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OUT-OF-STOCK PROCEDURES

19 SEND EMAIL to Fleet 
Administrator acknowledging 
that you are working on the 
request.

20 Consider OTHER METHODS of securing vehicle 
other than dealer stock, i.e. Ford rapid fulfillment, 
GM efleet, Toyota emmediate delivery etc. Please 
note the lead-time will be 3 – 4 weeks if securing 
a vehicle through programs indicated above.

Determine which Tri-Star or Average Dealer to 
call within a reasonable radius of Driver and 
negotiate best purchase price, particularly 
dealers with set stock agreements.

If the local dealer does not have a match within 
their inventory, request the dealership to run a 

locate.  If there is a dealership that has a transport 
service (Prestige, Graham Ford) get a quote with 
an ETA.  If the proceeding fails to locate a vehicle, 
locate a unit with acceptable emissions and get a 
quote to have vehicle trucked and driven from the 
dealership to the driver. Check with other dealers 
as well.  Attempt to receive multiple vehicles to 
offer the client. Negotiate to purchase vehicles 
under invoice.

18 NOTE:
Log request in excel stock report 
(Initials, Client Name, Make, 
Model, & State) and create CRM 
case if not already created by 
CSS. 

*Stock Report location is: 
G:\COMMON\SHARED\2007 
Stock Report.xls
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Be aware if customer has a 
VOLUME INCENTIVE with the 
MANUFACTURER (56A, VIP, CAP, 
ETC.) This information can be found 
under “MANUFACTURER FLEET 
INCENTIVES”.

21 Negotiate “BEST PRICE” with 
chosen Dealer. This may include 
upfitting for caps, rack and bins, 
etc. Confirm whether dealer can 
install items such as decals and 
confirm fees for doing so.  

ASK DEALER TO FAX OVER 
FACTORY INVOICE with agreed 
purchase price.

Be aware of all INCENTIVES AND 
REBATES AVAILABLE TO 
EMKAY. Retail rebates can be 
found at Edmunds.com. Fleet 
Incentives can be found on 
EMKAY’s website under “News” 
Link at EMKAY Website.

Be conscious as to WHETHER 
VEHICLE WAS LOCATED BY 
CLIENT OR BY EMKAY and any 
contractual mark ups for stock 
purchases. Accounts less than three 
years old are marked up according 
to potential units. Use current units 
for accounts more than three years 
old.
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This chart should be PRINTED and 
SCANNED for our records.  

GREG DEPACE and the ACCOUNT 
MANAGER should be notified of any units 
PURCHASED THAT ARE OVER $50,000.

CHECK LINUX PROGRAM (under VIEW 
CUSTOMER MARKUP) to determine if 
customer has a set, NEGOTIATED 
“STOCK PURCHASE” mark up in 
contract for TRAC lease agreements, if 
no contractual markup, use “OOS 
MARKUPS” Spreadsheet. Be conscious 
of who located the vehicle (EMKAY or 
Client) when reviewing contractual 
markups.
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If CLOSED END ACCOUNT, send 
request CSS for CE Lease Quote (include 
spec, VIN, Invoice Price, Purchase Price, 
Terms, and applicable rebates, 
discounts, etc.  Send email to FA (see 
template) along with spec acknowledging 
that we have located a vehicle and are 
AWAITING A CE LEASE QUOTE FROM 
STRATEGIC SERVICES.  

USE AUTOQUOTE TO
SPEC OUT VEHICLE

Use AUTOQUOTE to
SPEC OUT VEHICLE
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Offer vehicle to client via email (see 
template). Attach spec for client’s review. 
Some accounts are offered to the EFM 
dept or the client’s sales rep. Be aware as 
to whom the vehicle is offered.    

22 UPDATE STOCK LOG with offer 
date and update CRM CASE AS 
“OFFERED”

When client agrees on a vehicle 
offered, UPDATE STOCK LOG 
WITH ACCEPTED DATE

Assign EMKAY P.O. # - VH120 – 
new vehicle entry

23 LINK to subcontract
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