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Standard Operating Procedure
Owner/ Department: ZAF – Operations                               

Purpose:
The purpose of this document is to ensure the correct process is followed in the Collection Procedures at Continental (RTT)

· Drivers needs to be notified by the offices of the collection and the time frame to be at the collection point.
· Driver needs to submit his vehicle check list, including the current odometer reading for the vehicle that he will be driving.
· The collections clerk creates a manifest or load on LMS. 
· Driver needs to have the supporting document to know how many tires he is going to collect and for how many divisions. Example (Namibia x 100; Zambia x 200, Botswana x 160) total 460 tires.
· Driver will not do any other collection other than Continental (RTT) when he is assigned to collect there. Only after completing this collection, he can be assigned to do other collections.
· At the collection point, the driver and assistant needs to inspect the documentation(invoices) to compare total of orders to collect VS the Manifest provided,
· The driver will check each individual invoice and the quantity to be loaded separately and count the stock been loaded as per invoice. Prior to inspecting and counting the next invoice.
(Once invoice at a time.)
· The driver and assistant will at no given time load all the tires at once and then sign the invoices thereafter. 
· The driver will sign and provide a time stamp to when he confirmed the order was loaded on each invoice.  – 20 Feb 2023 @ 10h23   /  20 Feb 2023 @ 10h26  enc……
· The driver needs to ensure any document he signed for, and stock loaded balances out as any stock left behind or not received, will be regarded as Negligence, and will be held liable to recover such.
· The driver will sign on the manifest with the employee for Continental next to the seal number to verify the truck was sealed at Continentals premises prior to returning to the debot, if one or no signature found on the document it will be regarded as Negligence.
· The driver will at no given time stop at any other place after he has left Continental (RTT) other than Namlog HO.
· Back at the depot he reports at receiving area for offloading and de-briefing of the freight.
· Relevant role players will receive the collected freight and ensure all is in order.
· If parcels short received – the Manager to investigate by verifying on documents, LMS and by supplier to qty dispatched. 
· Manager to provide a detailed incident report within 24 hours related to the loss, and mail to respective role players.
> this includes statements of driver and assistant.
> statement of receiving clerk that noticed the shortage.
> tracking report.
> contact verification to Continental to enquire about shortage and if not left behind on floor 
   due to space, system error or qty available to complete order.
> Video footage to be downloaded and saved, to review when truck arrived if all were  
   offloaded and no stock was left behind on the truck.
> invoices as reference to what was received and not received to compare and verify    signatures on invoices.
Where applicable polygraphs may be requested at selected role players.
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