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Special-order and supplier follow-up tracker
Use one printable or Word-fillable record to follow a non-stock part from enquiry through supplier confirmation and customer pickup.
Prairie Parts & Supply is a fictional workshop example. Replace every sample detail with current, approved business information. Keep customer, vehicle and payment records in approved private systems.
Customer, vehicle and requested part
	 

	 


Supplier, part number and quoted lead time
	 

	 


Price, deposit and core-charge notes
	 

	 


Order date, expected date and staff owner
	 

	 




FOLLOW-UP LOG
Keep the customer informed
Record changes without placing sensitive payment information in this document.
	Date
	Status / update
	Customer contacted
	Next owner / date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Final pickup, return or cancellation notes
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