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 Purpose

The purpose of this Tyre Operations SOP is to establish standardized procedures to ensure that all tyre personnel and related staff are competent, trained, and follow uniform practices when performing tyre and wheel alignment services. It aims to facilitate efficient workflow, ensure proper documentation and transactions, and maintain quality control through training, monitoring, and compliance measures.

Scope

The scope covers all staff involved in tyre servicing, wheel alignment, branding, and related activities at Namibia Logistics (Pty) Ltd. It applies to tyre personnel, wheel alignment technicians, and the Tyre Manager, outlining their responsibilities, training requirements, transaction targets, and quality assurance processes such as spot checks and vehicle release protocols. 

Process

1. All tyre personnel should be able to utilize the strip & fit machine.
· Training will be provided if required.
2. Wheel alignment technicians should assist in the tyre bay when there is no work to be carried out in the wheel alignment bay. 
3. All tyre & wheel alignment technicians should complete a total of 5 transactions per day, which may include, but is not limited to the following.
· Surveys and corrections 
· Branding 
· Tyre replacement 
· Tyre strip and fit 
· Wheel alignment
· Breakdown
4. The Tyre Manager should provide training on the Tyre system – Intersect to all tyre staff including wheel alignment technicians.
5. All surveys must include corrections and should not be closed without completing the transactions. 
· Only Senior Fleet staff can override a Tyre Technician or Wheel alignment Technician to override a survey if it cannot be completed.
6. No vehicle is allowed to be released if branding numbers have not been issued.
7. Branding numbers should be branded on the outside of the tyre.
8. Spot checks will be done by the Tyre Manager each day.










I, _________________________________________________ (Employee Name and Surname) with

_________________________ (Employee ID Number) hereby acknowledge that I have received a copy of the Namibia Logistics (Pty) Ltd Tyres SOP.
I hereby agree to familiarize myself with the contents of the document and any changes thereto.



______________________________                           _________________________
Employee Name                                                             Signature


_________________________
Date
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