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PURPOSE

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

SCOPE

[bookmark: _Hlk152677912]The SOP is applicable to operational personnel who are responsible for the Vehicle Key Management process.

PROCESS

1. Driver reports at collection office, to receive instructions from Collection Clerk / Manager.
2. Collection Clerk / Manager assigns a truck / vehicle to the driver.
3. The driver confirm the vehicle key is in the ignition of the truck / vehicle. 
4. If the vehicle key is not found:
· Escalate the issue to Collection Clerk / Manager to investigate.
· If the key still cannot be found after investigation, request a spare key from National Fleet Manager.
· National Fleet manager to issue the spare key to Collection Clerk / Manager.
· Collection Clerk / Manager signs for the spare key received.
5. If the key is inside the vehicle, the driver will proceed with the vehicle as per the delivery / collection instructions. 
6. Upon returning to the depot, the driver:
· Will switch of the truck / vehicle
· If original key, leave the key in the key truck / vehicle ignition.
· If spare key, hand over the key to Collection Clerk / Manager.
· Report to the debriefing station for debriefing.
7. Collection Clerk / Manager return the spare key to the National Fleet Manager.
8. If the key is not found after a full investigation, report key as lost to Nation Fleet Manager.
9. Nation Fleet Manager to initiate key replacement process.
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