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SERVICE STORES
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Complete Parts Request 
Form LF096 detailing part 
no, description, quantity 

etc.

START

Check plant no on 
Syrinx for serial no. 

Check details on 
Parts Request Form 

LF096 

Correct?

Incorrect?

Contact supplier for 
drawing and quote.

Is part ID correct?No

Raise order on 
Syrinx.

Select Depot and 
Budget code ref.

Is item consumable 
or bespoke part?

Enter plant no. 
and requestor 

in our 
reference.

Enter depot and 
stock in our 
reference.

Bespoke Consumable

Update order with all 
details, description, part 

no, cost & quantity.

Is quote above 
budget?

Email budget 
holder and await 

authorisation.

YES

Print order and 
save to file.

NO

Attach copy to 
request form.

Email supplier 
PO.

Update service/
requestor with 

ETA.

File in Part 
Request pigeon 

hole.

Await Goods 
Receipt Notice.

Once goods 
received, pass 
to requestor.

END

Update system 
following Goods 

Received 
process SP31
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