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	Company Car Policy IBU (JOR)
Owner/ Department: Human Resources



	Brief
	SMSA Express (Jordan) provides senior managers, eligible employees and specialist staff with an appropriate leased vehicle, which takes into account the requirements of the job and is commensurate with their position.

	Purpose
	To provide guidelines and clarity on the issue and supply of Company Vehicles.  

	Persons Affected
	Non-operational Staff - Employees eligible to participate in this scheme, based on the assessment of job role and the specific requirements of the position according to the Company Vehicle Eligibility List.  

Operational Staff - All employees using vehicles to conduct SMSA core business based on the assessment of job role and the specific requirements of the position according to the Approved Company Vehicle Eligibility List. 

	Responsibilities
	Eligible Employee:  Responsible for providing valid driving license, checking and maintaining the vehicle.
Direct Manager: Responsible for authorizing the Vehicle Request.
Fleet Management: Maintaining current vehicle list, maintaining vehicle licensing, ordering & returning vehicles.

HR: Maintaining the Approved Employee Car List.
Finance: Checking & approving vehicle orders. Updating lease prices with suppliers

	Guidelines
	Entitlements:
SMSA Express (Jordan) HR department will publish, maintain and update an Approved Company Vehicle Eligibility List, which will outline all positions in the company, which are eligible for Company Vehicles and what type of vehicle. 

SMSA Express (Jordan) will usually include the applicable vehicle allowance/policy in the Employee Contract. The vehicle should have been budgeted for in the current approved SMSA Budget, which forms the basis for the provision of vehicles.

In case of Operational Use vehicles (Sales / Couriers / Collectors / Ops) the model and capacity are decided at the time of Budget discussion and the data is entered in the Budget with the estimated lease amount.

In case of Non-operational vehicles, the grade of the eligible staff decides on the approved type of vehicle allocated to him from the choices available. 
The maximum lease amounts per Staff grade is allocated in the budget along with the designated vehicle type specified for that grade.

Any eligible employee receiving a vehicle is not necessarily entitled to a new one; if a vehicle matching his entitlement is available within SMSA Express (Jordan) then he will be allocated with the vehicle for the remaining period of the lease.

A manager/eligible employee with a Company Vehicle who uses the vehicle to do company business out of the normal parameters of his area of operation (i.e. a business trip to Jeddah and back) may be entitled to claim the fuel costs from the company. This will have to be approved in advance in writing by his Direct Manager and cash receipts for the fuel purchased during the trip, must be submitted with the employee’s expense claim and prove of authorization from the Direct Manager on his return. (Refer to Business Travel Policy). 

Leased cars:
All vehicles are leased by SMSA Express (Jordan) for a minimum period of thirty six (36) months along with other conditions as agreed between SMSA Express (Jordan) and the leasing company.

Type and Appearance of Car:
This will be in keeping with the quality image of SMSA Express (Jordan):
· Sports coupes are not permitted.

· All vehicles leased are to have four (4) doors (except delivery vehicles as required) 

· National Manager’s and above may choose the make / model and color of the car depending on what is available at the time, from the lease company within the budgeted amount.

· All Operational Use vehicles as defined in the Approved Company Vehicle Eligibility List must only be white and must have an approved SMSA Logo.

It remains the responsibility of the driver to maintain the car in a clean and proper manner. An untidy car reflects on the image of SMSA Express (Jordan) and the employee. Failure to comply with this condition may result in the car being breached at the employee’s expense and may result in the withdrawal of the vehicle and disciplinary action being taken.

Receiving the Car:
On receiving a new or used SMSA vehicle it is the responsibility for the eligible employee to ensure the following:

· A Vehicle Inspection Form must be completed by the employee and SMSA Fleet Manager/supervisor in the respective region.

· Notes of damages/marks must be made on the Vehicle Inspection Form which must be signed by both parties.

· The Vehicle Inspection Form will be retained on record by Fleet Management and comparisons done each time the vehicle changes hands / is returned.

Upon hand over / release of company pre leased vehicle the concern employee must inform payroll about changes. No company car and transportation allowance will be provide / paid on the same and failure to comply will be investigated.

Maintenance and Insurance:
All costs associated with the running of the car, with the exception of fuel/oil costs, are covered under the lease cost.  The driver of the vehicle and Direct Manager is to ensure that the car is maintained as per the vehicles service manual guidelines.

Any misuse / negligence in operating company vehicle will be investigated and related cost will be shouldered by the employee. 

Any non-compliance towards the company vehicle image (Logo, write-up and picture, etc) will be investigated and disciplinary action will be taken as per DVD.

Traffic violation penalties & Accidents:
Any traffic violation penalties due to non compliance of traffic rules will be shouldered by the employee and disciplinary action as per DVD (Disciplinary violation Document).

Any traffic accidents, it is the responsibility of the employee / user of the car to provide the accident report to the leasing company and incident report to QRM within 24 hours from the time of accident.
Fuel Cards:
A company Fuel Card will be issued with certain Operational Use vehicles. The Fuel Card remains the property of SMSA Express (Jordan) and must not be used for private use. The Fuel Card must not be used for any vehicle other than to which it has been issued. All Fuel cards must be managed and the usage monitored by the Direct Manager responsible. Any misuse of a Fuel Card will lead to disciplinary action as per DVD (Disciplinary violation Document)

Documentation in the Vehicle:

All SMSA vehicles must contain the following documentation in the Glove Compartment:

· Car Handbook / Maintenance Log Book

· Valid car registration

· Valid Vehicle Operating Card Issued by Ministry of Transportation (for larger operating vehicle, trucks etc)

· SMSA Driving Authorization Letter from the vehicle & driver.

· Blank Vehicle Accident Report Forms

· Valid Car Insurance letter.

Restrictions:
The following restrictions apply to company Vehicles:

· All operational use vehicles, including line-haul must not pick up passengers while conducting SMSA business.

· No vehicle may be used as for personal business and profitability (e.g. used as a taxi / for selling goods etc.)

· No company vehicle may be given to other employees or non-employees who are not authorized to drive the vehicle.

· No employee who is receiving a Transport Allowance is authorized to use a company vehicle as Company Transport.

· Any employee, who has a company non –operational vehicle and goes on leave/vacation for more than a period of 7 business days, must hand over the keys for the vehicle to the SMSA Fleet Manager/Supervisor in the respective region, and no employee is allowed to use a returned vehicle on the absence of the employee assigned with.
· A Vehicle Inspection Form must be completed by the employee and SMSA Fleet Manager/Supervisor in the respective region on handover.

· When the employee returns from leave/vacation, a new Vehicle Inspection Form must be completed by the employee and SMSA Fleet Management and compared to the previous one to check for any new signs of damage.

· If there is a discrepancy – Quality & Risk Management must be contacted.

Vehicle Returns:
The following restrictions apply to company Vehicles returned:

· A Vehicle Inspection Form must be completed by the employee and SMSA Fleet Manager/Supervisor in the respective region on return of the vehicle

· Notes of damages/marks must be made on the Vehicle Inspection Form which must be signed by both parties.

· If the vehicle is in an unacceptable condition it may result in the car being violated  at the employee’s expense.
· All logos on SMSA Express (Jordan) Company vehicles being returned must be removed by the Rental Company on the return of the vehicle, in the presence of a SMSA representative and an image sent to Fleet Management as proof that the logo has been removed.

	General
	Any exception to this policy must be approved by the Managing Director.
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