11. Submit Hero stories to Quinn Woodard and DM.

12. VPMD

13. Check facility and equipment for needed repairs-Check lift bolts torque.
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