[image: ]Ordering New Tyres
Standard Operating Procedure
Owner/ Department: ZAF – Operations                                 


Day to Day Operations- Procedure for ordering New Tyres.

Supervisor or Manager reports faults on tyres to the tyre technician.
The tyre technician than assesses the vehicle and specifies if tyres need to be replaced or plugged, the tyres are checked with a tyre thread gauge all tyres are removed at 4mm tyre depth.
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A parts requisition is completed indicating all the information of the vehicle for new tyres if required.
The parts requisition is handed into the fleet administrator.
The fleet administrator will than contact a relevant supplier – Usually already an existing one to receive a quote on the required tyre size and position.
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Once the quote is received from the supplier the quote is than forwarded to the correct cost centre to be loaded onto Fraxion.
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Once the quote is loaded on Fraxion the system generates a Namlog Order number after it has been approved by management. 
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The order number is sent to the supplier.
The tyres are delivered to Namlog Head Office.
The relevant cost centre is informed that their tyres are available.
Trucks/Vehicles that are at the Namlog Head Office are fitted with the new tyres, in the case that the old tyres can be reused the tyres are kept aside for rethreading  purposes once they are removed .
The invoice for the new tyres is received and forwarded to the finance department to arrange payment to the supplier.
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From: Marishaa Govender <marishaag@namlog.co.za>
Sent: Tuesday, 22 March 2022 08:57

To: Khwitshana, Bantu <bantu.khwitshana@conti.co.za>; Kraemer, Gary (uie56391) <gary.kraemer@conti.co.za>
Cc: Shayleigh Gulston <shayleighg@namlog.co.za>

Subject: HRASHGGP - QUOTE

Good Day,
Please can you quote us on 2x 315/80R22.5 HSR and 4x 315/80R22.5 HD3.
Kind Regards

Marishaa Govender

National Fleet Administrator
Tel: 011974 9999 | Fax: 011974 0999

‘marishaas @namlog co.za | Website: www.namlog co.za
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