STORE or DC MANAGERS

OVER/SHORT PROCEDURE

Managers,

When you have an overage or a shortage on an inbound transfer, it causes problems. These problems can be time sensitive.

If the computer does not know about an overage, it will not appear on any computer generated overstock return transfers. Anyone looking for the product will think the shipping company still has it; and that you do not have it.

If the computer does not know about a shortage, it is even worse. The part will get allocated when you do your backorder release. It will not appear on that night’s computer generated CBO transfer, so you won’t get it next time, either.

These procedures will solve the problems listed above. The computer will know what is going on immediately.
When a store is over or short on a transfer, the manager is to create the correction transfer.

· ALWAYS USE AN “R” TRANSFER.

· NEVER USE A “T” TRANSFER.
If you receive an overage:

1. Create an “R” transfer.

2. Enter return code “PE”.

3. Enter the same shipping company.

4. Enter your store as the receiving company.

5. Enter a comment line: “Overages from T#______.”

6. Enter the part numbers and quantities of the overages.

7. Convert the transfer to “RR”.

8. Close the transfer.

9. Send an email to the shipping company of the transfer (contact email below): “Please see T#______.” (fill in the new, correction transfer number).

If you are shorted any parts:

1. Create an “R” transfer.

2. Enter return code “SH”.

3. Enter your store as the shipping company.

4. Enter the store or DC that shorted you as the receiving company.

5. Enter a comment line: “Shortages from T#______.”

6. Enter the part numbers and quantities of the shortages.

7. Convert the transfer to “RS”.

8. Do not close the transfer.

9. Send an email to the shipping company of the transfer (contact email below): “Please see T#______.” (fill in the new, correction transfer number).

Shipping Contacts by DC:
DC1: comptonshipping@4wheelparts.com
DC6: stocktdc@4wheelparts.com
DC8: stockfdc@4wheelparts.com
DC9: stockddc@4wheelparts.com
DC112: shippingdc112@4wheelparts.com
If the store claims a shortage, and the shipping company does not agree, or visa-versa, get the shipping company RICM involved and they will make the final decision.
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