
Standard Operating Procedure 

Provisions – Over Commit Report 

Dole & Bailey, Inc.  

Implementation Date: 11/13/23  

PURPOSE: Documentation of items on sales orders with 0 stock to deliver. To be completed by 
Procurement Director or Category Managers as a backup. 

1. Go to Inventory Exception Reports 
2. In the Part Code field choose P for Parts to narrow the report down to non-WIP items. 
3. From the dropdown menu, choose Items with Negative Available. 
4. Check the box that says Include on Order/WIP in Available. 
5. Check the box that says Show Salesman Info. 
6. Enter tomorrow’s date in the Orders Thru Date field. Make sure to do this step last! 
7. Press Run to PDF Output. 
8. Evaluate the results and black out items that will arrive in time for the order to be picked. I.e. if 

there’s a quantity listed in the In Process column that covers the amount ordered then that 
order is NOT truly overwritten. The salesperson does not need to be notified. 

9. Take a snapshot of the evaluated/redacted report and post it to Over Commit Report in Stock 
Status/Fulfillment section of Teams. For each item, tag the salesperson who wrote the order 
(listed in the Entered By column) and the account’s outside salesperson (listed in the Outside 
Slsp column). 
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