[image: ]Vehicle Purchasing
Standard Operating Procedure
Owner/ Department: ZAF – Operations                                 

Day to Day Operations- Procedure for purchasing a new vehicle .

An instruction is sent via Email by directors to the technical fleet manager with details and specifications of a new vehicle that needs to be purchased, included in this Email will also be the cost center to which this vehicle will belong.
The technical manager designs the truck together with the supplier according to the specification the directors have set out. Once the design is completed an Offer To Purchase is raised.
The administrative workshop team open a file for a new vehicle; the Offer To Purchase and Authorization Letter is filed in it.
The Offer To Purchase is signed of by the directors and returned to the supplier to initiate the buying process. 
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Whilst the vehicle is being arranged for delivery :
The following is arranged for the vehicle:
· MIX TELEMATICS-Tracking Unit and Drive Cam-Tracking Department
· License Registration for vehicle( Licence Discs)- Workshop
· Number Plates -Workshop
· E-tags and Fuel cards -Workshop
Once the vehicle is received all the details of the vehicle is loaded onto all the relevant systems used at Namlog.
Such As ;
· LMS
· FRAXION
· VEHICLE LIST – created by finance
· AVIS FUEL MANAGEMENT SYSTEM
· MIX TELEMATICS TRACKING SYSTEM
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VEHICLE LIST
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The vehicle is than issued to the contract manager.
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RE: UNKNOWN REGISTRATION NUMBER/S Namlog

e Bureau Fuelmanager7 <Bureau7@fuelmanager.coza>

© Reply | % RepyAl | —

To Marishaa Govender; Eugene Scott; Lebohang Pitso

() Folowup. Stat by Wenescy 30 March 222, Du by Wednesdy, 20 March 2022
You e 0 i message on 202210330 0535

Good day
The follow transactions was recorded in our database for registration number/s without vehicle details:

Date Fuel Station Litres | Amount|

Registration No
25/03/2022 [DAWSON MOTORS [47.68 [1029.9

KL52SDGP
Please check your records to verify that these vehicle belong to your fleet and if these vehicles should be managed.

If Yes: Please supply us with the following vehicle information.
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