Policy/Procedures regarding:  Window Disclosures/Buybacks/Contracts
	Window Disclosures

	1.  Make sure all of the pertinent information is filled in correctly and signed correctly.
2. Make sure that the Manufacturer Buyback box is checked if it is a buyback and the customer initials next to that box.
3. When making a duplicate for someone, make sure they bring you back the original ones to shred.



	Buybacks

	1.  Make sure that everything is disclosed to the customer concerning the purchase of a buyback, have the customer sign any papers that deal with it being a buyback, and make sure they are aware of any special warranty.
2. If the Buyback has a branded title from another state, then we have to brand it in Wisconsin also.  Make sure the title application is marked branded and make sure the vehicle screen in CVR is marked branded.


	Contracts

	1.  All of our contracts and applications that we use for our car deals are legal documents.  Please pay attention to detail and make sure they are complete with signatures by us and the customer whenever needed.
2. Nothing should be marked, corrected, or added to any document after the customer has received their copy.  Their copies should match the copies that we have in their deal jacket.
3. DO NOT have the customer sign any blank forms.

4. Purchase contracts for a buyback vehicle will display the verbiage “Title will be branded Lemon Law Buyback” in the ‘Conditions of Sale’ section. The Customer is required to initial off on this statement. Please see attached copy of a contract for an example of this.



	Signature

	I acknowledge receipt of the Window Disclosures/Buybacks/Contracts Policy.  I have read and understand the policy, and I agree to adhere to its terms.


	
	
	

	Employee (Print Name)
	
	Employee Signature

	
	
	

	
	
	Date


JOHNSON MOTOR SALES


New Richmond ∞ Menomonie ∞ St. Croix Falls











