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OUT-OF-STOCK PROCEDURES

24 ADD OPTIONS to 
order screen

UPDATE STOCK LOG 
with vehicle number  

RESOLVE CRM case

RESOLVING AN OOS
CRM CASE

1. This process should be completed
    immediately after a request has been
    assigned a vehicle number.

2. Leave the title of case as it stands.

3. Make sure you’ve added an “ACTION
    COMPLETED DATE” (this should be the
    date the vehicle was offered).

4. STATUS REASON should remain
   “OOS VEHICLE OFFERED TO CLIENT”.
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8.  From the drop down box labeled “VIEW”
     SELECT “MY RESOLVED CASES”.

9.  You will now have the ability to REVIEW
     ALL OF YOUR RESOLVED CASES.
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25 EMAIL PO with POA to dealership

If client has a GM CAP 
AGREEMENT, be sure to fax over 
“SPECIAL INSTRUCTIONS” and 
“CAP OUT-OF-STOCK PURCHASE 
AGREEMENT” to dealer. Request 
that dealer re-invoices to reflect CAP 
Discount. If FORD DCX advise 
dealer in your email when PO issued.

EMAIL order acknowledgement to 
customer
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26 EMAIL PO with POA to dealership

If client has a GM CAP 
AGREEMENT, be sure to fax over 
“SPECIAL INSTRUCTIONS” and 
“CAP OUT-OF-STOCK PURCHASE 
AGREEMENT” to dealer. Request 
that dealer re-invoices to reflect CAP 
Discount. If FORD DCX advise 
dealer in your email when PO issued.

EMAIL order acknowledgement to 
customer

GM CAP AGREEMENT
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27 EMAIL order acknowledgement to customer.

If there is an UPFIT, issue the upfit PO to the 3rd 
party upfitter (ARE, etc.)

CONFIRM RECEIPT with dealership

Begin to LOG PERTINENT INFORMATION in 
F8 notes

Carefully check REGISTRATION AND TITLE 
INFORMATION. FORWARD all purchase and 
disposal worksheets.

If the dealer we are purchasing the vehicle from 
is NOT REGISTERING THE VEHICLE make 
sure the dealer ISSUES A TEMP TAG. Have the 
dealer overnight the MSO to EMKAY 
immediately.  Track the MSO and follow up with 
the dealer in the event we do not receive MSO 
promptly.  Be aware if we have a service in the 
state where the driver resides.

If the state we are purchasing the vehicle in 
REQUIRES AN ORIGINAL INSURANCE 
CARD, contact the customer with the VIN# of 
the unit purchased. The customer should mail 
the insurance card to the appropriate dealer or 
driver. In some states vehicles cannot be 
released without an insurance card. The state of 
NY requires barcode on ins card. The state of 
NJ requires Corp Code.

If we manage or provide insurance, contact 
EFM (IF IT IS A EFM ACCOUNT) or call the 
insurance dept to determine the client’s broker 
and contact them to issue insurance card.  
Make sure customer has VALID INSURANCE 
CERTIFICATE, NO INSURANCE, NO 
DELIVERY.

Insure that the VIN# is in the system along with 
the purchase price amount in line 10 of the 
vehicle maintenance program.
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28 Once we are INVOICED FROM DEALER, pay 
Vendor. COMPLETE CHECK REQUEST 
FORM and send to Ellie.  If you do not receive a 
CHECK FOR STOCK PURCHASE WITHIN 
ONE DAY you must follow up with Ellie. If the 
check is not returned within one day, there is 
probably a problem. Make sure you are on top 
of this to avoid delivery delays.
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29 Once we are INVOICED FROM DEALER, pay 
Vendor. COMPLETE CHECK REQUEST 
FORM and send to Accounts Payable.  If you 
do not receive a CHECK FOR STOCK 
PURCHASE WITHIN ONE DAY you must 
follow up with Accounts Payable. If the check is 
not returned within one day, there is probably a 
problem. Make sure you are on top of this to 
avoid delivery delays.

Confirm if the dealer WILL RELEASE THE 
UNIT WITH THE PO ONLY. If so, have the 
dealer contact the driver directly to arrange 
delivery.

Mail CHECK TO DEALER ALONG WITH 
POWER OF ATTORNEY OR ANY OTHER 
DOCUMENTS NECESSARY to register and 
title vehicle. Send regular mail if it is a 
dealership that is comfortable with us. Send it 
OVERNIGHT IF IMMEDIATE DELIVERY IS 
REQUIRED to release vehicle. UPDATE F8 
NOTES to reflect check being sent to 
dealership. 

DELIVERY RECEIPT SHOULD BE SENT VIA 
FAX from dealer. If it is not received, follow up 
and confirm delivery date, plate info and 
whether there is a vehicle turn in. If there is a 
vehicle turn in forward a note to remarketing.  
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30 When DELIVERY IS CONFIRMED, input 
delivery date, CAP vehicle if trac lease order, if 
closed end scan file and give to Accounts 
Payable (add F8 notes indicating that file was 
passed to Accounts Payable).  Send email to FA 
confirming delivery and plate information.

SCAN DOCUMENTS, forward closed-end files 
to Accounts Payable (add F8 notes indicating 
that file was passed to Accounts Payable) and 
file accordingly.  



NOTES
HEX f68820

HEX f8952f

HEX f99f3e

HEX fbaf33

HEX fcc365

HEX fbd497

HEX 4f286c

HEX 6d2e8e

HEX 814b9c

HEX 855fa8

HEX b295c5

HEX cbbdd9

HEX 3e6f91

HEX 7491a5

HEX 90b3ca

HEX a3bd0b

HEX c2d318

HEX cedb53

HEX 525252

HEX 6f6f70

HEX 949494

HEX a8a7a8

HEX c4c4c4

HEX cecece

EMKAY WEBSITE COLORS

HEX 3b1755 HEX 1e5071 HEX 303030
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