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PURPOSE

[bookmark: _Hlk152677607]The objective of Driver’s License Management Standard Operating Procedure (SOP) is to provide clear guidelines for operational departments within Namlog Group on the driver’s license management process. This SOP is intended to be used as a reference for all Namlog driver’s license management activities.

SCOPE

[bookmark: _Hlk152677912]The SOP is applicable to operational personnel who are responsible for the driver’s license management process.

PROCESS

1. HR Administrator:
· In Teams, review the License Audit Sheet daily and determine which driver's license needs to be renewed.
· Inform the relevant department if the license is due to expire within a 3-month period.
2. Departmental Manager arrange with the driver to renew their driver’s license.
3. Driver:
· Renews their driver's license. 
· If driver’s license has already expired, apply for a temporary driver’s license.
· After diver’s license renewal, handover the following to your Manager/Supervisor:
· Driver’s license card (if collected).
· Temporary license (if driver’s license expired).
· Proof of Payment for driver's license renewal or temporary driver’s license cost (Namlog will not refund the cost incurred if the driver does not hand over the slip/POP).
4. Departmental Manager:
·  Make copies of the driver's license or temporary driver’s license and POP, hand it over to the HR Administrator.
5. HR Administrator:
· Receive a copy of the driver's license or temporary driver’s license and POP:
· Save the license in electronic and physical file.
· Update the License Audit Sheet in Teams.
· Handover POP to HR Business Partner to process the payment (Refund the driver)
· In case license(s) have expired, notify the relevant department via email.
· Driver is not allowed to work without a valid driver's license or temporary driver’s license.
· Follow up with the department if you haven't received the license within a week.
· If the license is not received by the end of the second week, follow up again.
· If the license is not received by the third week, escalate to Senior Management.
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