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Date: 4/5/2023 Date: 7/12/2023 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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entitlement
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Email notification sent
to employee &
manager to confirm
leave application in
progress

Apply for leave
(type & date) &
submit for
approval

Leave request
submitted

Employee

Process Sick Leave (BCEA Employees)

(s) ESS

I |
»

Submit
Authorized Leave
Form to Payroll

Manual form for
employees that do
not have access to ESS

system

Handover book
signed/ through
Manager's email

Employee

: Process Sick Leave (BCEA Employees)
: Mohammed Altamush Khan

. 4/5/2023
: 0.00 Per Second

Version: 1

s

Report any
irregularities

HRBus Partner

HR Bus Partner

Authorization: Authorized

Date: 7/12/2023

Owner: Mandy Jessica Kendall

ESS synchronizes
Check dates & Approve or with the Payroll Audit
supporting Checks dedline leave system Conduct audit on u " "
dcouments complete application supporting complete
documents —’X
Supporting documents:
Sick Leave - Sick Note from
registered medical
Direct Manager practitioner Manager HR Bus Partner
Family Responsibility Leave -
(s) ESS Death Certificate/ Medical ESS
Certificate
T
6
eriy Pocuments Conemaroyee Payeol File leave form compite
verified ploy updated manually p
documents leave screen
submitted — X

HR Bus Partner

O Actions

Diagram Version: 1

Cost Per Second: $ ,3.5,E-0317

Review Date: None

F.T.E.: 0.00
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O Keywords
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Author
Date
Volume

mployee or

birth

Notify Manager/
HR of Maternity/
Paternity Leave

Management
Notified
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Process Maternity/Paternity Leave

Complete
documentation

Employee

Documentation
ready

Process the leave
days & % salary
allocation for the
month

Allocation
complete

Compute
maternity &
claim from UIF

Employee

HR Bus Partner

HR Bus Partner

. Process Maternity/Paternity Leave
: Mohammed Altamush Khan

. 4/5/2023
: 0.00 Per

Second

Authorization: Authorized

Date: 7/12/2023

Cost Per Second: $ ,3.5,E-0317

Owner: Mandy Jessica Kendall

NBCRFLI - 33% for 4
months
BCEA - 0% for 4
months
0% for 10 consecutive
days

Computation
done

Version:

HR Bus Partner

Diagram Version: 1
Review Date: None

F.T.E.: 0.00

File manually
and
electronically

Filing
complete

4’X

HR Bus Partner
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O Keywords
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Issue with the

pay Notify ﬂR &
submit

supporting

documents

Employee

=

Documents
submitted

Process Queries

Occurs after pay date

Bus Unit Mngr

Correct query on
employee
payslip screen
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HR Bus Partner

GM:HC

Version: 1

Send to FIN for
payment

Request sent

GM:HC

HR Bus Partner

Title: Process Queries

Author: Mohammed Altamush Khan
Date: 4/5/2023

Volume: 0.00 Per Second

Authorization: Authorized
Date: 7/12/2023
Cost Per Second: $ ,3.5,E-0317

Print new payslip
& distribute to
employee

HR Bus Partner

GM:HC

Correction Submit to GM:HC Submitted for
done forapproval approval
HR Bus Partner
Distribution Update Payroll Report
done Pack Report updated
"X
HR Bus Partner
GM:HC
Owner: Mandy Jessica Kendall C Actions O Feedback

Diagram Version: 1

Review Date: None
F.T.E.: 0.00

@ Change Log O Keywords
O Change Requests ® Read Only
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m Process (Documents, Items) Distribution

-Pay slips

-Vitamins

-Benefits
communication

- Annual update forms

Payroll Q
Drzlr‘.ises(\‘ng Collate Documents Prepare checklist Preparation Send via waybill Documents send email to
documents by sorted complete tolocation/ sent confirm waybill
department branch/ Inhouse Y
number
HRAdmin HR Admin HRAdmin HRAdmin
Email sent

Bus Unit Mngr Bus Unit Mngr HR Admin

Title: Process (Documents, Iltems) Distribution
Author: Edwin Ramos Authorization: Authorized Diagram Version: 1

Date: 4/5/2023 Date: 7/12/2023 Review Date: None
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00

Distribute Filing
documents & get Acknowledge Forward signed Documents File manually & I
employee sign ment done AOR to HR Admin forwarded electronically complete
receipt X

Owner: Mandy Jessica Kendall

O Actions
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Version: 1

O Feedback
O Keywords

O Change Requests ® Read Only
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Process Payslips

oo + A‘;T:nfga” ayslips + Sorting
d'\s;\i(;u‘;son Process Payslips employees disribution Process Pavs\ivps complete
O [ B
(s)ESS HRAdmin

. Process Payslips Owner: Mandy Jessica Kendall
: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1
. 4/5/2023 Date: 7/12/2023 Review Date: None
: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00

Version: 1
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distribution
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2nd/ last day of the
month

Import pay slips

» from Payroll

System to ESS

Process Payslips for employees with email

6

Import
complete

-

Generate auto
email after
upload/import

GM:HC

(s) ESS

Title: Process Payslips for employees with email
Authorization: Authorized
Date: 7/12/2023

Cost Per Second: $ ,3.5,E-0317

Author: Mohammed Altamush Khan
Date: 5/10/2023
Volume: 0.00 Per Second

Auto email
sentto
employees

Owner: Mandy Jessica Kendall

Diagram Version: 1

Review Date: None

F.T.E.: 0.00

Version: 1

O Actions
@ Change Log
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m Process Payslips for non-email employees

2nd/ last day of the
month

; Q Import Sorting
d'\sP:'\#SL:tpison print payslips complete ds:rtasper’ complete Lk Tor
from payroll partment Process.
I | inbuon
Title: Process Payslips for non-email employees Owner: Mandy Jessica Kendall C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 2 @ Change Log O Keywords
Date: 5/10/2023 Date: 7/12/2023 Review Date: None O Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Payroll
processing
closed

PN,

Title: Process Payroll Reports
Author: Edwin Ramos

Date: 4/5/2023
Volume

|

Prepare Payroll
Packs
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Packs include:
1. Nett Salary Variance
2. Variance Total Summary
3.12 MR Variance on all
4. Leave Provision / Days Due
5. Employee Movements
6. Payroll (all levels)
7.Unions
8 Overtime Reports
9. Employee Headcount

=

Packs ready

Review Payroll
Packs for:
- SLISA
- Tirisano

HR Bus Partner

GM:HC

: 0.00 Per Second

- Mellets

Process Payroll Reports

1st Review
)

Review
complete

=

Review Payroll
Packs for:
- NamLog/SLISA

2nd review
complete

GM:HC

Authorization: Authorized
Date: 7/12/2023
Cost Per Second: $ ,3.5,E-0317

CFO

Send Payroll
Packs for
payment

Packs sent

Version:

CFO

Owner: Mandy Jessica Kendall

Diagram Version: 1
Review Date: None
F.T.E.. 0.00

Upload export
files from Payroll
to Bank

Upload
complete

4’)(

HR Bus Partner

Group Fin Acc
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m Process Payroll Changes

Signed-off & approved documents to support the changes:
- Bank detail changes
- Promotions & Demotions
- Salary Increases - CTC/ NBCRFLI
- Department Transfers
- PDP/ Passport Renewals

ot o O e
Ly g - x
Title: Process Payroll Changes Owner: Mandy Jessica Kendall C Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 4/5/2023 Date: 7/12/2023 Review Date: None O Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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Employee Relations

Disciplinary

Incident
i closed notice issued Link To:
Incident * Employee * Process
occured Absent Disciplinary
Process 4’)( Hearing
Employee Process Abscontia
—_—p Relations Y
X Link To:
—_———»
Process
N Employee - Employee Empl(lwee
IR Officer informed of IR Officer reported on- Relations
outcome duty
HR Bus Partner HR Bus Partner
Referral form Settlement Referral f
7.11submitted complete 2 iserr; 'Ttmd
by ex- .13 submitte:
empy\oyee/ * by ex-employee/ * Case closed
. ) 4“ Union rep within
Union rep Process Dispute 90days of non Process
within 30 days i
v Resolution resolution Arbitration
(External) o———— » ¥
_——p
Referral to
arbitration

Title: Employee Relations

Author: Mohammed Altamush Khan

Date: 3/1/2023
Volume: 0.00 Per Second

HR Bus Partner HR Bus Partner

Owner: Mandy Jessica Kendall

Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Authorization: Authorized
Date: 7/12/2023
Cost Per Second: $ ,3.5,E-0317

O Actions
@ Change Log

Version:

O Feedback
O Keywords
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O Change Requests ® Read Only
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Process Employee Relations

Disciplinary
documents as per
coc:
1-Counseling form
2-Verbal Warning -
valid 3months
3- Written wamning -
valid 6months
4- Final warning - valid
12months

Version:

For Misconduct -
Employee to provide
statement
For Poor Performance -
Bus Unit Mngrto provide
poor performance JD or
targets
For Incapacity - Medical
reasons & doctors reports,
company JD requirement

Incident
N Incident P 5- Disciplinary notice inci
Register the Forward incident ture incident captured o
Incident incident on the registered reportto IR (To attend Poor MS Teams IR ’ Revsj‘e:;‘;?‘z;em
occured incident report officer & HRBP performance enquiry/ report i
To attend Incapacity supporting
B Enquiry/To attend documents Supporting
misconduct enquiry)
Bus Unit Mngr Bus Unit Mngr IR Officer IR Officer File Manually &
Electronically
(s) E-mail R Bus Partner HR Bus Partner
Q Disciplinary Signed copy Q Incident
Che-ck‘pr‘evious Records Draft disciplinary document Review, sign and returned closed
disciplinary checked document and forwarded ser‘nd back the Update IR report
records forward for final copy and file records
» approval ’X
IR Officer IR Officer Bus Unit Mngr IR Officer

HR Bus Partner

Title: Process Employee Relations
Author: Mohammed Altamush Khan

Date: 3/15/2023

Volume: 0.00 Per Second

Authorization: Authorized
Date: 7/12/2023

HR Bus Partner

Disciplinary
notice approved

* Employee

HR Bus Partner

Cost Per Second: $ ,3.5,E-0317

informed of
Process outcome
Disciplinary
Hearing .X
IR Officer

Owner: Mandy Jessica Kendall
Diagram Version: 1

Review Date: None
F.T.E.: 0.00

HR Bus Partner
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Disciplinary
notice
approved
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Process Disciplinary Hearing

Hearing held inline with
labour relations act (Code of
good conduct schedules)
Employee may request
interpreter- IR officer/HRBP
will organize representative
and confirm prior to hearing

staff found
guilty

h 4

Version: 1

Submit mitigating
10 aggravating

IR Officer

HR Bus Partner

Arrange venue & Venue & Not\fvemeonee Employee
chairperson chairperson 4 hrs priorto notified
P " hearing Conduct hearing
confirmed
IR Officer IR Officer Chairperson
HR Bus Partner HR Bus Partner After dismissal - no
internal appeal Submission complete
process.
Q employee
Subm'\; ) Submission Draft relevant informed of
recommenv ation complete documents and outcome
on sanction inform employee
of outcome —»(
Chairperson IR Officer

Title: Process Disciplinary Hearing

Author
Date: 3/15/2023

: 0.00 Per Second

: Mohammed Altamush Khan

Authorization: Authorized
Date: 7/12/2023

HR Bus Partner

Diagram Version: 1

Cost Per Second: $ ,3.5,E-0317

Owner: Mandy Jessica Kendall

Review Date: None
F.T.E.: 0.00
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O Change Requests ® Read Only



New Landing Page - Level 1.2.2.1.1.3.1.9.3

Conduct hearing

Employee
found guilty

X

Employee not

guilty X

Request Assess &
Mitigating & Handover verdict
One stage Aggravating of non prejudicial
approach Factors Request made nature
[N, _——»
Chairperson Chairperson
Employee not
‘ guilty
Process Poor 'X
Incapacity Performance
identified Hearing (Sch 9)-
N Incapacity Employee
found guilty
Facilitator
IR Officer

HR Bus Partner

Title: Conduct hearing

Author: Mohammed Altamush Khan

Date: 3/15/2023
Volume: 0.00 Per Second

Employee
notified

If guilty then only
mitigating &
aggravating factors
will be requested

Employee
Two stage Assess & found guilty
approach handover verdict
—_— >
Chairperson
Process Employee
Incapacity found guilty

Hearing (Sch 10 &

—  » 11)lllHealth

Authorization: Authorized
Date: 7/12/2023
Cost Per Second: $ ,3.5,E-0317

g

Facilitator

Owner: Mandy Jessica Kendall

Diagram Version: 1
Review Date: None

F.T.E.: 0.00

Version: 1

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only
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Monitor
Improvement -6
months

Process Poor Performance Hearing (Sch 9)-Incapacity

Monitor
improvement - 12
menths

Version: 1

D No - -
. . . Notify employee Employee Conduct initial
Issue Counseling Counseling Issue written Ist warning Issue final improvement ffvh dp\\{j notified hearing & K
Incapacity 1 i d writte n warnin, i of schedule earing & make
toEmployee done warning if no etterissues g noticed after N .
|dentified g ifno final A hearing recommendation
improvement . inalwaming
_ > improvement
IR Officer IR Officer IR Officer IR Officer Final Facilitator
recommendation
HR Bus Partner HR Bus Partner HR Bus Partner made
Conduct followup Execute
hearing to assess Recommendations disciplinar Employee
recommendation not acheived plinary found guilty
" action
s compliance
—»
Facilitator Facilitator

Employee not
guilty

X

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only

Owner: Mandy Jessica Kendall
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Title: Process Poor Performance Hearing (Sch 9)-Incapacity
Author: Mohammed Altamush Khan Authorization: Authorized
Date: 3/15/2023 Date: 7/12/2023
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317
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Date
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-

Conductinitial
hearing and
request reports
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Process Incapacity Hearing (Sch 10 &11)-1ll Health

Company may request

independent doctor

tomake adecision of
illness

Reports
requested

Facilitator

Conduct followup
hearing & assess
nature of illness

i

Recommendations
made are based on
Nature of Iliness
(Permanent or
Temporary)

assessment
complete

Facilitator

: Process Incapacity Hearing (Sch 10 &11)-lll Health
: Mohammed Altamush Khan

- 3/15/2023
: 0.00 Per Second

Authorization: Authorized
Date: 7/12/2023
Cost Per Second: $ ,3.5,E-0317

Recommendation For
Permanent : Dismissal,
Demotion, Alternate
Position,Adjustment to work
Recommendation For
Temporary: Adjustment to
work, demotion, alternate

position
-EX‘ECI‘IIG Employee
Disciplinary found guilty
Action
Facilitator

Owner: Mandy Jessica Kendall

Diagram Version: 1
Review Date: None

F.T.E.: 0.00

Version: 1
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O Keywords

O Change Requests ® Read Only
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Managerto try
and get hold of
the employee
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Day 2

Process Abscontia

Day3,4&5

Issued via SMS &
registered mail

Day 5

Version: 1

Disciplinary
notice issued

Employee Q Absenteeism Q Report Q Staff not en- Q

absent reported updated duty
Report employee Check attendance
absenteeismto IR and send SMS to

» Officer employee

Link To:
Process
Disciplinary
Hearing

Issue disciplinary
hearing notice to
employee

Check attendance
& update report

IR Officer IR Officer

Bus Unit Mngr Bus Unit Mngr

HR Bus Partner HR Bus Partner

Employee
reported on-
duty
Link To:
Process
Employee
Relations

O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only

O Actions

Owner: Mandy Jessica Kendall
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Title: Process Abscontia

Author: Mohammed Altamush Khan
Date: 3/16/2023

Volume: 0.00 Per Second

Authorization: Authorized
Date: 7/12/2023
Cost Per Second: $ ,3.5,E-0317
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m Process Dispute Resolution (External)

For CCMA matters - Continue
with conciliation & if unresolved
immediately continue arbitration

process.

Object to ConArb in 7 days of
date to have the two processes
split and then follow dispute
resolution process

)

Referral form Q S ;
7.11 submitted Report Conciliation Prepare case files preparation Appoint
by ex- Update IR report updated Arrange scheduled and finalize complete representative to
employee/ P P conciliation mandate for attend
Union rep schedule & issue settlement condiliation
within 30 days sitdown notice
IR Officer If matter not IR Officer Wait 50 days for IR Officer IR Officer
resolved- certificate referral to arbitration
HR Bus Partner of non resolution is HR Bus Partner before closing the HR Bus Partner HR Bus Partner
issued case
Representative appointed
Q Reﬁo\gt'\cn D Settlement )
finalized required  Provide tax settlement
Attend Provide feedback directive & make complete
condiliation to the company payment
= —»<
IR Officer IR Officer Group Fin Acc
HR Bus Partner HR Bus Partner
No referral to Referral to
arbitration. arbitration
Matter closed
X @
Title: Process Dispute Resolution (External) Owner: Mandy Jessica Kendall C Actions O Feedback

Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 3/16/2023 Date: 7/12/2023 Review Date: None O Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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Process Arbitration

SIMSU

Referral Form 7.13 hedule date/
submitted by ex- Schedule date, Arbitration reparation
Ve Report updated time for heduled Prepare Do I Appoint
employee/Union Undate IR bitration & schedule arbitration complete h
rep within 90 days pdate IR report ar ltra.tlon bundle & witness represent?t\ve. to
of non resolution issue sitdown prep attend arbitration
notice
IR Officer IR Officer IR Officer IR Officer Compensation,
Reinstatement,
HR Bus Partner Present company case HR Bus Partner HR Bus Partner HR Bus Partner Retrospective
with documented Will be issued by the reinstatement, Re-

evidence & witness

commissioner within

Employment

14 days

e 3

Arbitration
Q complete Q A | * Q
Attend Award notin Approve the meva Acceptaward & Case closed
arbitration & Receive Award favour of Co outcome complete comply /Review
present evidence at labour court ; :
IR Officer IR Officer MD IR Officer
HR Bus Partner HR Bus Partner HR Bus Partner

Award in favour
of Co - Case
closed

X

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only

Title: Process Arbitration
Author: Mohammed Altamush Khan
Date: 3/16/2023
Volume: 0.00 Per Second

Owner: Mandy Jessica Kendall
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Authorization: Authorized
Date: 7/12/2023
Cost Per Second: $ ,3.5,E-0317



Award notin
favour of Co

Title: Accept award & comply/Review at labour court
Author: Mohammed Altamush Khan
Date: 3/16/2023

Consult with
management on
ruling award

HR Bus Partner

Volume: 0.00 Per Second

Consultation
done
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Accept award & comply/Review at labour court

Object the award
&receive
management
instructions

Instructions
received

Legal Representative -
Snyman Attorneys

-

Submit for review
tolegal
representative

HR Bus Partner

Authorization
Date
Cost Per Second

: Authorized
1 7/12/2023

Submitted for

review Attend meeting &

prepare
documents for
legal review

HR Bus Partner

. $,3.5,E-0317

Documents
submitted for
review

HR Bus Partner

Owner: Mandy Jessica Kendall
Diagram Version: 1
Review Date: None

F.T.E.: 0.00

Receive case
feedback/progres
s report from
legal
representatives

HR Bus Partner

O Actions
@ Change Log

Version: 1

4’X
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O Keywords
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m Government Relations

Workers Payroll System Reporting &

Compensation Updates Payments -
Act Statutory

Title: Government Relations Owner: Mandy Jessica Kendall C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 5/14/2023 Date: 7/12/2023 Review Date: None O Change Requests ® Read Only
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Payments
required

-

Print VIP payroll
OID report

Print
complete

Payments & Declaration -WCA

Review annual
salary amount

HR Bus Partner

Confirm
expected salaries
for next period

Next salaries period
Mar-Feb

Q Amount

confirmed

Add expected

Version: 1

Final salaries period
Mar-Feb

=

HR Bus Partner

: Payments & Declaration -WCA
: Mohammed Altamush Khan

: 5/14/2023

: 0.00 Per Second

Authorization: Authorized
Date: 7/12/2023
Cost Per Second: $ ,3.5,E-0317

Diagram Version: 1

Review done new staff salaries Salary added Confirm final
capped for OID . .
R to calculation salaries for
calculation .
period
HR Bus Partner HR Bus Partner HR Bus Partner
Amount
) confirmed
Arrange
System
Enter figures on updated Send email payment/ Payments
Dept of Labor assessment/ Email sent installments with arranged
Online System invoice Dept of Labor
——X
HR Bus Partner HR Bus Partner HR Bus Partner

Owner: Mandy Jessica Kendall

Review Date: None
F.T.E.: 0.00
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Update Perform update
package ready pack download
from Sage

customer zone
—_————P»
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Process Payroll System Updates

-PREMIER
-ESS

download

complete

-Microsoft SQL Server
Managment login
(Username/Password)
-Database
-Right click & backup

HR Bus Partner

(GUESS Doc -Save file as
date.bak)

(s) Payroll Sys

Perform SQL
database backup

I |

backup ready

-Computer
-C:
-Sage VIP
-ESS

-Web

-Right click & stop
services for:
Premier ESS process
service
Premier ESS Comm
service

HR Bus Partner

(s) Payroll Sys

Title: Process Payroll System Updates
Author: Mohammed Altamush Khan
Date: 5/14/2023
Volume: 0.00 Per Second

Authorization: Authorized
Date: 7/12/2023
Cost Per Second: $ ,3.5,E-0317

HR Bus Partner

(s) Payroll Sys

Logi Perform change
osn app-online to change done Perform
the server complete app-offline comy/otat
services
us Partner HR Bus Partner HR Bus Partner
Rl (s) Payroll Sys (s) Payroll Sys
Service
selected
Perform delete Deletion done Login to VIP
app-offline on pre‘mweran‘d Undat
confirm version pdate
semer update complete

HR Bus Partner

(s) Payroll Sys

Owner

Diagram Version:

Review Date

: Mandy Jessica Kendall
1
: None

F.T.E.: 0.00
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Version: 1
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Process Reporting & Payments - Statutory

To be done by 7th of

the month

Version: 1

Q Perform 2x
o Extract EMP201 Update values send link to bank authorization to Payment done
fi npa\'\\;ec:‘on p;?gﬁ:ﬁ:ﬂ reportd su%;?tuz:vszS Su bdm‘\ssion for pay rtnent tink sent :)en‘eb:;i‘i L;?:;f“::g
payroll system extracte £ fiing platform one —
HR Bus Partner
HR Bus Partner HR Bus Partner HR Bus Partner
(s) Payroll Sys (s) Payroll Sys
Initiate
immediate
payment Payment done
4’X
Group Fin Acc
Title: Process Reporting & Payments - Statutory Owner: Mandy Jessica Kendall C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date: 5/14/2023
Volume: 0.00 Per Second

Date: 7/12/2023
Cost Per Second: $ ,3.5,E-0317

Review Date: None
F.T.E.: 0.00
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m Manage Employee Performance

Com;;t:nw * Records filed
Performance
Title: Manage Employee Performance Owner: Mandy Jessica Kendall C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 7/12/2023 Date: 7/12/2023 Review Date: None O Change Requests ® Read Only
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Manage Employee Performance

Competency ; E GUIDE upload * E

gaps identified completed Records filed

Review [ revise
description goal settings

N

HR Bus Partner Department

Owner: Mandy Jessica Kendall
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Title: Manage Employee Performance
Author: Mohammed Altamush Khan
Date: 5/11/2023
Volume: 0.00 Per Second
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Date: 7/12/2023
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instruction via C;Zt:f“:;t\:,?an notlf\cbathn at driver debrief

email to branch - exit border

email to branch X
Admin- Clear Admin- Clear Clearance Supvr Admin- Clear

Title: Process Clearance
Author: Mohammed Altamush Khan Authorization: Authorized
Date: 7/24/2023 Date: 2/18/2025
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317

Owner: Victor Hendriks
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only



Author

New Landing Page - Level 1.2.2.3.3.3

Process Aquittals (Temp Imports, Repair and Return Consignments Refunds)

Version:

Client
Notify client of notified
late aquital
penalty to be paid
X
All re-inspections to Goods must be Admin- Clear
move under customs exported l?efore 6
supervision months period (from
the date of import) Not
successful
Clearance Q Inspection Q Documents Upload Documents Receive Confirmation Receive Success Confirm refund Refund
complete . complete Linkimport linked supporting uploaded consigmentgoods received confirmation on confirmed from SARS into received
Specials documents to documents for export success of
- - PR : Namlog bank
L Attendance- SARS documents used SARS confirmation from liquidation/aquitt account
ini rom i P
Imports Inspection For exportation reconciliation SARS al from SARS
clearance @——>
process
Admin- Clear Admin- Clear Admin- Clear Admin- Clear Admin- Clear Admin- Clear
(s) Easy Clear (s) Easy Clear (s) Easy Clear
No return of
consignment
goods, VAT
to be bought
into account
X
Title: Process Aquittals (Temp Imports, Repair and Return Consignments Refu... Owner: Victor Hendriks C Actions O Feedback
: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date
Volume

: 7/17/2023
: 0.00 Per Second

Date: 2/18/2025 Review Date: None
Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00

O Change Requests ® Read Only



Title
Author
Date
Volume

. Specials & Abnormals
: Edwin Ramos

: 7/24/2023

: 0.00 Per Second

New Landing Page - Level 1.2.2.3.4

Specials & Abnormals

Request ‘ System
received for updated/
Specials Request
transport Specials Process closed
N —»X
GM: Abn & Spl
Transport
request * Records filed
received on
Wednesday Zambia Process
B v
GM: Abn & Spl

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Request for ; Transport
quotation request
rec'd from completed
customer Abnormals
Process
— ™" ——X
GM: Abn &Spl
Normal
transport * Records filed
request rec'd
on Wed Mozambique
Process
—_ » X
GM: Abn & Spl

Owner: Victor Hendriks
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Version: 1

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only



New Landing Page - Level 1.2.2.3.4.1

Version:

Paperwork includes:
o Vehicle Manifest

* Invoices

Komatsu request Zambia Process
via email, contains

quantity & weight

o Delivery Waybills

® Driver details

Transpert D Transport Request ; Transport Plan Q Sentto
request request received request Nam Lo,
4 Analyze request au Send info to ! Plan vehicle completed ImLos Arrange ForEx for
received on 2 determine feasible N before Process transport confirmed N N Process Clearing team N
Wednesday rl| Specials Team 1400hrs r ransp loading for Friday T the driver
appropriate request paperworks
—_——— > >
In-House Team In-House Team Specials Team Specials Team Specials Team Controller
Vehicle departs on
Saturday morning to
_ Fd 2llow driver enough
Sentvia Whatsapp avai resting period
group
Request ‘ Petty cash Q Clearance * Q
received after ready completed
1400hrs Process petty Process vehicle
(Wednesday) Process transport cash request Submit required loading & pre-
request diesel orders
departure
Specials Team Controller Controller Ops Supvr
Sent through Vehicle
Finance departs to
Zambia

Return
request
received from
Komatsu

+

Process return

Driverreturns L

to ZAF

Debrief driver

Records filed

-, —X

Specials Team Controller

Title: Zambia Process
Author: Edwin Ramos

Date: 7/24/2023
Volume: 0.00 Per Second

Owner: Victor Hendriks
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317



New Landing Page - Level 1.2.2.3.4.1.9

m Process Transport Request (after 1400hrs)

Request In-house
received after Review current process
1400hrs vehicle
(Wednesday) allocations
—_—>
Specials Team
Third Party
vehicle to be
used
Rates &

Request rates &
availability

availability
provided by TP

Assign vehicle &
driver

Version: 1

Specials Team

Specials Team

Title: Process Transport Request (after 1400hrs)

Author: Edwin Ramos Authorization: Authorized
Date: 7/24/2023 Date: 2/18/2025
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317

Make decision to
use TP

Gen Mngr

Vehicle & Transport
driver Send vehicle & request
identified driver details to confirmed

Komatsu SA

_———>

Controller

TP confirms
vehide &
driver details
TP use
approved Send
confirmation to
Third Party
Controller

Owner: Victor Hendriks O Actions O Feedback
Diagram Version: 1

Review Date

: None

F.T.E.: 0.00

@ Change Log O Keywords
O Change Requests ® Read Only



New Landing Page - Level 1.2.2.3.4.1.30 Version: 1

Drivers are liable for Wayhbill (signed or stamped)
shortages Border documents
Referto IR process Invoices

Driver returns Che‘ck Q Hand—‘over Q Records filed
) & change to FIN documents X
Title: Debrief Driver Owner: Victor Hendriks O Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 7/30/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Title
Author
Date
Volume

Return
request
received from
Komatsu
— >

New Landing Page - Level 1.2.2.3.4.1.31

Process Return

Komatsu request
via email, contains
quantity & weight

Q Information

sent Review current

vehide

Send infoto N
allocations

Specials Team

Qps Supvr Specials Team

. Process Return

: Edwin Ramos

: 7/30/2023

: 0.00 Per Second

Third-party
process

Request rates &
availability

Version:

Specials Team

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

In-house V:h‘ic\e & Driver returns
. . river Send vehicle & to ZAF
rocess
P Assign \./Ehm‘E& identified driver details to
driver Komatsu SA
——*®
Specials Team Controller
TP confirms
vehicle &
driverdetails
Rates & TP use
availability a Send
. pproved
provided by Make dec_lrsFlonto confirmation to
TP use Third Party
Gen Mngr Controller

Diagram Version:

Review Date
FTE

1
: None

.2 0.00

@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only



New Landing Page - Level 1.2.2.3.4.1.32

Process Vehicle Loading & Pre-departure

Briefing sheetto be
completed

Version:

earance Driver returns Clearin| riefin Vehicle

gmpleted t° Na‘m\og Collect clearing documer?ts Q mBmmfeer Issue funds to departr? 10

Oversee loading office documents collected Carry-out driver driver zambla

briefing
> >
Qps Supvr Driver Controller Controller

Title: Process Vehicle Loading & Pre-departure Owner: Victor Hendriks C Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 7/30/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only

Volume: 0.00 Per Second

Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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Process Transport Request (before 1400hrs)

Y

Request In-house Vehicle & Transport
received Review current process . hicle & driver Send vehicle & request
before 1400hrs vehide Ass‘gzr‘;\‘j‘e:‘ e identified driver details to confirmed
allocations Komatsu SA
R
Specials Team Specials Team Controller
Third Party TP confirms
vehicle to be vehicle &
used driver details
Rates & TP use
availability
Request rates & provided by TP Make decision to approved _Se“d_
availability use TP co;w;\‘rr;apn:)t:to
ire al
Specials Team Gen Mngr Controller

Title: Process Transport Request (before 1400hrs)
Author: Edwin Ramos

Date: 7/24/2023
Volume: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Owner: Victor Hendriks
Diagram Version: 1

Review Date

: None

F.T.E.: 0.00

Version: 1

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only



New Landing Page - Level 1.2.2.3.4.2 Version:

Paperwork includes:

. * Vehicle Manifest
Mozambique Process « Invoices @ [] <« |
s Delivery Waybills

Komatsu request
via email, contains
quantity & weight

* Driver details

Normal Q Transport Request * Transport Q Sent to NamLog
transport Anal " request . received request R Plan completed Clearing team Complete SA
requestrecd nalyze reques feasible Send infoto before 1400hrs confirmed Plan vehicle clearance
& determine Specials Team Process transport loading for Friday Process A
on Wed . documentation
appropriate request paperworks
e »
In-House Team In-House Team Specials Team Specials Team In-House Team Clearing Team

DHL to calculate T&Cs

and confirm amount Documentation
forcontra marca

E completed

Request JL Q Documents ForEx available Request sent to
received after sent Finance
1400hrs Arrange ForEx for Process petty
(Wednesday) Process transport Send documents the driver cashrequest
request to DHL
» —X
Specials Team Clearing Team Controller Controller
Sent via Whatsapp Petty cash
group ready
Q Diesel order Medications Feedback & 4 Vehicle departs ¥ Driver returns 4 Records filed
submitted Arrange Malaria provided send contra acceptance of to Mozambique to ZAF ecords il
Submitrequired tablets for the i documentation Process vehicle
N q driver marca to DHL loading & pre- Process return Debrief driver
diesel orders departure
partur » X
Controller Controller Clearing Team Ops Supvr Specials Team Controller

Return request
received from
Komatsu

Title: Mozambique Process Owner: Victor Hendriks C Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date: 7/25/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



New Landing Page - Level 1.2.2.3.4.2.3 Version: 1

m Process Transport Request (after 1400hrs)

R?quest In-house Vehjc\e& Transport
o Review curent process pssignvenicle & entited Send vehice & confrmed
(Wednesday) allocations driver Komatsu SA
Lt —_————> e — —
Specials Team Specials Team Controller
Third Party TP confirms
vehicle to be vehide &
used driver details
Rates & TP use
availability - approved Send
equest rates rovide Make decision to ) .
: :va'wl;b'\lstv . provided by TP use TP ‘ CO?L\]V;;;I;:EIO
Specials Team Gen Mngr Controller
Title: Process Transport Request (after 1400hrs) Owner: Victor Hendriks C Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 7/24/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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Driver returns
to ZAF

o —

Check driverslip
vs. brief sheet

Debrief Driver

Check

complete

Drive
Referto IR process

Hand-over slips
&change to FIN

Controller

Title: Debrief Driver
Author: Edwin Ramos

Date: 7/30/2023
Volume: 0.00 Per Second

Authorization: Authorized

Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

rsare liable for
shortages

Hand-over
complete

)

Checkall
documents

Controller

Owner
Diagram Version:
Review Date

Specials Admin

* Border documents
.|

* Wayhbill (signed or stamped)
nvoices

Records filed

4%

. Victor Hendriks

1
: None

F.T.E.: 0.00

@ Change Log
O Change Requests ® Read Only

Version: 1

O Feedback
O Keywords



Title
Author
Date
Volume

Return
request
received from
Komatsu
— >

New Landing Page - Level 1.2.2.3.4.2.10

Process Return

Komatsu request
via email, contains
quantity & weight

Q Information

sent Review current

vehide

Send infoto N
allocations

Specials Team

Qps Supvr Specials Team

. Process Return

: Edwin Ramos

: 7/30/2023

: 0.00 Per Second

Third-party
process

Request rates &
availability

Version:

Specials Team

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

In-house V:h‘ic\e & Driver returns
. . river Send vehicle & to ZAF
rocess
P Assign \./Ehm‘E& identified driver details to
driver Komatsu SA
——*®
Specials Team Controller
TP confirms
vehicle &
driverdetails
Rates & TP use
availability a Send
. pproved
provided by Make dec_lrsFlonto confirmation to
TP use Third Party
Gen Mngr Controller

Diagram Version:

Review Date
FTE

1
: None

.2 0.00

@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only



Clearance
completed

-

oading

New Landing Page - Level 1.2.2.3.4.2.11

Process Vehicle Loading & Pre-departure

Driver returns
to Namlog
office Collect clearing

Ops Supvr

Clearing
documents
collected

Briefing sheet to be
completed

Driver

Title: Process Vehicle Loading & Pre-departure
Authorization: Authorized

Author: Edwin Ramos
Date: 7/30/2023
Volume: 0.00 Per Second

Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

Version:

Q c(;Br(n.‘SE:‘r;id Issue funds to dg;::ﬁ;ic
riefing e
Owner: Victor Hendriks O Actions O Feedback
Diagram Version: 1 @ Change Log O Keywords
Review Date: None O Change Requests ® Read Only
F.T.E.: 0.00



New Landing Page - Level 1.2.2.3.4.2.12 Version: 1

m Process Transport Request (before 1400hrs)

Reqt}est In-house Vehjc\e & Transport
before 2400hs b process Assign vehicle & identiied v et conirmed
allocations driver Komatsu SA
—_— —¥ —> —_—
Specials Team Specials Team Controller
Third Party TP confirms
vehicle to be vehicle &
used driver details
Ravtes‘gf TP use
Request rates & mz:,ﬂ:s‘:,'syTp Make decision to approved .Se"d_
availability use TP conﬂ_rmatlomo
Third Party
Specials Team Gen Mngr Controller
Title: Process Transport Request (before 1400hrs) Owner: Victor Hendriks C Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 7/24/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Title
Author
Date
Volume

Request
rece'\ve_d for Book request &
Specials confirm
transport collection
e
Branch/ Dept
(s) LMS

New Landing Page - Level 1.2.2.3.4.3

Specials Process

e

Notify Spl Trans
Control

Version: 1

All details in the
allocated fields
must be completed.

6

Driver

. Specials Process
. Edwin Ramos

. 8/1/2023

: 0.00 Per Second

indicate cargo
collection

Spl Trans Control

(s) LMS

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Control upon
delivery

Report updated

Driver ready for Driver proceeds
Request booked * dispatch ‘ to collection
point Update Spedial
Allocate driver & . . P pec
h Dispatch driver Transport Trip
vehicle
Report
Spl Trans Control Spl Trans Control Spl Trans Control
rovide waybill ‘
number
Collection Driver proceed Delivery
completed Update system to fordelivery Notify Spl Trans completed Update system to

indicate cargo
delivery

Driver

Owner: Victor Hendriks

Diagram Version: 1

Review Date

F.T.E

: None

.2 0.00

System updated/
Request closed

—.X

Spl Trans Control

(s) LMS

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only



Driver ready
for dispatch

Title
Author
Date
Volume

Brief nominated
driver

Briefing
completed

Spl Trans Control

. Dispatch Driver
: Edwin Ramos

: 8/6/2023

: 0.00 Per Second

Complete &sign
briefing sheet

New Landing Page - Level 1.2.2.3.4.3.7

Briefing sheet
signed

Dispatch Driver

Spl Trans Control

Driver

Vehicle
Complete inspection
vehicle completed

inspection sheet

Driver

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Sign-off vehicle
inspection sheet

Inspection
sheet signed

Spl Trans Control

Issue required
equipment to
driver

Spl Trans Control

Owner: Victor Hendriks

Review Date
FTE

Diagram Version: 1

: None

.2 0.00

First 60 minutes from
receipt of request

Version:

(Golden hour)

Equipment Driver
issued proceeds to
Dispatch driver collection
to collection point
point »
»
Spl Trans Control
—
o Vehicle Inspection
Documents Report
ready for ® Briefing Sheet
submission

Hand-over docs
to GM -
Abnormals & Spl
Transport

Documents
submitted

X

Spl Trans Control

O Actions

@ Change Log

O Feedback
O Keywords

1

O Change Requests ® Read Only



Request
booked

e —

Title: Allocate Driver & Vehicle

Author: Edwin Ramos
Date: 8/6/2023
Volume: 0.00 Per Second

New Landing Page - Level 1.2.2.3.4.3.8

Accept request
for collection

Collection
confirmed

Allocate Driver & Vehicle

Give verbal
instruction to
driver

Spl Trans Control

(s) LMS

Instructions Driver ready for
given Print & complete dispatch
the collectionjob
card for driver
.

Spl Trans Control

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Spl Trans Control

Owner: Victor Hendriks
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Version: 1

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only



M

Email from customer to contain
the following information:
1.1 Make and model of item

1.2Value of the item
1.3 Collection point
1.4 Delivery point
1.5Weight
1.6 Dimensions

quotation to
customer

Request for Submit
Quotation * Q
received from
customer Prepare
quotation
N

Specials Team

Specials Transport
Controller to
accompany vehicle to
loading point & to
ensure correct lashing
of item

Finalize Vehicle
Plan

New Landing Page - Level 1.2.2.3.4.4

Abnormals Process

Customer will
verbally confirmthe
quotation is approved

Q Planning

completed

Specials Team

Send load date
confirmation to
customer

Customer will confirm
the collection date is
accepted via email

Q Customer

confirmed
collection date

Specials Team

Prepare
abnormal trip
calendar

Abnormal trip
calendaris sent to
each customer after
each trip has been
completed

Abnormal trip
calendar sent
t0 customer

Version: 1

¥

Process permit
application

Spl Trans Control

Spl Trans Control

]

Oversee
complete loading
process

Q Loading

complete

Spl Trans Control

Title: Abnormals Process
Author: Edwin Ramos
Date: 8/1/2023
Volume: 0.00 Per Second

Gen Mngr (s) E-mail
Permits
approved
Vehicle depart POD returned Driver arrived Transport
Brief Driver on to off-loading to Spl Transport Send completed at Namlog ) request
what route to point Oversee off- Controller final Abnormal premises Conduct debrief completed
loading Trip Calendar to with Driver
travel
customer
——X
Spl Trans Control NamLogRep NamLog Rep Specials Team

Authorization: Authorized
Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

Owner: Victor Hendriks

Diagram Version: 1
Review Date: None
F.T.E.: 0.00

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only



New Landing Page - Level 1.2.2.3.4.4.1 Version: 1

Prepare Quotation

Consultthe TRH11 doc
of the South African
Dept of Transport

By combiningthe
vehicle weight of item
with the vehicle GVM

Request for

Horse and trailer
combination

3 Quotation @ Lvega\ GVM
Quotation compiled requirements determined
received from Compilea Determine legal identified Determine the Determine the
customer quotation reqts. based on total loaded GVvM type of vehicle
the inforecd (Gross Vehicle required to
from customer Mass)
Specials Team Specials Team Specials Team Specials Team
Use the South African
Department of
Transport website &
the cpalculatorlink Vehide type
identified
Q Permit cost Complete Quotation ‘ qu;u;rg::m
Calculate the caleulated quotation on the completed Verify Insurance customer
Abnormal quotation requirements
Transport permit template with customer
costs _p

Specials Team

Specials Team

Specials Team

Title: Prepare Quotation
Author: Edwin Ramos

Date: 9/6/2023
Volume: 0.00 Per Second

Owner: Victor Hendriks
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317



New Landing Page - Level 1.2.2.3.4.4.11

m Process Permit Application

Direct Submit permit
submission of application
application directly to the
applicable Govt
Permit Office
Abnormal trip
calendar sent Complete all Spl Trans Control Permits
to customer fields onthe approved
permit
_ application
Spl Trans Control Application Zzgﬁi;‘:_‘gi;n:;t
submission relevant agent
through agent assisting with
application
Spl Trans Control
(s) E-mail
Title: Process Permit Application Owner: Victor Hendriks
Author: Edwin Ramos Authorization: Authorized Diagram Version: 1
Date: 9/6/2023 Date: 2/18/2025 Review Date: None

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00

Version: 1

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only
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Tyre faults
reported by *
OPS mngr/ Tyres stock
supv updated
Process New
Tyre Orders x
EEEE—
R
Tyre fault
identified Workshp Tech
during tyre
surveys Workshp Mngr
New tender * Vehide
contract or documents
vehicle B filed
Process vehicle
replacement purchase
—_—» X
Manager - Fleet
Senior Mngt
Monthly diesel ‘ Handover
quotation recd complete
from supplier Process Diesel
Orders
—_— ——X
Workshp Mngr
Fleet Coor

Title: Johannesburg Fleet Department

Author: Mohammed Altamush
Date: 8/31/2023
Volume: 0.00 Per Second

Khan

Johannesburg Fleet Department

¥

Tyres required

N

Process issuing

of tyres

Docs copy filed

4’X

Workshp Tech

Workshp Mngr

Business *

Copy sent via

requirement email for
ermit
Process vehicle P
P purposes
licensing X
L e —
Fleet Coor
Buyer
Driver reports. * Debrief
at Collection completed
office
Manage vehicle
e —
keys X
—_————>

4’)(

New key

Manager - Fleet

available

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Version:

Business * Tyres sent to
requirement store
Process ordering
of rethread tyres X
e — EE—
Workshp Tech
Buyer
Business * Vehicle
requirement returnedto
Process vehicle operations
services &
» maintenance .x
WS Foreman
Fleet Coor
Start of shift * Information
requirement captured
Manage fuel
e — 4’)(
Workshp Mngr

Owner: Victor Hendriks

Diagram Version: 1

Review Date: None

F.T.E.: 0.00

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only



New Landing Page - Level 1.2.2.3.5.1 Version:

m Process New Tyre Orders

Slip cancelled
Cancel the tyre
requisition slip
—X
Forward to the
correct Cost Center
‘Workshp Mngr Manager (Ops Mngr)
with the last tyre Fraxion will
replacement date & automatically
No fault vehicle mileage generate a Namlog
identified As pervehicle order number
and tyre size
Tyre faults
reported by Q Q Q
OPS Mngr/ Complete tyre Slip handed . Fault ) Approval Quotation Approved by
Supv requisition slip & over A“E“/_';"“ef identified Approve & sign complete Request Request made Receive forwarded Load tyre Vgt
» handoverto ryrssfto 'Itsml v tyre re?,u'smon quotation for quotation & quotation on
Wrkshop Mngr aults =P tyres from forward to OPS system for Mgt
supplier Mngr Lg approval
_—
Tyre fault
identified
during tyre Workshp Tech ‘Workshp Mngr Workshp Mngr Buyer Buyer Ops Mngr
surveys (s) Fraxion
Brand, size &
guantity

Y

Send order d I.vaesd b Technician Q Checks Signoff Number
elivered by : o .
number to supplier Rec.enve tyres & notified complete Sign delivery complete Issue tyre issued Tyres branded
N notify workshop Perform A Brand the tyres
supplier for o e note branding number
- technician verification
delivery checks
Buyer Buyer Workshp Tech Workshp Tech Buyer Workshp Tech
Tyres Tyres stock
Forward tyres to forwarded Riczlgteet:tr::k& updated
Namlog store P sheet
X
Buyer Store Clerk

Title: Process New Tyre Orders Owner: Victor Hendriks C Actions O Feedback

Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date: 9/30/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



New Landing Page - Level 1.2.2.3.5.2 Version:

m Process Issuing of Tyres

Old tyres must

be kept safein

case they can be
reused for

rethreading

Tyrgs Submission Assess, approve Handover qu card Fitting done Q Handover Docs filed for
required si(k}}rrnn:]tlizi ;é:ydd done job card & done Issue tyres to signed Fittyres on Handover job done Update job card stock take
fortyres hanbdoverto tyre technician vehicle card to store details on system
PN uyer clerk N 'x
Workshp Tech Workshp Mngr Buyer Workshp Tech Workshp Tech Store Clerk
(s) LMS
Title: Process Issuing of Tyres Owner: Victor Hendriks C Actions O Feedback

Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 9/30/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Business
requirement

—_——»

Rethread not
possible

New Landing Page - Level 1.2.2.3.5.3

Process Ordering of Rethread Tyres

Tyres sold/
Sell to supplier disposed
or dispose tyres
—X

Workshp Tech

tyres to be collected

Before collection, confirm the
information in the collection
book (branding number, serial
number, quantity, tyre size)
corresponds with the physical

Tyre buffing process
todetermine which
tyres are suitable for

rethreading

Version: 1

: Collection i .
Assesstyres Rethfead Update branding Information D checks o Collection Q . Tw,e,s Receive "'“’9‘09
. possible R recorded Receive signed complete identified P received
rethreading & serial number Arrange complete collection sii Identify tyres to performa invoice
condition with on collection collection by from su "er: be rethreaded from rethreading
supplier book rethreading PP withsupplier supplier
supplier
Check tyres are The rethreaded tyres
rethreaded correctly will be keptin stock as
i i spare tyres when
Waorkshp Tech rkshp Tech Buyer Buyer andif the serial tkshp Mngr Buyer pare tyres v
Fraxion will number corresponds trailers require an
automatically with the tyres on the emergency tyre
generate a Namlog collection book change
order number
Q Approval Tyres Teady Tyres Q Checks Stock sheet Q Tyres sent to
complete Send order fo‘de“‘/_e’\’/ Receive received complete Update tyres updated store
Load & process number to collection rethreaded tyres Check tyre information in send the tyres to
invoice on supplier from supplier condition & stock sheet Co. store
system information 4»)(
Buyer Buyer Buyer Workshp Tech Buyer Buyer
(s) Fraxion

Title: Process Ordering of Rethread Tyres

Author: Mohammed Altamush Khan

Date: 9/30/2023

Volume: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Owner: Victor Hendriks

Diagram Version: 1

Review Date: None

F.T.E.: 0.00

O Actions
@ Change Log
O Change Requests ® Read Only

O Feedback
O Keywords
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Process Vehicle Purchase @ [ﬁ %:]

To be done
once at the

Prior delivery, the
following are

arranged for the delearship
vehicle
« Mix Telematis

Issue
resolved

New tender (Tracking Unit and . "
‘ " Drive Cam) - Trackiny Approval oTP . Vehicle Q Fitting not
contract or File ready s ard OTP to forwarded Receive ready 2 per
vehicle Processvehicle Approve the OTP _ Department rove the Systems ler FIN & notification from specification Inform supplier
replacement wotation & * License Registration icle file . LMS ing dept supplier for Verify features for resolution
E ) forvehicle (License « Fraxion ing dep collection fitted as per OTP
approva > Discs) - Workshop « Vehicle List—
¢ Number Plates - 3
created by finance
Workshop + AVIS Fuel
+Fuel cards System
Manager - Fleet MD ger - Fleet * MIX Telematics ger- Fleet Manager - Fleet Manager- Fleet Manager - Fleet
Tracking System
Fittl The vehicle file to be
"™ filed in FIN document
store room

| - ;

Signoff Q Vehicle Q Details Branding Handover Handover
Sign vehicle complete received . loaded Conduct complete Handover vehicle done Handover all done
release note Receive vehicle Ug:;tielsvjnh:;:e bra"d'"g f_"d_tsﬂ to relevant original vehicle
at Co. branch speedfimi manager docs to FIN
relevant systems X
L "
Manager - Fleet Manager - Fleet Manager - Fleet Manager - Fleet Manager - Fleet Manager- Fleet Asecond vehicle file

to be filed in the Fleet
Managers filing store
room

Q Vehicle

documents
Store vehicle file "
filed
in Fleet Mgt
filing room
—X

Manager- Fleet

Title: Process Vehicle Purchase Owner: Victor Hendriks O Actions O Feedback

Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date: 9/30/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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m Process Vehicle Quotation & Approvals

To design load
body &request
quotation

New tender . . . . i i
Di hicl i
contract or Forward details I?SUUCI‘;O r:‘s Receive vehicle \nstruFt\o;s Forward vehicle f Deta\(\‘s d Receive vehicle QUOI?UOdn s‘ szl:is:cv:ﬂol‘:': f-Sp‘Efcs d D Meeting
vehicle & specification of orwarde purchase receive details & orwarde N receive .p inalize held
N R . ps quotation from with Group Fleet .
replacement new vehicle to instruction specifications to supplier Mngr Conduct meeting
Group Fleet Mgr vehicle supplier with supplier
Senior Mngt Manager - Fleet Manager - Fleet Manager - Fleet Manager - Fleet Manager - Fleet For filing hard
copies of documents
Cost Center Mngr relating to vehidle,

record keeping of
vehicle history

OTP- (Offer To
Purchase)

) L

(horse, load
body, etc.)

D Approval Q oTP Tyres Handover Sign off vehicle Approval D - .
done requested Receive OTP & received Handover OTP to done specification on done e ready
Verify & approve Request OTP quotation from directors for the OTP Create file for
".”.”C'? from Supplier supplier approval the new vehicle
specifications »
Senior Mngt Manager - Fleet Manager - Fleet Manager - Fleet Senior Mngt Fleet Coor

Title: Process Vehicle Quotation & Approvals Owner: Victor Hendriks O Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date: 11/7/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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Business Collect monhtly Statement
requirement R114 statement collected
from licensing
dept

e
Buyer

Title
Author
Date
Volume

Receive vehicle
COF & inform
relevant dept

Process Vehicle Licensing

»

)

COF (Certificate of
Fitness)

Depts
informed

Cash Payments to be
made to service
department

Version: 1

Fleet Coor

: Process Vehicle Licensing
: Mohammed Altamush Khan

: 9/30/2023

: 0.00 Per Second

i Approval X
) . Licenses Notify OPS Mngr  Mngr Q rocess Payment done * Testing
Identify vehicle identified ) informed P passed
i of licenses Load R114 et Make EFT/ Cash
licenses due for o complete h
: requiring statement on payment Process vehicle
renewa renewal system for roadworthy test
Fleet Coor Fleet Coor Fleet Coor FIN Mngr Fleet Coor
(s) Fraxion
Collection after 3days
of submission
. Cut out original Copy sentvia
Fill license form Szeftd ¢ Hand(‘wfr Make copies of Hagdover license disc & email for
renewal form & supmitte Complete bulk upcate Collect license compiete license discs & one send to relevant permit
i i discs & handover
submit to traffic sheet handoverto Cost Centre Mngr purposes
dept to Fleet Fleet Learner 'X
Buyer Buyer Buyer Fleet Coor Fleet Learner

Authorization: Authorized

Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

Owner: Victor Hendriks
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only
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m Process Vehicle Roadworthy Test

Fraxion will
automatically

generate a Namlog
order number Only if any

Payment Quotation Q Approval Booking Check Q Faults Testing
Request ; Send order .
done received . complete complete . complete resolved Send vehicle for passed
roadworthy Load guetation numberand Perform vehicle
. N . . N h roadworthy
testing quotation on systemfor book vehicle for pre-inspection Resolve vehicle testin,
to centre approval testing faults 8
—————P >
Fleet Coor Fleet Coor Fleet Coor Workshp Mngr Workshp Mngr Fleet Coor
(s) Fraxion
Test failed
Notification . .
received Re@\vg failure
notification from
testing center
Workshp Mngr

Title: Process Vehicle Roadworthy Test Owner: Victor Hendriks C Actions O Feedback

Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date: 11/7/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



0Odo management
reportauto generated

in LMS

Refer to Debriefing

Process in JHB Ops
Workflow

New Landing Page - Level 1.2.2.3.5.6

Process Vehicle Services & Maintainance

Asper ODO
management report

Version:

Business » System ] Vehictes Verification ) Vehicle Checks v
requirement Update daily updated identified Verify vehicles complete EDDkVEhv'dE for booked Conduct vehicle complete SE”dVTh'C;E(D
vehicle mileage Identify vehicle due for service service pre-inspection suppliertor
on system due for service service
—_—»
OPS Debriefer Dept Mngr WS Foreman WS Foreman WS Foreman Additi:{nal WS Foreman
wo
required
(s) LMs Fraxion will i
auloma{:al Iv| N
EE"E;“E 2 Zm g additional
order number work
required
Receive quote Quote Discuss Decision Forward Document ()| Approval REP?‘:S . Receive Notification Receive vehicle :’Eh‘ “’:(
. iti N rocess complete ificati i returned to
from supplier for received :/d:;‘t:g:i '\WA:'kr final estimated repair forwarded Load estimate on Cgmplets Submit purchase by suppplier notification of received & perform post Sperations
additional costs & Cont Csm'g cost to OPS the system for orderto supplier smvlltyrepfal s inspection
Mngr/Supv approval completion from checks
Mngr
‘Workshp Mngr ‘Workshp Mngr Fleet Coor Cost Center Mngr Fleet Coor WS Foreman ‘WS Foreman
(s) Fraxion

Title: Process Vehicle Services & Maintainance

Author: Mohammed Altamush Khan
Date: 9/30/2023
Volume: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

Owner

Diagram Version:

Review Date

F.T.E.

. Victor Hendriks
1

. None

- 0.00

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only
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Process Diesel Orders

Taking into account the
published diesel price by the
SAPIA (South African Petrol
Industry Associaition) and
the discounted price Grid
price offered by the

Fraxion will
automatically

supplier. generate a Namlog Payment made
48hoursin
order number
advance
M(?nthly ! Q POP
dlese:I Check System Diesel level Approval Payment forwarded
qut?;afit\on Verify quoted complete Load quotation updated Monitor diesel low complete Arrange payment arranged Make the
recdfrom ) X on the system level Process Fraxion with FIN dept payment &
supplier price against approval forward proof of
- SAPIA price
payment
Ensure diesel di
Fleet Coor Fleet Coor Fleet Coor Fleet Coor level correspond with eet Coor FIN Mngr
6) i the number of litres
as perthe supplier
Diesel takes three delivery slip
days to arrive
Delivery D Diesel * Diesel Q Checks System Handover
Send order arranged received offloaded complete Load invoice on updated Handover docs to done
numberS}POP to feceive diesel Conduct diesel perform fuel remote FIN
supplier tests receiving checks system
—X
Fleet Coor Workshp Mngr Workshp Mngr Fleet Coor Fleet Coor Fleet Coor

Title: Process Diesel Orders
Author: Mohammed Altamush Khan
Date: 9/30/2023
Volume: 0.00 Per Second

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only

Owner: Victor Hendriks
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317



Title
Author

Date:

Volume

Diesel received Cor\dum mar)ua\ Test Passed Z?ei:\”gizrte; c()cnizﬁ-:ie perfrom diesel Ogcgzzled
d\eset\er::ahty check level of offload
diesel
—————» —_—
Workshp Mngr Workshp Mngr Workshp Mngr
Test failed Test passed
Send diesel Sample sent Recei Test failed Notify supplier T’”E::::(::e‘i
sample to lab for resir;‘:i::s\;b of diesel
further testing rejection
—
Workshp Mngr Workshp Mngr Workshp Mngr
: Conduct Diesel Tests Owner: Victor Hendriks O Actions O Feedback
: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
10/31/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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Conduct Diesel Tests

Version:
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Manage Vehide KEVS If original key, leave the key in @ [ﬁ eg
the key truck/ vehicle ignition.

If spare key, hand over the key
to Collection Clerk/ Manager

Dr'\verrep-orIS Driver C.inﬂrm t?i\e‘ ‘ ot Proceed with Driver arrives Q Truck/ vehicle Debrief
at Collection . proceeds to vehicle keyisin ey available it depot parked/ Report to the completed
A Assign truck/ - cle X delivery/ p tto p
office N X assigned the ignition of X . standby debriefing
vehicle to driver truck/ vehicle the truck / collection as per Switch off the station
vehicle instructions truck / vehicle
—_— —» —»X
- - - Who was the last 5 -
CollClerk Driver Driver driverto drive the Driver Driver
=0 truck / vehicle
ol Mngr - Did the drivergo
Key Keyfound home with the key? Spare key
unavailable issued
Escalate the
¢ Issue Q Key not found Request a spare Spare key Spare key
issue to escalated requested Issue the spare available
N N key from N Issue the spare
Collection Clerk/ Investigate what N key to Collection .
National Fleet key to driver
Manager to happened to the Manager Clerk / Manager
investigate key B »
Driver Coll Clerk Coll Clerk Manager - Fleet Coll Clerk
Coll Mngr Coll Mngr *If the key is not Coll Mngr
found aftera full
investigation
Q Key confirmed New key
lost Initiate key available
Reportkey as replacement
lost to National process
Fleet Manager » ’X
Coll Mngr Manager - Fleet

Title: Manage Vehicle Keys Owner: Victor Hendriks C Actions O Feedback

Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date: 8/4/2024 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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Before refuelling, record:
Fuel Management (Dreamworx) | -Vehice reistration nurber @ [ﬁ F:j
- lime

- Odometer reading

- Driver's name

- Opening pump reading
After refuelling, record:

- Closing pump reading

- Litres

- Signature (pump attendant)
- Pump Attendant's name

On the "Depot - Daily
Diesel Capture
Sheet" for both tanks

*Atthe end of
the shift

*Before the start of
the shift the next day

- 0

Start of shift . Start of shift Q Vehicle Q Refueling Q End of shift Q Hand-over
. Perform dip level dip reading arrives at the dip reading
requirement completed . complete

measurements completed Record the day, bowser for Complete the Perform dip level completed Hand over the

on the small & Y refuelling "Depot - Daily measurements & previous day

date and opening h " .
large tank n ~ Diesel Capture complete the Depot- Daily
» dip reading "
Sheet
Pump Attendant Pump Attendant Pump Attendant Pump Attendant Pump Attendant
| *As per current |
distribution list
i i Report " i Information

‘Venfv tbe Report verifed ‘ Ver\fv-the p! Q Email sent Login to p

information information on approved Scan & email the Dreamworx to capture:

recorded & thg ”Depot— "Depot - Daily ‘ captute the

complete the Daily Diesel Diesel Capture information from

—» —»X
Workshp Buyer Workshp Mngr Workshp Buyer Workshp Buyer
(s) Dreamworx

Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 8/4/2024 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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m Hub & Linehaul Department

Cargo ready * Customer to Vre:;;Leé/‘tJ;:ldle ‘ Copy of load Cargo ready ; Load dosed . S.pill ‘ Report
for loading re-pack . job printed for receiving |m:|.dent/ forwarded
securely as forlinehaul Process create Process receivin, accident Process
Process Loading advised load ) 3 occurred incident/acciden
load linehaul load .
- » Ve N v tspillage cleanup 4»)(
S e S >
Driver Ops Mngr Rec Clerk Driver
0Ops Mngr (s) LMS (5) LMS Direct Manager
Ops Supvr
Freight ready * Report Incident * . mc't‘_je':_t Business * Report
for loading printed occured mve;iitmn requirement forwarded
Process cross - r .
border on-load Process incident forwarded Process freight
scannin, report on floor report
_— ing — — » >4 —»
Ops Mngr Direct Manager Ops Mngr
(s) LMS (s) LMS

Title: Hub & Linehaul Department Owner: Victor Hendriks C Actions O Feedback

Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date: 8/31/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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m process Loading
Customer must mark components

with a destination, order number
and waybill number.
Drivers must ensure when
loading items that everything has
been clearly marked by the client
orsupplier before loading

I |

Customer to
(f;arg‘o ,;adv Q Load not Photos taken g thzs u Contact the Advise taken Discuss re-pack
orloading secure Take photos of Forward photos orwarde supervisor/ ackaging with securely as
Checkload is the items to supv/mngr manager for P ging advised
) customer
properly secured advise
4, 4“
Driver Driver Driver Driver Ops Mngr
Refer to Ops Supvr
Cargo ready Securing Cargo
for freight Wi

lEJ Q Cargo

Cargo loaded secured

Load the cargo on
the truck Secure the cargo
on the truck

Driver Driver

Title: Process Loading Owner: Victor Hendriks C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date: 10/29/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



New Landing Page -

Process Creating Load

Level 1.2.2.3.6.9

Version:

- Driver name
- Vehicle registration
- Open first load
- Trailer details (if applicable)
- Opening odometer readings

Load details: - Capture odometer reading
- Route "
. - Opensecondary load (if
- Courier applicable)
- Service PP
-Zone

R |

Vehicle/traile i ) . Q i
rscheduled Login done Selection Selection Details Details
: i d d dated dated
for linehaul Login to the Select manifest one Select create one Se\e.ctthed update Complete driver update
load system new load service an and vehicle
update the load details
details
4,
QOps Mngr Ops Mngr Ops Mngr QOps Mngr Ops Mngr
(s) LMS (s) LMS (s) LS (s) LMS (s) LMSs
Save Copy of load
Select nextand complete Select print job printed
save
—X
Ops Mngr Ops Mngr
(s) LMS (s) LMS

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only

Owner: Victor Hendriks
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Title: Process Creating Load
Author: Mohammed Altamush Khan
Date: 10/29/2023
Volume: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317



Incident Q incident
occured Report full reported Receive incident
details of the report and
incident to investigate
_p manager
Employee Direct Manager

Title: Process Incident Reports
Author: Mohammed Altamush Khan

Date: 10/29/2023
Volume: 0.00 Per Second

e

New Landing Page - Level 1.2.2.3.6.10

- Subsequent investigations should include root cause analysis
and can include the following parties:
* Employee involved
* Investigator appointed by the employer (Direct Line Manager)
* Health and safety representative for the area, if applicable
* Representative of the client site, if applicable
- Where an incident or injury is required to be reported to the
authorities, the following documents will be required:
* Employers report of an accident
» Complete vehicle accident and claim form
+ Sworn/confirmed statement by employee
+ Affidavit by employee (vehicle accident/assault)
* SAPS case number
- If the employee requires medical attention the following forms
need to be given to the employee to take to the hospital/doctor
along with the employers report of an accident:
* First medical report
o Final/progress report
» Certified copy of identification document

investigation

complete

Update the
incident
investigation

Authorization: Authorized

Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

form

To be done in
conjunction with

employee and ensure
details are captured as

much as possible

Form updated

Version: 1

Direct Manager

Forward the
report to AEand
relevant
managers

Incident
investigation
report
forwarded

4’){

Direct Manager

Owner: Victor Hendriks

Diagram Version: 1
Review Date: None
F.T.E.: 0.00

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only
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m Process Receiving Linehaul Load

Cargo ready . Selection . Checks Selection Selection
for receiving Login done done Debrief |oad by complete done done
Login to the Select linehaul checkingthe gty Select load Select receive Login to PDA
system debrief section of parcels on details load section scan LMS
load
B —
Rec Clerk Rec Clerk Rec Clerk Rec Clerk Rec Clerk Rec Clerk
(s) LMS (s) LMS (5) LMS (s) LMS (s) LMS
. LMS will show
File ef
PDA will show valid load has been
scan closed
Load number Selection : . No miss scans Update driver
Enter the load entered done Q Scans applied Extract variance identified name and Data updated Q Load closed
number on PDA select offload report and vehide
Apply scans on
scan LMS on PDA scan LMS Pply peﬁgrmfcans odometer Select save
parcels validation .
reading x
L
Rec Clerk RecClerk RecClerk Rec Clerk Rec Clerk Rec Clerk
(s) Vs (s) LS (s) LMS
Miss scans
identified
Perform
investigation
and re-scan
missed parcels
Rec Clerk

Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 10/29/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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* Wear the correct PPE
* Shut down any potential sources of heat or ignition

* Barricade the area and ensure that all bystanders and
traffic stay away as far as possible from the incident /
Procg accident scene @ T ea
* Make sure thatanyone whois lightly injured is remoya. U
from the incident / accident scene - Location

* Make sure that anyone who s critically injured is| - Vehicle registration numbers (Namlog
stabilized at the incident / accident scene as bestag  own vehicles and third party vehicles)

possible - Injuries
* Apply contents of spill kit toclean upincident / - Contents spilled
accident scene - Driver details

- Date and time of incident / accident
- Description of the incident / accident

I |

Spill Initial Q Spill Q Incident/ X Service
incident/accid Assess the risk assessment addressed Report th accident fAssessthe ; Action taken Contact svs provider
epo e information an
ent occured and impacts due done Address the 'ms'\dent/ reported contact provider for contacted
to the spill spillage incident/ accident to direct cleanup
accident emergency svs
_—» manager —
Driver Driver Driver Direct Manager Direct Manager
Investigation Forward the Report
Conduct complete investigation forwarded
investigation report fo AE &
B relevant Mngr

4%

Direct Manager Direct Manager

Title: Process Incident/Accident Spillage Cleanup Owner: Victor Hendriks C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 10/29/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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Process Freight on Floor Report

Version: 1

@

The freight on floor report must

containthe following:
- Waybill number, billing
customer, waybill billing

customer, profit center, waybill

date, floor status and reasons

why freight is on the floor to be

added manually on the comments

on LMS
Business Selection Selection Selection Report Q Report
. i Login done Select Select relevant ;
requirement Login tothe Select reports done operational done Select stock on done date and branch retreived generated
system floor report 3 Select generate
reports toretrieve report report
EEE— O EEE— >
Ops Mngr Ops Mngr Ops Mngr Ops Mngr OpsMngr Ops Mngr
(s) LMS (s) LVS On the report, separate \MS (s) LMS (s) LMS. (s) LMS
waybill and freight
information per
warehouse allocation
Report saved Q Filt?r Format and print Report Validate report Validation Forward the Report
Save the report applied 0'::3 an ft“” printed vs actual freight complete reportto forwarded
Filter the report © repo on floor branches
O EEE— » X
Ops Mngr Ops Mngr Ops Mngr Ops Mngr Ops Mngr
(s) LMS

Title: Process Freight on Floor Report
Author: Mohammed Altamush Khan
Date: 10/29/2023
Volume: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Owner: Victor Hendriks

Diagram Version: 1
Review Date: None

F.T.E.: 0.00

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only
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Assoonasthe load is
opened for the
respective
destination, the on-
load process can start

Only freight that has
received aloading
copy from the clearing
department, is
qualified to be loaded

Process Cross Border|

Version: 1

Freight i i idati
readyfor Login done Selection New load Q CO_F’V ) Freight Validate quantity Validation
. done created received Move freight to moved . complete
loading Login to the } ive loadi on loading copy
Select manifest Receive loading cross border >
system Select create . vs physical
copy from dispatch bay B
new load . freight
clearing
R
Ops Mngr Ops Mngr Ops Mngr Ops Mngr 0Ops Mngr Ops Mngr
() LMS (s) LMS (s) LMS
Scans No variance Freight Report
let identified loaded inted
Scan the freight complete Check for \centilie Load freight on oade Printonload printe
using PDA variance line haul vehicle variance report
—X
Ops Mngr Ops Mngr Ops Mngr Ops Mngr
Issues

Title
Author

Date:

Volume

resolved ‘

eg. miss-route

Q Matter
escalated
Escalate todirect
Investigate and manager
resolve issues
Direct Manager Ops Mngr

: Process Cross Border On-Load Scanning
: Mohammed Altamush Khan
10/29/2023

: 0.00 Per Second

Authorization: Authorized

Cost Per Second: $ ,3.5,E-0317

Owner: Victor Hendriks
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Date: 2/18/2025

O Actions
@ Change Log
O Change Requests ® Read Only

O Feedback
O Keywords



Waybil ‘ Handover
hardcopies done
received
Process Data
Capture
B X
Data Capturer
(s) LMS
Collection ¥ Debriefing
scheduled conducted on
. arrival
Process driver
collection
——> N
Ops Mngr
Driver
Lcta ding ; Handover
copies revd done
from clearing
dept Process Lesotho
shipments
R Y
Ops Mngr
Ops Team Lead
Parcels ready ‘ Losd dosed

for offloading

Process PDA

offload scanning-

Linehaul

X

Admin- OPS

Title: Johannesburg Operations
Author: Mohammed Altamush Khan
Date: 8/31/2023

Volume: 0.00 Per Second

New Landing Page

Johannesburg Operations

- Level 1.2.2.3.7

Version: 1

Labels handed ¥ Data capturer Labels handed : 4 Data capturer Labels handed L 4 Data capturer
over by data notified over by data notified over by data notified
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thatbe delivered & delivery
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reaches min. Reguesta
level quotation from
the diesel
—_—» supplier
Ops Mngr

Q Delivery Note

Sign supplier
delivery note for
diesel received

Ensure the no. of liters of
diesel transferred from the
delivery bowser correspond

with the no. of liters indicated
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I |

Q Information Update the Information
Call received Obtain collection obtained information of updated on PEWUV’:_SHVE & collecti
from customer h . collection on the the system contirm orection
information from collection confirmed
system
customer
e —»X
Acct Exec- Adm Acct Exec- Adm Acct Exec- Adm
(s) LMS (s) LMS
Owner: Louis Ungerer C Actions O Feedback

Title: Process Collection Requests Received By Call
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 7/20/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Email
received from
customer

New Landing Page - Level 1.2.2.5.1.2.2.3

Process Collection Request Received By Email
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Process Quotes

Version: 1

Service N Service "
T A Colectonie i | ¥ Colecionie
customer customer Process client
Process FIL quotes (rate
(adhoc services) X ) based client) 4>X
CSC Mngr CSC Admin
(3rd party service
provider)
SerViCG ; Q Collection/del
required by ivery arranged
customer Process 3rd
party quotes
=N X
CSC Admin
Title: Process Quotes Owner: Louis Ungerer O Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 5/24/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only

Volume: 0.00 Per Second

Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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required by
customer

—
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Vehicle type
identified

Process Full Truck Load (Adhoc Services)

published FTLrates on

»

Submit quote to
customer

Quote as per

share folder

Quote
accepted

Update data on
system

CSC Mngr

Title: Process Full Truck Load (Adhoc Services)
Author: Mohammed Altamush Khan

Date: 5/23/2023
Volume: 0.00 Per Second

CSC Mngr

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

System
updated

Version: 1

Arrange truck

availability, time for
placement of truck etc

CSC Mngr

Review Date: None
F.T.E: 0.00

Q Collection/deli
very arranged
Arrange logistics
with operations
department
— X
CSC Mngr

Owner: Louis Ungerer
Diagram Version: 1

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only
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m Process Client Quotes (Rate Based Client)

Serv'\ce Quote Collection/deli
required by Book collection very arranged

customer or confirm
delivery

Complete quote accepted
on the system

e
e

(s) Lvs (s) LMS
Title: Process Client Quotes (Rate Based Client) Owner: Louis Ungerer
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1
Date: 5/23/2023 Date: 2/18/2025 Review Date: None

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00

Version: 1

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only
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Title: Process 3rd Party Quotes (Use of 3rd Party Service Provider)

Receive quote
from 3rd party

CSC Admin

(s) LMS

Quotes
received

New Landing Page - Level 1.2.2.5.2.4.4.3

Process 3rd Party Quotes (Use of 3rd Party Service Provider)

Add gross

percentage

markup on
quote

Author: Mohammed Altamush Khan

Date: 5/23/2023

Volume: 0.00 Per Second

Quote
updated

CSC Admin

(s) LMS

Version:

Update quote on usgstaigi jli]:nr:.‘ftoqr‘.:z\tﬁetz ac?:::d Co nfLr;nn:J’vzh 3rd S‘e‘(‘j?r{::;
system & approval customer
>l\<
CSC Admin CSC Admin CSC Admin
(s) LMS (s) LMS (s) LMS
Owner: Louis Ungerer C Actions O Feedback
Diagram Version: 1 @ Change Log O Keywords

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Review Date: None
F.T.E: 0.00
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m Process Revenue Monitoring

:ﬂ&r:j:j(\);\?dg Extract client Rse\:?r:;gszs Validate accuracy Data validated d \f:;;etZd
waybill activity of datavs actual r:?e:f:‘: ::n?:r
report invoice
- » I E—
CSC Mngr CSC Mngr CSC Mngr
(s) LS (s) TEAMS
Decline Investigation Action plan
Analyze revenue identified Investigate drop complete Notify client of deployed
trends inrevenue reviewed rates
., X
CSC Mngr CSC Mngr CSC Mngr
Title: Process Revenue Monitoring Owner: Louis Ungerer C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 5/24/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
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ZAF - Commercial

SINSU

Project Maps & Project
Business * completed- Business * Solutions documents to * Submission Business * completed-
requirement business as requirement implemented be uploaded Process IS0 done requirement business as
1 P dh GUIDE |
Process adhoc usua rocess achoc on readiness usua
resumed task- data . - Process tenders resumed
task- Projects analysis implementation
4»( _— —_—» e — —_—P> —
—_———» \ 4’)( (Temp Process) X X
GM:Comm'l Bus Solut Mngr GM:Comm'l GM:Comm'l
Contractual AEinformed
B obligations .
Business * Submission Ust of * Submission Rental * fulfilled Business * to rtewew
requirement complete documents complete agreements requirement customer
Process customer ready Process record due for Process rental Process 3rd party rates
contract keeping of corp review agreements and >X subcontractor
renewals x governance docs X leased property rates 4»(
e — » N ——® —_— »>
—X X
owﬁd Supplier
comp eted- contacted for
GM:Comm'l GM:Comm'| GM:Comm'l business as GM:Comm'| rate
re‘:l\::elxd adjustment
negotiation
Terms &
Potential diti £ Supplier/ 3rd
contracts with ‘ Submission conditions of * Submission New vendor ‘ Application Business *
terms and Process complete potential complete to be engaged approved requirement Process annual ~ party
o ! contracts Process Process new . informed
conditions screening of ived - review of 3rd
. receives screening of vendor
received contractual credit application application party rates
_—» B — R — < L T — . B — i I — e >
agreements X P a8 PP o8 evaluation X
GM:Comm'l GM:Comm'| Branch/ Dept Branch/ Dept

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only

Owner: Rianto Trigonnick Van Reenen
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Title: ZAF - Commercial

Author: Mohammed Altamush Khan
Date: 9/18/2023

Volume: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317
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m Process Adhoc Task - Projects

Discuss:
- Requirements
- Timing Plan (Priority)
- Objectives and
deliverables

Business Q . i Actions Project
requirement Conduct meeting Meeting held Create project Planready Conduct meeting Meeting held Implement and complete Update snag list ccw!pletedr

with department plan with with department action items as & actionto business as

& finali deliverables and present plan per project plan completion usual resumed
inalize scope

B of work S
GM:Comm'| GM:Comm'| GM:Comm'| Branch/ Dept Branch/ Dept
Title: Process Adhoc Task - Projects Owner: Rianto Trigonnick Van Reenen O Actions O Feedback

Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 9/17/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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Discuss:
- Requirements
- Timing Plan (Priority)
- Objectives and
deliverables
- Data for analysis

Process Adhoc Task - Data Analysis

Amendments
done
Make
amendments to
solution
Bus Solut Mngr
Amendments
required

No
amendments
required

.y

Distribute to
internal
department for
implementation

Distribution
done

. Potential i
Business = Meeting held Conduct data solutions C‘_’”hd:‘m meeting
requirement Conduct meeting analysis & create identified with department
with department aworking andpres-ent
& finalize scope document pcteri\tla\
- of work solutions
Bus Solut Mngr Bus Solut Mngr Bus Solut Mngr

Title: Process Adhoc Task - Data Analysis
Author: Mohammed Altamush Khan Authorization: Authorized
Date: 9/17/2023 Date: 2/18/2025
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317

Owner: Rianto Trigonnick Van Reenen
Diagram Version: 1

Bus Solut Mngr

Review Date: None

F.T.E.. 0.00

Implement
solution

Branch/ Dept

O Actions
@ Change Log

— »

Version:

O Feedback
O Keywords
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Process I1SO Readiness Implementation (Temporary)

Maps &
documents to be
uploaded on
GUIDE

-

: Process ISO Readiness Implementation (Temporary)
: Mohammed Altamush Khan

1 9/17/2023
: 0.00 Per Second

draftol t read \ g g Dept documents
Create draft plan Draft ready . Plan ready Conduct meeting & workflow
for departments C(?tnhd:m m:etmf with relevant finalized Create workflow
indicating target w ‘ep‘a men HOD & on MS document
and finalize plan
dates employees
GM:Comm'| GM:Comm'l GM:Comm'l GM:Comm'l
Workflow
created
Ch
requ(?:tge%sby R:‘v'\ew \fvork N;;’E Ejs Submit the Submission done
QRM owwith workflow/docum
relevant HOD & ents to QRMfor Link to QRM
employees GUIDE upload »@ GUIDE process
N
GM:Comm'| GM:Comm'|
Changes
identified
Review and Changes done
make necessary
changes
GM:Comm'|
Owner: Rianto Trigonnick Van Reenen O Actions O Feedback
Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

Version:

Review Date: None
F.T.E.: 0.00
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Process Tenders

Draw up preliminary

Version:

- Confirm official tender participation to

Analysis
complete

L Tender not .
tender timing plan to customer as per tender specification
accepted- . - .
meet tender inform - Submit corporate documents (if required)
submission deadline - Adhere to tender project timing plan
customer of
non-
participation
Ten.derd\:fo scope finalized Meeting Tender D Documents
received from i .
Analyze scope of P Schedule scheduled Conduct meeting accepted Submit submitted Perform
current/ new N . tofinalize tender .
work meeting with o documents to analytical work
customer - decision ) -
senior mngt confirm official
within 48 hrs acceptance
GM:Comm'l GM:Comm'l Top Mngt GM:Comm'l Bus Solut Mngr
Bus Solut Mngr Bus Solut Mngr
Ind Engr Ind Engr
Prepare Document Meeting a Changes
Schedule Conduct meeting A Update done
propo‘sed ready meeting with scheduled toreview cost & required Update mquSEd Update costing as
operational s N OPS solution as .
. senior operational . per mngt input
solution N per mngt input
management solution
document
GM:Comm'l GM:Comm'l Top Mngt GM:Comm'l Bus Solut Mngr
Bus Solut Mngr Bus Solut Mngr
— e No change
Ind Engr IE] L ERE required Based on senior mngt ‘

Title: Process Tenders

Author: Mohammed Altamush Khan

Date: 9/17/2023
Volume: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

Q Tender

Bus Solut Mngr

Ind Engr

input

Make changes to submitted
Co profile and
OPS solution
documents »x
GM:Comm'l

Owner: Rianto Trigonnick Van Reenen
Diagram Version: 1

Review Date: None

F.T.E.. 0.00

O Actions

@ Change Log

Costing
updated

O Feedback
O Keywords

O Change Requests ® Read Only
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m Process Customer Contracts Renewals

Intentions: Contract

renewal with
addendum
Contract renewal with
RFP Contract
Contract termination termination
-Customer name requested
-Contract renewal
date i
Business Q Customers Q Customer Renewal with Approval Submission
requirement Conduct review identified Contact informed Receive contract RFP requested Submit for MD complete Submit to complete
decision from
of master data customerand approval customer
for customers establish customer
R contracts —Px
GM:Comm'l GM:Comm'l GM:Comm'l GM:Comm'l GM:Comm'l
Renewal with
RFP requested

®

Link to

Process

Tenders

Title: Process Customer Contracts Renewals Owner: Rianto Trigonnick Van Reenen O Actions O Feedback

Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 9/17/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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Monitor expiry
dates of the
documents
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Process Record Keeping of Corporate Governance Documents

6o

List of documents
must contain expiry
and specific
functionality of the
document

Addition of new
documents
required

GM:Comm'l

Title: Process Record Keeping of Corporate Governance Documents

Author: Mohammed Altamush Khan

Date: 9/17/2023
Volume: 0.00 Per Second

Cost Per Second: $ ,3.5,E-0317

Initiate request
fornew
documents from
relevant dept

Documents
received

Update
applicable share
folder

GM:Comm'l

Authorization: Authorized
Date: 2/18/2025

Update done

Version: 1

GM:Comm'l

Owner: Rianto Trigonnick Van Reenen

Diagram Version: 1

Review Date: None
F.T.E.: 0.00

Submit Submission
documents to complete
customers upon
request
q —bx
GM:Comm'l
O Actions O Feedback
@ Change Log O Keywords
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Rental agreements
due for review
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Process- Management of Rental Agreements & Leased Property

Monitor master
data with lease
agreement

renewal dates

Referto clausesin
agreement:
-Escalation date

-Escalation
percentage

Perform
termination of
the agreement

Contractual
obligations
fulfilled

GM:Comm'l

Termination
agreed

GM:Comm'l

Negotiate with
landlord on
monthly
escalation %tage

—’X

GM:Comm'l

: Process- Management of Rental Agreements & Leased Prope...

: Mohammed Altamush Khan

: 9/17/2023

: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

Owner: Rianto Trigonnick Van Reenen
Diagram Version: 1

Review Date: None
F.T.E.: 0.00

Version:

O Actions

@ Change Log

Rental agreement Contact landlord Terms and
requires regarding Renewal agreed Request conditions Review and Review complete
extension/termina agreement r;r::\\‘ ;ﬂi ;vnrls received C:;fgrlangcereaa::
tion " i
ex‘fenswgn/rermw and conditions clauses
nation
GM:Comm'l GM:Comm'l GM:Comm'l
Only if required
Negotiation Submit new Approval Forward rental signedoff copy Forward signed
complete lease/agreemen complete agreement to received copy to MD
tfor MD landlord for assistant for >X
approval signoff filing
——X
GM:Comm'l GM:Comm'l GM:Comm'l

O Feedback
O Keywords

1

O Change Requests ® Read Only
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Process 3rd Party Subcontractor Rates - Profit & Loss Analysis

SINSU

-Monitor 3rd party rate
escalation dates
-Add additional 3rd party rates
asand when received
-Compare rateswith other 3rd

parties
i Monthl! -
Buf;mess . Initiate request Rates received Q List updated Initiate request insg'\ce\; Submit monthly Sme'TS‘ton Compile report
requirement for rates from all for monthly received invoices from complete and validate
3rd party Compile master invoices from 3rd party to Bus billing per
subcontractors data list 3rd parties Solution Mgr waybill delivery
N
-Confirm GP% per
GM:Comm'l delivered waybill GM:Comm'l GM:Comm'l Acct Bxec Bus Solut Mngr
-Confirm SMSA
customer billing
accuracy perwayhill Validation
delivery complete
AEinformed to
Q Wavkill review customer
] aybills ;
Review done . ) o Establish rates
Review 3rd party \den;\fvg‘on identified customer or
rates against pro ‘T;” N supplier rate —’X
SMSA customer waybills issue
billing
—»X
Supplier
contacted for
Bus Solut Mngr Bus Solut Mngr Bus Solut Mngr rate adjustment
negotiation
Acct Exec
Title: Process 3rd Party Subcontractor Rates - Profit & Loss Analysis Owner: Rianto Trigonnick Van Reenen O Actions O Feedback

Author
Date
Volume

: Mohammed Altamush Khan

: 9/17/2023

: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Diagram Version:

Review Date:

F.T.E.

1
None
0.00

@ Change Log

O Keywords

O Change Requests ® Read Only



Potential
contracts with
terms &
conditions
received
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Process Screening of Contractual Agreements

-Lease agreements
-Customer contracts
-Any other contracts
excluding supplier
agreements

. No concerns Conduct final Signoff b Contract
Q Review held Identify identified discussion and complete Sltlbm\ttccntract submitted
Conduct review comments/ signoff o‘cu:”or:;r/
of contractual concerns contractual z;p;,‘re(
agreements agreement ,X
GM:Comm'l GM:Comm'l GM:Comm'| GM:Comm!|
MD
Comments/ Customer
concerns willing to
identified proceed
Notes Matter Submission
Compile all compiled Conduct finalized Submit response complete
comments & discussion with
to sender
concerns MD
X
GM:Comm'l GM:Comm'| GM:Comm'l
Owner: Rianto Trigonnick Van Reenen O Actions O Feedback

Version:

Title: Process Screening of Contractual Agreements
Author: Mohammed Altamush Khan

Date: 9/17/2023
Volume: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

Diagram Version: 1

Review Date: None
F.T.E.: 0.00
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1
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Process Screening of Credit Application

-Credit application

-Supplier contract

-Tender agreement
proposal

Terms & Q
conditions of . No concerns Conduct final Signoff Application
potential Review held Identify identified discussion and complete Submit credit submitted
contracts Conduct review comments/ signoff credit application to
received of contractual concerns application supplier
» agreements ;(
GM:Comm'| GM:Comm'| GM:Comm'l GM:Comm'|
CFO
Comments/ Customer
concerns willing to
identified proceed
Submissi
Compile all Notes compiled Conduct Matter finalized ubmission
. . . Submit response complete
comments & discussion with
to sender
concemns CFO
X
GM:Comm'l GM:Comm'l GM:Comm'l

Version:

. Process Screening of Credit Application
: Mohammed Altamush Khan

: 9/17/2023

: 0.00 Per Second

Cost Per Second: $ ,3.5,E-0317

Authorization: Authorized
Date: 2/18/2025

Diagram Version: 1

Review Date:

F.T.E.. 0.00

None

@ Change Log

O Keywords

1
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m Process New Vendor Application

- BEE Certificate (if applicable)
- New Vendors Credit application (if
applicable)
- Proof of New Vendor company
registration documents
- Official Letter from Banking Institution
confirming New Vendor bank details

New vendor Complete and Document Q Documents Submit Submission Perform review Request Approval Application
to be engaged signoff new ready Load new uploaded a chjatr‘\v!nfcr done and approval of approved Approve the done Approve the approved
vendor vendor PP | request on application application
application docs application docs approva system
4’ 4’ onthe system 4’ 4’ X
Branch/ Dept Branch/ Dept Branch/ Dept FIN Mngr GM:Comm'| CFO
(s) Fraxion (s) Fraxion (s) Fraxion
Changes made Request to be
rejected
Request Update
Make the rejected comments on
necessary the system and
changes reject the
request
Branch/ Dept FIN Mngr
(s) Fraxion
Title: Process New Vendor Application Owner: Rianto Trigonnick Van Reenen O Actions O Feedback

Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 9/17/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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Process Annual Review of 3rd Party Rates Evaluation

Notification for
annual rate
increase rec'd
from supplier/ 3rd

Title

party
Business Rate increase Acceptance
perform annual Review complete Conduct rates ; confirmed to 3rd
requirement " o . accepted Sign agreement ;
review of 3rd negotiation with and submit party/ supplier
party/ supplier 3rd party/ confirmation
rates suppliers x
e
Branch/ Dept Branch/ Dept Branch/ Dept
Rate increase
rejected
Supplier/ 3rd
Inform supplier/ party informed
3rd part of non
acceptance
—— X
Supplier/ 3rd
party willing to
proceed

: Process Annual Review of 3rd Party Rates Evaluation

Branch/ Dept

Owner: Rianto Trigonnick Van Reenen

O Actions O Feedback

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

@ Change Log O Keywords
O Change Requests ® Read Only

Author: Mohammed Altamush Khan
Date: 9/17/2023
Volume: 0.00 Per Second

Diagram Version: 1
Review Date: None
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In-House: Astec

Version:

Parts placed in ‘ Driver Driver arrives ‘ Delivery Astecrequest ‘ Cargo
picking staging proceeds to at customer completed forspecial delivered
area Dispatch dealer location receiving area delivery Local Special
Delivery ;
Process - » X » Delivery .X
In-Hse MgrAST In-Hse MgrAST In-Hse Mgr AST
Astecrequest * Deliver cargo Abnormal ‘ Cargo Monthly billing ‘ Billing Report
special Namibi to SLI delivery Ab | delivered cyde & Invoices
delivery amiola request norma Menthly Billing rec'd by Astec
Spedial Delivery/
—_————> i N —_—» i _  » Report L »
Delivery Collection 4}){
In-Hse Mgr AST In-Hse Mgr AST In-Hse Mgr AST
PODs filed
Month-end ‘ Report Daily quality ‘ Delivery query ‘ Delivery query
billing Monthly presented checks from Astec closed
POD .
Master Data M " 4* Delivery Query
_p Report  I— ’X R — » anagemen’ x
X
PODs scanned
image
In-Hse Mgr AST In-Hse MgrAST available In-Hse Mgr AST

Title: In-House: Astec

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only
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Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Authorization: Authorized
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Details:
Dispatch Process - Date of requesting pallets / crate
- Date of receipt of pallets / crate
SPmeasure parts & - Date of items dispatched

send measurements - Dimensions of packaging * Create & print Astec
to Prolog facility to - Type of packaging waybill
build crates / pallets - Prolog Irllvolcl.e number * Place Astec waybill
forthe parts - Prologinvoice value note on the crate /
pallet
# Tl#re are two types of
Parts placed in Q Crates / pallets Confirm Weight & Q Updates deliveries
picking staging Advise SP delivered to weights & Dimensions. Update Astec complete Move crate / - Dedicated delivery:
area which parts to Astec dimensions of confirmed SP's pallets to Delivery direct to
be packed, the crates / spreadsheet dispatch customer
staging areas - Overnight delivery:
Delivery to Namlog
Brentwood park for
distribution via
Checker Checker Checker Checker consolidation networks
to customer
- Namlog delivery note
- Astec wayhill
- Load manifest
Creats Delivery note perf PDA Itemloaded into Q Item ready for Q Driver proceeds
Nrea‘ € ready © or‘md vehide Hand over all delivery to dealer
Namiog onloa consignment Depart for location
Delivery Note senning documents to delivery
driver »
Checker Checker Checker Driver
(s) LMS

Title: Dispatch Process
Author: Edwin Ramos

Date: 11/9/2023
Volume: 0.00 Per Second

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only

Owner: Louis Ungerer
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317
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customer
receiving area
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Large packages are
offloaded by
customer using

forklift

Q Off-loading &

scanning
Offload small complete
packages whilst
scanning
Driver

Title: Delivery
Author: Edwin Ramos
Date: 11/9/2023
Volume: 0.00 Per Second

Cost Per Second: $ ,3.5,E-0317

Hand in Astec
waybill & Namlog
delivery notes to

customer for

signature

Delivery

Ready for
verification

Verify parts
quality &
quantity together

Driver

Authorization: Authorized
Date: 2/18/2025

Discrepancy identified,
customer endorses
waybill & delivery note

with customer

\

6

Against Astec
aybill & Namlog
delivery notes

No discrepancy,
Customersigns
on wayhill &
delivery note

Version: 1

Driver

Returns to Astec

In-house & hand-

in documents

Delivery
completed

o

Driver

Owner: Louis Ungerer

Diagram Version: 1

Review Date: None
F.T.E.: 0.00
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Create collection
request
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New Landing Page - Level 1.2.2.8.1.3 Version: 1

- Ente:
- Disp

- Wei

Syste

¢

r vehicle type
atch location Astec

- Contact person at Astec
- Delivery location

ghts and dimensions

ms generated collection

reference number
automatically created in LMS

Request created

Local Special Delivery

Request vehicle
based on weight
&dimensions

In-Hse Admin AST

Vehicle Vehicle Vehicle arrived
available dispatched at Astec Capture all
Dispatch vehide Proceeds to Astec required details
to Astec for collection on Astec Adhoc

breakdown report

(s) VS - Loa

note
- Ast

I |
.

Hand overall
consignment
documents to the

d manifest

- Namlog delivery

ecwaybill

Paperwork
handed-over

driver

In-Hse Admin AST

Title: Local Special Delivery

Author
Date: 11/9/2023
Volume

: Edwin Ramos

: 0.00 Per Second

In-Hse Admin AST Spl Trans Control Driver In-Hse Admin AST
Reaf“ for Driver enroute . Cargo delivered
delivery Arrive at
Load and secure Departs for
delivery customer, follow
cargo delivery process
X
Driver Driver Driver
Owner: Louis Ungerer C Actions O Feedback

Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date: 2/18/2025 Review Date: None

O Change Requests ® Read Only

Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Title
Author

Date:

Volume

Astecrequest
special delivery

e —

Request vehicle
based on weights
& dimensions

New Landing Page - Level 1.2.2.8.1.10

Namibia Special Delivery

Verbally request to
Namlog Specials dept
at Brentwood Park

In-Hse Admin AST

Complete
clearing
instructions &

- SA clearing
instruction

- Namibia clearing
instruction from
Namlog clearing
department at
Brentwood Park

‘ - Clearing

Hand overall
consignment
documents to the
driver

- Invoices

G

instructions ‘

Paperwork
handed-over

In-Hse Admin AST

: Namibia Special Delivery
. Edwin Ramos

11/9/2023

: 0.00 Per Second

Authorization: Authorized

Cost Per Second: $ ,3.5,E-0317

Date: 2/18/2025

Diagram Version: 1
Review Date: None

— »

Dispatch vehicle sendto Namlog Arrive for
to Astec Inhouse Perform clearing collection at
Astec
process
Spl Trans Control Driver
,Vemde Driver en route Ani ¢ third
Dispatch vehicle dispatched Departs for rrve attnir
fordelivery delivery partvf.customer
to deliver cargo
Spl Trans Control Driver Driver

Owner: Louis Ungerer

F.T.E.: 0.00

@ Change Log
O Change Requests ® Read Only

Version: 1

O Feedback
O Keywords
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m Abnormal Delivery/ Collection

Abnormal Request Details: Quotation Quotation Verbally request Request Vehicle Ready for
delivery N ive guote sent Forward received by abnormal vehicle acknowledged proceeds to Arrive for cargo
abnormal - inati A € wledge " . 0
request delivre ) I;:::natlon (from &to) lest & send quotation to Astec forcollection / Dmp::::s:::lde Astec collection at collection
v y : . otation Astec delivery from Astec
quotation - Dimensions & weight i
. ! Specials dept
- Astec waybill no. Lt
- Namlog waybill no.
- Route round trip km
- Amountto bill Astec
In-Hse Admin AST - Vehicle details Abn & Spl In:Hse Admin AST In-Hse Admin AST Spl Trans Control Driver
- Driver details -Load manifest

- Namlog delivery

note
*Follow delivery

- Astec waybill
process
Q Q Cargo ready Cargo loaded Driver arrives Q Cargo
Report ready for loadin, & secured at customer delivered

Capture all Hand over all r ing Load and secure ure Depart for oot vers
required details consignment cargo delivery oeaton Deliver the cargo
on Astec Adhoc documents to the X

- —»
> driver >

In-Hse Admin AST In-Hse Admin AST Driver Driver Driver

Title: Abnormal Delivery/ Collection Owner: Louis Ungerer C Actions O Feedback

Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 11/9/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Title
Author

Date:

Volume

|

Monthly billing

cyde
¥ Update billing

details on the
» report

New Landing Page - Level 1.2.2.8.1.12

staff

Allowances
Vehides

Toll Fees

Fuel Levy
Overnight Freight
Prolog

Fixed Cost
Abnormal Delivery
Adhoc:

*Specials Delivery
*Capital Equipment delivery

D Billing details

updated

Contract Mngr

: Monthly Billing Report
: Edwin Ramos
11/9/2023

: 0.00 Per Second

Send billing
rpt & pre-
invoice for
overnight

Monthly Billing Report

Billing Report
& pre-Invoice
sent to AR
Mngr

Contract Mngr

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Version:

. Billing Report Invoices sent
Confirm
accuracy to Contract
accuracy of Create & send
o checked oo Mngr
billing report invoices
vs. LMS
Contract Mngr AR Mngr

Owner: Louis Ungerer
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Forward the

billing report

&invoices to
Astec

Billing Report
& Invoices
received by

Astec

4’X

Contract Mngr

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only

1
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Monthly Master Data Report

Month-end Update
. Update Astec
billing complete
master data
report
—_—
Contract Mngr

Title: Monthly Master Data Report

Author: Edwin Ramos
Date: 11/9/2023
Volume: 0.00 Per Second

Presentation
ready

Contract Mngr

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Send
presentation
for approval

Approval by
Divisional Director

Q Presentation

approved

Version: 1

Contract Mngr

Schedule
monthly mtg
with Astecto
presentthe

Contract Mngr

Owner: Louis Ungerer
Diagram Version: 1

Review Date: None

F.T.E.: 0.00

4’)(
O Actions O Feedback
@ Change Log O Keywords

O Change Requests ® Read Only



Title
Author

Date:

Volume

New Landing Page - Level 1.2.2.8.1.14

Daily quality
checks

JE—

Run waybill
reportto confirm
outstanding
POD's

In-Hse Mgr AST

Outstanding
PODs
identified

POD Management

: POD Management

: Edwin Ramos
11/9/2023
: 0.00 Per Second

Daily follow up
with third parties
& Namlog
branches on

In-Hse Mgr AST

Version: 1

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

PODs received Send POD's PODs ready
i en sto .
fromt}'wd for filing File POD hard
parties Namlog POD i
copies
Department
S
In-Hse Mgr AST In-Hse Mgr AST

PODs filed

4>X

Qutstanding
PODs received

by PODD
PODs scanned
Upload POD's on image
LMS available
——X
Admin POD
(s) LMS

Owner: Louis Ungerer
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only
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Inform Namlog In-Hse
Mngr of delivery
query & provide Astec
waybill number

Delivery G| waybinno.
query from Confirm Astec not on portal Confirm with
Astec waybill number Astecif DN is

on Namlog available with

—_———»
Portal system

Delivery Query

DN = delivery note
Astecsecurity DN will
verify if dispatched
with Namlog vehide

)

Astec
confirms DN
available with
vehicle details

Search through
Namlog hard
copies

In-Hse Mgr AST In-Hse Mgr AST

Waybill no
available on
Portal system

Submit POD to
Astec

In-Hse Mgr AST

Delivery
query closed

Title: Delivery Query
Author: Edwin Ramos

Date: 11/9/2023
Volume: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

- Namlog delivery note

- Load manifest

- Astec wayhill

»

POD available

=

In-Hse Mgr AST

e

Delivery
Send the POD query closed
toAstec
In-Hse Mgr AST

Owner: Louis Ungerer
Diagram Version: 1

Review Date: None

F.T.E.: 0.00

O Actions
@ Change Log

Version: 1

O Feedback
O Keywords

O Change Requests ® Read Only
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In-House:

Epiroc

Version:

Stock Driver Stocks ready Ready for Appro\-/ed Ready for
handover * proceeds to forloading * delivery collection * debrief
from DHL customer form received
premises | from Epiroc
Dispatch PDA on‘\oad Collection
R — e — ——————— ¥ scanning EEEEE— I >
In-Hse Mgr EPI In-Hse Mgr EPI In-Hse Mgr EPI
QOrig parcel * Goods return Consignment ‘ Consignment
acceptance process documents docs
doc submitted Return of completed handed over submitted by
by Epiroc/ DHL Goods Staging to driver Delivery driver
—_————> Area —b)( N _—
In-Hse Mgr EPI In-Hse Mgr EPI
Query closed
Consignment Delivery Delivery
Cargo Ready for re- N
undelivered * delivery docs * debrief query from *
submitted by completed Epiroc
Re-Delivery driver Delivery Delivery query x
debrief X
—_———————> > —_————————> S — —_————————> ’x
Claims filed
by Epiroc
In-Hse Mgr EPI In-Hse Mgr EPI In-Hse Mgr EPI

Title
Author

Date:

Volume

. In-House: Epiroc
: Edwin Ramos
11/5/2023

: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Owner: Louis Ungerer

Diagram Version: 1
Review Date: None
F.T.E.: 0.00

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only
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Epiroc - Dispatch Process

Version: 1

Stock Verify stock Stocks iy ookt Stocks placed DN received Capture th Labels printed Hand h DN & labels
erify stoc} o ove stockto a f . apture the abels printe andover the
handover rity stoct verified Ve st atdesignated Take the delivery by MRS/RDT -aptur pr naover handed-over Place the Namlog
from DHL received against specifichay holding area note to MRS/ RDT Asst. delivery note on delivery note & |abels on the
the delivery within the staging Assistant LMS and print labels to the In- arcels
notes / holding area Namlog labels house assistant p
B
Parcels remain in
Recv Supvr Recv Supvr stagingarea until lecv Supvr MRS/RDT Asst MRS/RDT Asst —_— In-Hse Asst
delivery commence (as Vehicle allocated
N to aload with an
per pre-determined (IS anplica ble‘Meh'cIe
delivery schedule) From staingaren ppli e Labels placed
T gingart registration no. on parcels
toloading area
Security
DN placed on Q verifies stock No issues Q Stocks ready Q Load manifest Verify the stock
Place the d?hhverv parcels Instruct security vs. DN & \nveitlg_ate& identified Oversee the stock forloading Create load, scan printed v;loa;ﬁfman;(:st
fote °"I e to check perform 2nd reso_f\'e 1ssue movement by all the parcels perform 3r
parcels upcoming sec. sean (ifany) Narmlog forklift and print load S:C'IJ"‘;,SCE" in
driver manifest the loading area
In-Hse Asst MRS/RDT Asst SecSupvr MRS/RDT Asst MRS/RDT Asst Sec Supvr
Small boxes are
loaded by hand onto
the vehicle by Namlog Third security
Delivery no_te and - Delivery notes MRS / RDT Assistant scan
load manifest - Load manifest completed
Sign load Documents Q Documents perform vehicle Vehidle ready Q Documents Q Cargo loaded
manifest, stamped Hand overall handed-over inspection & for loading signed Oversee the onto the Secure cargo
delivery note & consignme nt ‘move the_ Verify the s%ock loading of cargo vehicle Ioaded_on the
stamp the documents to the assigned vehicle vs._lnad manifest onto the vehicle vehicle
documents dri tothe loading bay & sign documents
river
Sec Supvr MRS/RDT Asst Driver Driver MRS/RDT Asst Driver
Driver
Loaded cargo
i secured
i Driver
Confirm if cargo is LoadSim:En;fest Notify Namlog DE::‘;EZM d I_De par;f;?r d proceedsto
secured & loaded 8 tracking dept of ielivery & han customer
correctly, sign on vehicle departure in the security pramises
load manifest & route details copy of delivery
—

MRS/RDT Supvr

Contract Mngr

Title: Epiroc - Dispatch Process
Author: Edwin Ramos
Date: 3/11/2024
Volume: 0.00 Per Second

MRS/RDT Supvr

Contract Mngr

Driver

Authorization: Authorized
Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

Owner: Louis Ungerer

Diagram Version: 1

Review Date: None

F.T.E.: 0.00

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only
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Any defects/
damages needs to be
clearly marked on the

vehicle inspection
sheet with comments

Epiroc - Delivery Process
- Consignment
documents
- PDA scanner

Consignment ] Q Inspection Hand the Roadworthy Q Docs & Scanner Link To: Epiroc
documents completed ins i i equipment signed-in : -
pection sheet compliant . ) !
handed over Inspect the tothe MRS/ RDT \sﬁi;he dr\\kt.er issued to Sign for PDA Dispatch Process
. X > wi e working R scanner
to driver vehide ?efgre Supvr & discuss documents & driver
» loading .
equipment
Driver Driver MRS/RDT Supvr Driver Driver arrived
Inform the driver at customer
of another vehicle location
Another allocated for the hy v &
i i uali
vehicle delivery At Brentwood Park a W
allocated for t Quantity
the delivery
Q Mi]&l)rhrepalr Q M\:rlnhrepaw Repair and Hand in the Cus-tomer Q
our Send vehicle to our handover the deli tes b receives DN Inspect the
Book vehicle for Namlog vehicle to the EAVEN notesto packaging of the
major repair workshop for driver the customer consignment with
assessment the customer
Workshp Tech MRS/RDT Supvr Workshp Tech Driver Driver
Endorse delivery Inspection
note in case of complete
discrepancy
Perform PDA Cargo Q Delivery Inform the MRS Discrepancies Proceed to next Driver arrival Consignment
offload scanning offloaded ) completed or RDT Supvror noted delivery (if at Epiroc DC Report to debrief docs
whilst cargo is Sign & stamp the In-hse Mngrif an scheduled) and station submitted by
| dgd delivery note, 7d' 8 ¥ follow delivery driver
oftloade Sigﬂ on PDA Iscrepancy process .
Driver Customer Driver Driver Driver

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only

Owner: Louis Ungerer
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Title: Epiroc - Delivery Process
Author: Edwin Ramos

Date: 3/11/2024
Volume: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317
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Epiroc - Re-Delivery Process

- Load manifest
- Namlog delivery note/s
- Epiroc delivery note/s

Cargo Arrived at Cargo D Documents Endorse delivery Delivery note
undelivered Return with cargo Epiroc DC Gftff‘\(;as:arr:\goo at offloaded Report at debrief submitted note with "re- endorsed
to Epiroc DC . g station & submit delivery"
operational area
all the comment
L
Driver Driver Driver Debriefer
Scan the Load closed Hand over Docs handed- Place re-delivery Re;d‘\‘( forre-
documents to documents to over stamp on the elivery
close the load on Approval cargo and sign
LMS Supervisor delivery note
S —
Debriefer Debriefer Site Supvr
(s) LMS

: Epiroc - Re-Delivery Process

Owner: Louis Ungerer

O Actions O Feedback

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Author: Edwin Ramos
Date: 3/11/2024
Volume: 0.00 Per Second

Diagram Version: 1
Review Date: None
F.T.E.: 0.00

@ Change Log O Keywords
O Change Requests ® Read Only
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Epiroc - Collection Process

Version: 1

As per collection
request form

Approved Collection Hand! Plan for : Q Contact
X Hand andover Collection
collection Create Load created Process docs ready cz\r\lec:ivoer: completed collection as scheduled person
form received collection load documents as documents to per pre- Request for identified
from Epiroc collection : determined
driver contact person
N
MRS/RDT Supvr MRS/RDT Supvr MRS/RDT Supvr Driver Driver
(s) LMS
. Customer Cargo Offload cargo, Ready for
;ﬁéz\f:g;l;:‘t loads the Secure cargo & secured, DN Arrive at Epiroc sign & stamp Report at debrief
collection cargo sign delivery signed DC receiving delivery note debrief station
note department for debriefing
request form
e E—
Driver Driver Driver Driver
Title: Epiroc - Collection Process Owner: Louis Ungerer C Actions O Feedback

Author: Edwin Ramos
Date: 3/11/2024
Volume: 0.00 Per Second

Authorization: Authorized

Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

Diagram Version: 1
Review Date: None

F.T.E.: 0.00

@ Change Log O Keywords
O Change Requests ® Read Only
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m Epiroc - PDA On-load Scanning

Stocks ready Issue load Load no. & DN Loginto LMS Login Load number
. Load created .
forloading Create load in number & issued to mobile successful Enter load entered
LMS delivery note to driver application on number
the Driver the PDA
B —
MRS/RDT Supvr MRS/RDT Supvr MRS/RDT Supvr MRS/RDT Supvr
(s) Lvs (s) LMS
To check for any
missed scans /
discrepancies
Scan the Scan Q No Print load Ready for
" completed Generate the discrepancy manifest & delivery
parcel's variance report issue to the
barcode with PDA driver
scanner —_—r
MRS/RDT Supvr MRS/RDT Supvr MRS/RDT Supvr

Discrepancy/
missed scans

Issue resolved E
Resolve issues

and re-scan the
parcels

MRS/RDT Supvr

Title: Epiroc - PDA On-load Scanning Owner: Louis Ungerer C Actions O Feedback

Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date: 3/11/2024 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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Epiroc - Delivery Debrief Process

SINST

- Load manifest
- Namlog delivery note/s
- Epirocdelivery note/s

Consignment Q Documents Login Manifest Load number debrief option Click on POD to Photos
docs check
successful selected entered N selected : uploaded
submitted by Receives & verify complete Log onto LMS Select manifest Enter the load Selectqebnef view photos
dri N number option uploaded and
Iriver consignment h
. » documents rate them
Debriefer Debriefer Debriefer Debriefer Debriefer Debriefer
(s) LS (s)LMS (s) LMS (s) LMS (s)LMS

- Load manifest

- Namlog delivery note/s

- Epirocdelivery note/s

Load dlosed Q Hand-over Handover Handover De”"_e""
complete Create handover sheet Handover to sheets signed File handover debrief
Close the load Handover sheet of all load completed N completed
N Epiroc sheets
consignment documents
documents
—X
Debriefer Debriefer Admin Asst Admin Asst Admin Asst
(s) LMS

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only

Title: Epiroc - Delivery Debrief Process
Author: Edwin Ramos Authorization: Authorized
Date: 3/11/2024 Date: 2/18/2025
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317

Owner: Louis Ungerer
Diagram Version: 1
Review Date: None
F.T.E.: 0.00
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m Epiroc - Delivery Query Process

Delivery . Security Namlog POD
query from Request POD POD provided Check copies of delivery notes Search forthe available sendthe POD 1o Query dosed
Epiroc documents from security delivery available Namlog POD on Epiroc
Site Supervisor note if available the LMS system P
B — —»X
Contract Mngr Site Supvr Site Supvr Contract Mngr
(s) LMS
Security POD Namlog POD Query becomes valid
delivery notes unavailable available Epirocclaim
unavailable
Conduct thorough Investigation POD Q Claims filed
Inform Epiroc that investigation on conducted Search through unavailable by Epiroc
dN?m\oghd\d not all available handovefrfheets Inform Epiroc that
eliver the cargo systems on file POD unavailable s
™
Contract Mngr Site Supvr Site Supvr Contract Mngr
Query closed

Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 3/11/2024 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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m Epiroc - Return of Goods Staging Area

Request to return a
parcel already
inducted into staging

area

Orig parcel Consignment Department . Site Supvr
acceptance doc D inei Q confirmed Notify MRS / RDT notified Request Site present
submitted by etg rmine |f department of Supvr responsible
Epiroc/ DHL consignmentis for POD process
related to MRS/ return request presence
R — RDT
Recv Supvr Recv Supvr MRS/RDT Supvr
Requestorsigns Doc handed Scanand save Goods return
Hand | & date orig Miak ; over to Epiroc/ document to process
:;EO;I;EBD(EELS parcel s :ez ?i;:lfx'\;t DHL Requestor sharedfolder completed
P acceptance doc g "Returned Goods
POD's" .x
Site Supvr Site Supvr Site Supvr
Title: Epiroc - Return of Goods Staging Area Owner: Louis Ungerer C Actions O Feedback

Author: Edwin Ramos Authorization: Authorized Diagram Version: 1

Date: 3/11/2024 Date: 2/18/2025 Review Date: None
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00

@ Change Log O Keywords
O Change Requests ® Read Only
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In-House: Komatsu

Handover
parts for QC
inspection

-

Return parts

‘ to Komatsu

4>X

Dispatch Process

>
Qut for

delivery

In-Hse Adm KOM

Delivery

Version: 1

Collection
request
received

-

¥

Zambia &
Mozambique
Collection

In-Hse Adm KOM

spreadsheet for

stock orders with

invoices received
on Weds

- @ @ @ @ @O0»

* Shipments

for delivery
Cross Border
Delivery - Stock
Orders L

In-Hse Adm KOM

Title: In-House: Komatsu
Author: Edwin Ramos

Date: 11/5/2023
Volume: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Komatsu * Parcels
handover delivered
parcels & docs
Special Delivery
N 4*
In-Hse Adm KOM
Debrief
completed
—X
Emergency &
Machine Down ‘ Shipments
Orders with for delivery
invoices rec'd Crossv Border
from Komatsu Delivery -
Emergency &
_» e

In-Hse Adm KOM

Owner: Louis Ungerer
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only



Title
Author

Date:

Volume

New Landing Page - Level 1.2.2.8.3.1

Documents on the box:

- Local delivery: Packing list

- Cross border delivery:

Packing list & invoice

Items ready
forinspection

Handover Q
parts for QC Collect the
inspection box with
documents
——————»  fromroller
QLTY Checker

. Dispatch Process

: Edwin Ramos
12/5/2023
: 0.00 Per Second

For local
delivery

Local & cross border
deliveries are
separated &inspected
separately

Version: 1

For cross Verify part
Box opened
Q border Remove the P numbers &
Place box on delivery packing list & quantity
QC table for invoice against
inspection
QLTY Checker QLTY Checker QLTY Checker
Verification
complete
Packing list Verify part Verification Perform visual Visible Record the Return parts
Remove separated numbers & complete inspection for damages discrepancy to Komatsu
packinglist quantity vs visible identified on the
from the box packinglist damageson inspection
X
QLTY Checker QLTY Checker QLTY Checker QLTY Checker
No damages
identified
‘ Out for
delivery
Perform QC
Y
QLTY Checker

Authorization: Authorized
Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

Owner: Louis Ungerer

Diagram Version

Review Date: None
F.TE.

1

: 0.00

O Actions O Feedback
@ Change Log

O Keywords

O Change Requests ® Read Only



- Scan will generate
and allocate QR code
case numberto
applicable Namlog
delivery note

No damages Place
identified documents
backin the
box &reseal
—_——— >
QLTY Checker

- Case numberis also
used as the Namlog

parcel number

with the
"Stock

Stamp the
packinglist

New Landing Page - Level 1.2.2.8.3.1.27

Perform QC

QLTY Checker

Title
Author
Date
Volume

IS

Use a marking pen

- If local delivery, copy
of the load manifest
and Namlog delivery

note
- If cross border
Namibia delivery,
clearinginstructions,

Namlog delivery note
and invoices

. Perform QC

: Edwin Ramos

- 9/11/2024

: 0.00 Per Second

Q Ready for

departure

Version: 1

Perform Mark barcode
receive to confirm
scanning parcel was
scanned
Chkr Grader Chkr Grader
Loading
Wrap pallet complete Hand overall
and \oa-d onto consignment
vehicle documents to
thedriver
Disp Control Disp Control

Re—efttac.hthe Place the box Create LMS
packinglist on Transfer box N
A on the pallet N delivery note
the outside of in the pre- tostaging area per Komatsu
the box and staging area perroute plant / branch
QLTY Checker QLTY Checker QLTY Checker Chkr Grader
(s) LMS.
Staging area next to
allocated vehicle
Q Ready for Perform on- Scah Mark barcode
Create load in Instruct loading load scanning completed with different
LMS per route forklift driver process Per colo.urn.mrker
/ area to move route with toindicate
Disp Control Ops Supvr Disp Control Disp Control
(s) LMS
Outfor
Depart for delivery
delivery
—_—»
Driver

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Diagram Version:

Review Date

F.T.E.

1
. None
- 0.00

@ Change Log
O Change Requests ® Read Only

O Feedback
O Keywords
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Cross Border Delivery - Stock Orders

Delivery
spreadsheetfor
stock orders with
invoicesreceived

on Weds

NN

Send email to
requestvehice
based onweight

&dimensions

=

Specify if road

Vehicle & driver
details received by
Thursday from

Specials Dept
or air freight

E-mail sent to Q

Documents
spedials Create load ready
Department manifest &
delivery note on
Thursdays

In-Hse Adm KOM

In-Hse Adm KOM

(s) E-mail

Send documents
to concerned
parties

Send to:

- Namlog clearing department

- Namlog tracking department

- Third party (if used)

- DHL (for Mozambique deliveries)

- BIA and Barrick (for Zambia deliveries)

In-Hse Adm KOM

Version:

Q -Veh\ct\t-;DC Loading Dispatch vehide Shipm.entsfor
arr\verZ Load shipments complete as per road or air delivery
on Fridays into vehicle freight
requirements
_————»
Driver In-Hse Adm KOM

Title
Author

Date:

Volume

: Cross Border Delivery - Stock Orders

: Edwin Ramos
12/5/2023
: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

O Actions

Owner: Louis Ungerer
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

@ Change Log
O Change Requests ® Read Only

O Feedback
O Keywords



Title
Author

Date:

Volume

Komatsu
handover

arcels & docs .
P Create collection

requestin LMS
R

New Landing Page

- Enter vehicle type

- Dispatch location (PDC)
- Contact person at PDC

- Delivery location

- Weights & dimensions

¢

System
updated

Request vehicle
based on weights
& dimensions

In-Hse Adm KOM

(s) LMS

. Special Delivery
: Edwin Ramos
12/5/2023

: 0.00 Per Second

Special Delivery

Verbal request to
Namlog Specials
Department
(Brentwood Park)

In-Hse Adm KOM

If Namibia
cross-border

Complete
clearing
instructions

In-Hse Adm KOM

Authorization: Authorized
Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

Parcelsloaded
into vehicle

- Level 1.2.2.8.3.5

Hand-overall
consignment docs
to driver

Vehicle
dispatch to ol \
Komatsu ;’ ecttparcpeDsC at
(PDC) omatsu (PDC)
Driver
Clearance
complete
Sentto
Namlog
Clearing Dept
canng bep Link To:

Process
»

» Clearance

- If local delivery, copy of the

load manifest & Namlog
delivery note

- If cross border Namibia
delivery, clearing
instructions, Namlog
delivery note & invoices

Parcels ready
for delivery

Version: 1

In-Hse Adm KOM

Owner: Louis Ungerer

Diagram Version: 1

Review Date: None
F.T.E.: 0.00

Parcels
Departs for delivered
delivery
Driver

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only



Emergency &
Machine Down
Orders with
invoices received
from Komatsu

-

Specify if road or air
freight

Send email to
request vehicle
based on weight

& dimensions

New Landing Page - Level 1.2.2.8.3.7

Cross Border Delivery - Emergency & Machine Down Orders

Send to:

- Namlog clearing department

- Namlog tracking department

- Third party (if used)

- DHL (for Mozambique deliveries)
- BIA and Barrick (for Zambia

»

E-mail sent to
Specials
Department

deliveries)

- Confirmation required from

DHL before loading

Mozambigue shipments
- Forward Contramarcato DHL
- Receive ESB documents

from BIA before loading
Zambia shipments.

In-Hse Adm KOM

Title: Cross Border Delivery - Emergency & Machine Down Orders

Author: Edwin Ramos

Date: 12/5/2023

Volume: 0.00 Per Second

Version: 1

Documents Q Vehicle Loading
Create load ready arrived at PDC complete
N Send documents
mgmfest & to concerned d shi
delivery note parties Load shipments
In-Hse Adm KOM In-Hse Adm KOM Driver

Authorization: Authorized Diagram Version: 1
Date: 2/18/2025 Review Date: None

Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00

Owner: Louis Ungerer

Dispatch vehicle
as perroad or air
freight
requirements

Shipments for
delivery

-

In-Hse Adm KOM

O Actions

O Feedback

@ Change Log O Keywords
O Change Requests ® Read Only



New Landing Page - Level 1.2.2.8.3.8 Version:

Zambia & Mozambique Collection

- South Africa
clearing intructions
- ITAC permit (if

-with driver & vehide

. details to Namlog
applicable) clearing dept
Collection Q Clearing Q Sent to Namlog
request documentation Clearing Dept
received Request clearing received Link To: Process
documentation Forward clearing Clearance
from Komatsu documentation
————» Shipping Dept
In-Hse Adm KOM In-Hse Adm KOM
Clearance
complete
| - Namlog delivery note
- Load manifest
- Clearing documents
Documents Q Vehicle arrives Arr'\ve‘d at Debrief
Cretate Namlog ready Send all a‘tcust?mer Follow collection Namlog Repon:gt debrief completed
delivery note & N premises Brentwood Park station for
load manifest consignment process debriefin,
oa documents to the g
customer 4%
In-Hse Adm KOM In-Hse Adm KOM Driver Driver
(s) LMS (s) E-mail

Title: Zambia & Mozambique Collection

Author: Edwin Ramos Authorization: Authorized

Date: 12/5/2023 Date: 2/18/2025
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317

Owner: Louis Ungerer
Diagram Version: 1

Review Date: None
F.T.E.: 0.00

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only



New Landing Page - Level 1.2.2.8.4

In-House: Toyota

Replacement

Version: 1

Item ready for request sent
TSA sends box dispatch TSA sends * Parcels * Report
for quality * bumpers for .X delivered at submitted
inspection quality Bumper quality dispatching Dispatch
_— : ;
Box parts inspection inspection bay P
- process
—_————P quality — P —_— —_—————> 4})(
inspection 4»(
Item ready for
Replacement dispatch
request sent In-Hse Mgr TYT In-Hse Mgr TYT
In-Hse Mgr TYT
Vehicle Driver leaves Dealer RFC conducts
arrives at ; dealer prepares & ‘ quality
dealer premises completes inspection on
receiving area Off-loading at waybill parts returned
- B » —  p Frei ht ret Y
Toyota dealer X reigntretum
In-Hse MgrTYT In-Hse Mgr TYT
Scanning,
. . updating & .
Driver arrives ‘ filing Pre-departure ‘ Ready for Quality * )
- i Assurance Report printed
completed check delivery
warehouse checks .
from delivery Debriefing Lo Toyota left SAP missed
behind report scan report
—_————> —_—————> e —_————» 49(
Discrepancies
In-Hse Mgr TYT rectified In-Hse Mgr TYT In-Hse Mgr TYT

Title: In-House: Toyota
Author: Edwin Ramos

Date: 11/5/2023
Volume: 0.00 Per Second

Owner: Louis Ungerer
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317



New Landing Page - Level 1.2.2.8.4.10

Box Parts Quality Inspection

Determi

part p

are any damages on

ne if there

ackaging

Defects:
® Scratches & damages
® Deformation

Version: 1

TSA sends box Q Packaging/ Item placed on D Part damaged Complete Form
for quality part damaged Remove part inspection Perform visual 8 non-standard completed
inspection perform visual from box table inspection on stock mov't

inspection part for doc
L
defects
Checker Checker Checker Checker
d Noting defect of
No damage No am:ge to damaged to packaging
pa but no damage to part
Transfer to Form D
loading bay completed Complete
for dispatch to non-standard
dealer stack mov't
doc
Checker Checker
Item ready for
dispatch
Link to:
Dispatch
Process

Title: Box Parts Quality Inspection
Author: Edwin Ramos

Date: 11/5/2023
Volume: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Owner: Louis Ungerer
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Replacement
Return part & request sent
request for
replacement
X

Checker

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only



Determineif there
are any damages on
bumper plastic bag

(packaging)

New Landing Page - Level 1.2.2.8.4.11

Bumper Quality Inspection

Defects:
® Scratches & damages
* Deformation

TSA sends
Item placed on Bumper Complete Form Replacement
bu mpe‘vrs for Q No damage Remove the inspection Perform visual D damaged non-standard completed bjr?:e(?& request sent
inguzc‘tt'\\(()n Perform visual bump?rfrom table inspection on stock request for
P inspection plastic bag bumperfor movement replacement
> defects 4»(
Checker Checker Checker Checker Checker
Plastic bag Damaged No damage to
damaged plastic bag bumper Sticker placed on
replaced the outer case label
D Quality sticker Inspection Transfer Item ready for
| in place Place bumper complete bumper to dispatch
‘Res age Place green back into loading bay
plastic bag quality sticker plastic bag for dispatch to Link to:
onto bumper L, nDispatch
Process
Checker Checker Checker Checker
Title: Bumper Quality Inspection Owner: Louis Ungerer C Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date: 11/5/2023
Volume: 0.00 Per Second

Date:
Cost Per Second:

Version:

2/18/2025 Review Date: None
F.T.E.: 0.00

$ ,3.5,E-0317

1

O Change Requests ® Read Only



Cut off times:
- Local: No cut off time

- PE: 1500H

- NW: 1830H

- NC: 1500H
- EC: 1500H

- Botswana: 1500H
- KZN: 1800H

e

Parcels
delivered at

dispatching bay Scanthe
barcode on

—» theparcel

Q Scan complete

New Landing Page - Level 1.2.2.8.4.12

Dispatch Process

Checker

(s) SAP

l

Version: 1

Scan and load Parts loaded

all parts into invehicle
vehicle

Vehicle Asst

(s) GTSystem

Title: Dispatch Process

Author: Edwin Ramos

Date: 11/5/2023

Volume: 0.00 Per Second

Authorization: Authorized

Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

Owner: Louis Ungerer

Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Item ready for i Inspection Move parts to Parts ready at
Mark the i Sort the parts Parts sorted Perform visual leted designated dispatchi Inspect
barcode with a sorting inspectionfor complete: N Ispatching packaging for
X as perdealer . route areain b
green marking packaging N N ay damages
and route dispatching -
pen damages before loading
Checker Checker The GT software management Checker Driver
system automatically
opulates and send the
p‘ P . Parts ready for
invoice to the dealer :
loading
@ Data . Delivery notes
Close the load Load dosed transmitted Compare GT No variance Login to SAP & ready Print "Left
& inform Transmit data Scan Rptvs print delivery behind"
supervisor to SAP SAP Scan Rpt notes Report
Vehicle Asst Ops SupvrTYT Ops Supvr TYT Ops Supvr TYT Ops Supvr TYT
(s) GTSystem (s) GT System
Variance
identified Report ready
Open new Items Report
load, find complete Submit Report submitted
miss'\né part & foTsA&
scan Namlog Mgt X
Ops Supvr TYT Ops Supvr TYT

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only



Title
Author

Date:

Volume

Vehicle arrives
at dealer
receiving area

- 0 »

Offload
parcels as per
delivery note

New Landing Page - Level 1.2.2.8.4.13

Off-loading
completed

Driver

Vehicle Asst

. Off-loading at Toyota Dealer
. Edwin Ramos

11/7/2023

: 0.00 Per Second

Hand-in
delivery note
o the dealer

Off-loading at Toyota Dealer

Dealer receives
delivery note

Together with
dealer

Verify
quantity &
quality of

Driver

Authorization: Authorized
Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

Discrepancy
found

-

No discrepancy

Vehicle Asst

Endorse the
delivery note

Dealer signs
nextto
endorsement

Version:

One copy remains
with dealer & driver
returns with copy

Driver

Owner: Louis Ungerer

Diagram Version: 1

Review Date: None
F.T.E.: 0.00

Q Driver leaves
Request dEa\-er
dealerto sign premises
on delivery
note Y
Driver
O Actions

@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only



Title
Author

Date:

Volume

New Landing Page - Level 1.2.2.8.4.14

Freight Return
di o Item ready for A"'\VE(H:I TSA
domtied return
identified Warehouse

Dealer R Damage .
prepares & Perform visual inspection Verify the
completes inspection for completed quantity &

waybill parts & quality of the

packaging parts against the
damages waybill
[
Driver Driver

. Freight Return
: Edwin Ramos
11/7/2023

: 0.00 Per Second

Discrepancies
identified

Endorse the
waybill

Dealer signs
nextto the
endorsement
& wayhill

Sign the waybill

Load the freight

Version: 1

Driver

Driver

Driver

Authorization: Authorized
Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

Owner: Louis Ungerer
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Report to RFC
department

Driver

RFCdept
notified

If notin good
conditionreferitto
the claimsinspection

committee

RFC conducts
Q quality
inspection on
Off-load the parts returned
freight

— »

Driver

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only



New Landing Page - Level 1.2.2.8.4.15 Version: 1

Driver reports *For scanning,
delivery discrepancies updating E-Toyota
(if any) system and filing

Driverarrives Q Comp\etg Discrepandies Discrepancies Discrepancies
TYT warehouse documentation identified Report reported rectified
from delivery Receive available Hand-over discrepancies to Investigate

consignment delivery notes the relevant discrepancies

documents (hard copies) to Manager (if any)

———®»  fromdriver

Admin

4»)(

Ops Supvr TYT Ops Supvr TYT Ops Supvr TYT In-Hse Mgr TYT
Scanning,
updating &
filing
completed

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only

Title: Debriefing
Author: Edwin Ramos

Date: 11/7/2023
Volume: 0.00 Per Second

Owner: Louis Ungerer
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317



New Landing Page - Level 1.2.2.8.4.16

Toyota Left Behind Report

Excel report
ready

Search in dispatch
loading bay area &

in the truck

Missing parts
found

Version: 1

Pre-departure Login Report Inclusive dates
Select th
check successful select ZGT left selected eles e selected Run the excel
Log onto SAP - start date and
behind report
end date
R ——p
Ops Supvr TYT Ops Supvr TYT Ops Supvr TYT Ops Supvr TYT
(s) SAP
Filtered by Filtered GT Report Q
Filter Courier courier Filter (GT time Run the report generated
(Namlog) times) P Search for
missing parts
>
Ops Supvr TYT Ops Supvr TYT Ops Supvr TYT Ops Supvr TYT

Title: Toyota Left Behind Report

Author: Edwin Ramos
Date: 11/7/2023
Volume: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Owner: Louis Ungerer

Diagram Version: 1
Review Date: None

FTE.

0.00

Selection
Select auto- Select sort and done
open filter
Ops Supvr TYT Ops Supvr TYT
If not loaded, load
intotruck (as per
dispatch process)
Q Ready for
delivery
Scan missing
parts (again) X
_——®

Ops Supvr TYT

(s) SAP

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only



New Landing Page - Level 1.2.2.8.4.17

SAP Missed Scan Report

Version: 1

| PressF8on
Quality Login Report Route the PC Info pulled-
Date selected e
Assurance Log onto SAP successful Select‘ left selected Select date Select route selected keyboard to out
behind
checks pull
4.
Ops Supvr TYT Ops Supvr TYT Ops Supvr TYT Ops Supvr TYT Ops Supvr TYT
(s) SAP (s) SAP (s) SAP (s) SAP (s) SAP
Filter(s) Timing Report
R rt read N P
Goto applied Click courier selected Go to audited eponresty Print SAP printed
spreadsheet d letion Missed Scan
andfilter ime comp Report
X
Ops Supvr TYT Ops SupvrTYT Ops Supvr TYT Ops Supvr TYT
(s) MS Excel (s) SAP
Title: SAP Missed Scan Report Owner: Louis Ungerer C Actions O Feedback

Author: Edwin Ramos
Date: 11/7/2023
Volume: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Diagram Version:
Review Date:

1
None

F.T.E.: 0.00

@ Change Log

O Keywords

O Change Requests ® Read Only



Title
Author

Date:

Volume

. In-House: LG

: Edwin Ramos
11/7/2023

: 0.00 Per Second

New Landing Page - Level 1.2.2.8.5

In-House: LG
Picked cargo Awaiting
placed at ‘ delivery * Delivery
Namlog loading ~
r Dispatch Delivery completed
process process —»<
In-Hse Mgr LG In-Hse Mgr LG

LG customer
refusal of
delivery

POD endorsed

LG request for

collection ‘

Customer

_—P returns

as perreason
forreturn

—’X

In-Hse Mgr LG

Owner: Louis Ungerer
Authorization: Authorized Diagram Version: 1
Date: 2/18/2025 Review Date: None

Cost Per Second: $ ,3.5,E-0317

F.T.E.: 0.00

Version: 1

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only



Picked cargo

New Landing Page - Level 1.2.2.8.5.1

Information required
on White Board:

- Truck Type & Driver
Name

- Waybill Number

- Client Name

- Appointment Time

- Special
Requirements must
be noted (i.e. Booking
confirmation, Loading
requirements & any
additional
requirements issued
by LG)

- Estimated return
time

R

ess

- Model number
- Quantity

Replacement
units provided

Version: 1

i

placed at Route plan Route plan Q Verification Perform visual Damage Inform LG Fir
Namlog Upload load ready Route plan discussed Verify careo o complete inspe ction for identified Supvr&
loadingarea plan &create info recorded pervpickigng damageson request for
route plan onto white o packaging replacement
— board
Documents:
- LG delivery note's
- Load manifest
In-Hse Mgr LG In-Hse Mgr LG Debriefer - LG Invoice Debriefer Debriefer
- Booking confil ion
(s)LMS (if applicable) nd Seal the vehicle after
loading all cargo
) r
Load created Sort cargo to Cargo ready ) Documents ¢ Vehicle Gate pass
Create loads loading bays for loading Hand overall handed-over Scan all units sealed Complete gate handed-over
on LMS using the consignment whilstloading pass&ha.nd
route plan documents to into vehicle overto Driver
¥ thedriver
Namlog Supvr Namlog Supvr | Namlog Supvr Namlog Supvr In-Hse Mgr LG
Hand in the gate =
(s)LMS pass to securigtv at Driver
the gate to sign off
e 1
Notify Namlog Vehicle ready Q Driver Awaiting
tracking dept for departure proceeds to Set load as "IN delivery
of vehicle Depart for customer site TRANSIT" on
departure delivery LmS
> —0
Namlog Supvr Driver Namlog Supvr
In-Hse Mgr LG (s) LMS

Title: Dispatch Process
Author: Edwin Ramos

Date: 11/28/2023
Volume: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Owner: Louis Ungerer

Diagram Version: 1
Review Date: None
F.T.E.: 0.00

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only



Title
Author

Date:
: 0.00 Per Second

Volume

11/28/2023

New Landing Page - Level 1.2.2.8.5.5

Delivery Process

refused delivery
& delivery note

Notify LG & Namlog HQ if
there are any discrepencies

¢

Namlog HQ.
- Account Executive
- Admin Assistant
- GM Contracts
- Divisional Director

Debrief

completed

=

Awaiting Customer POD signed by Report at Driver ready
delivery Arrive at ‘Ver\ﬂes seal is Perform PDA customer debrief for debrief
intact & correct offload )
customer scanning & station upon . )
receivingarea offload cargo arrival at LG Debrief driver
Driver Driver Driver Debriefer
PODs' POD quality Route plan
Verify ifall signatures Verify quality check & rescan updatped
POD's are verified & rescan completed Update route
signed inferior plan Complete 10D
correctly quality POD's on LG System
Debriefer Debriefer Debriefer Debriefer

. Delivery Process
. Edwin Ramos

Authorization: Authorized
Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

(s) MS Teams

Owner: Louis Ungerer
Diagram Version: 1

Review Date: None
F.T.E.: 0.00

| 10D = Information Of
Delivery

Delivery

completed

4’)(

O Actions

@ Change Log

Version: 1

O Feedback
O Keywords

O Change Requests ® Read Only



New Landing Page - Level 1.2.2.8.5.8 Version: 1

m Customer Returns

Forward collection
request to Namlog

In-house Mngr
LG customer
refu_sal of Driver proceeds Customer quality POD endorsed as
delivery Q 10 customer site Arrive at LG inspection for Perform per reason for
Sign on warehouse, parts retumed debriefing return
@ endorsed LG offload cargo process
delivery note >><
LG(;?::;{: ;m Driver Driver In-Hse Mgr LG
Title: Customer Returns Owner: Louis Ungerer C Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 11/28/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Requestor

New Landing Page - Level 1.2.2.9

ZAF - Information Systems

Version:

Incident Incident/
Request asset signs for the Employee Request occurs/ request
* asset(s) requirement ‘ completed employee * closed
received requirement
New User Log Incident/
Asset Request » »
a Activation —.)< Request X
GM: Info Sys. GM:E: Info Sys GM: Info Sys
Systemuser
Employee d o User
eactivation R
i i Asset stored deactivated
resignation/ * required *
termination
User
Asset Ret
ssetRetum - p{ Deactivation "
GM: Info Sys GM: Info Sys
Disposal
company
Assel collects &
Business * Implementati Data back-up * Back-ups obsolete/ * dispose the
requirement on complete required completed fully item(s)
depreciated .x
Development Back-up of Asset Disposal
Life Cycle x Data X P
< —_— - ¥
X
Asset(s)
GM: Info Sys GM: Info Sys. GM: Info Sys written-off
the books

Title: ZAF - Information Systems
Author: Edwin Ramos
Date: 4/14/2024
Volume: 0.00 Per Second

Owner: Alexander Lombard
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317



New Landing Page - Level 1.2.2.9.1

Asset Request

Quotation

disapproved

Version: 1

Fraxion will
automatically generate
aNamlog PO no

Quotation .
Request asset New asset received from Quotation Q PO generated
Requesta supplier Evaluate approved
Receive request quo::tm‘?efrmm auotation Load quotation
PP in Fraxion
[—
Sys Admin Sys Admin Sys Admin (s) Fraxion
Asset available
Asset stored Asset Asset Requestor
awaiting Issue asset(s) to delivered registered signs for
allocation requestor & Send POto Add assgt(s) to Issue asset(s) to asset(s)
update asset ) asset list & requestor received
register supplier register X
&— N
Sys Admin Sys Admin Sys Admin Sys Admin
Requestor
signs for the
asset(s)
received
X
Title: Asset Request Owner: Alexander Lombard C Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 1

Date: 4/14/2024

Date: 2/18/2025
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317

Review Date: None
F.T.E.: 0.00

@ Change Log O Keywords
O Change Requests ® Read Only



I |
)

Employee name, Job title,
Department, Start date
Access required (Email, LMS,
Folders, Distribution groups, Teams)
Access level (Administrator, Viewer
(Roles of the user),

Description of information to be
used

Request
submitted

New Landing Page - Level 1.2.2.9.2 Version:

New User Activation

Employee
requirement
Send request to
ITwith the
—_—r details
Head of Dept
(s) E-mail

Title: New User Activation
Author: Edwin Ramos

Date: 4/14/2024
Volume: 0.00 Per S

econd

Assign request Reguest
to specificIT assigned
personnel to

action
GM: Info Sys

Authorization: Authorized
Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

New user Ticketing System send Request
Actionthe activated Update service updated completion completed
on IT Ticketing :
request systern notice to
Y requestor »X
Sys Admin Sys Admin Sys Admin
(s) E-mail
Owner: Alexander Lombard O Actions O Feedback

Diagram Version: 1 @ Change Log O Keywords
Review Date: None O Change Requests ® Read Only
F.T.E.. 0.00



Title
Author
Date
Volume

Incident occurs/
employee
requirement

- @ @ @ O0»

: Log Incident/ Request

: Edwin Ramos

: 4/14/2024

: 0.00 Per Second

New Landing Page - Level 1.2.2.9.3

Log Incident/ Request

- Ticketing system

- Email
(ITsupport@Namlog.co.za &
LMSsupport@namlog.co.za)
- Phone call

- In person

Incident category
based on type,
urgency and severity

Version: 1

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Incident/ Q Incident/ Assign incident Incident/ Incident/
request logged request category toSupport request assigned request awaiting
e ) identified Agent/ Analyze and resolution
Logincident/ Categorize - investigate
request incident T‘echm(?lan to
investigate
Employee Sys Admin Sys Admin Sys Admin
Escalat | Incident/ Incident send servi Service Incident/
stc:: T:br\ :(:“ve request resolved Confirm resolution s\;]a\j:tr‘\vo‘nm eva\u?t\on Close ticket request closed
pro problemis confirmed received automatically in
according to response
catego solved request 2 days
R gory q Ve
Sys Admin Sys Admin Sys Admin Sys Admin

Owner: Alexander Lombard
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only



Title
Author
Date
Volume

L

Asset obsolete/
fully

depredated Identify items to

be disposed of f
—_—

Complete asset
disposal form

Asset Disposal
Form
completed

Sys Admin

. Asset Disposal

: Edwin Ramos

- 4/14/2024

: 0.00 Per Second

New Landing Page - Level 1.2.2.9.4

Asset Disposal

- Group Insurance Manager
- Asset Management Team
- Finance Department

Q Disposal form

completed

Forward asset
disposal form

Sys Admin

Version: 1

*Must meet
disposal legislative
requirements

Disposal

Authorization: Authorized

Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

Q company
collects &
Contafx dispose the
appropriate item(s)
asset disposal
company —>X
Sys Admin

Owner: Alexander Lombard
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Asset(s)
written-off the
books

—>X

Notify insurance \Cr:rl:lra:nce Asset Register Remove item(s)
company to mpany Update asset updated from asset
N confirmation N
remove item(s) received register management
from insurance register
Insurance Mngr FIN Mngr FIN Mngr

O Actions

@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only



New Landing Page - Level 1.2.2.9.5

Back-up of Data

Data back-up

Evaluate back-

Data back-up
possible

required
up strategy
according to
back-up policy
e —
Sys Admin

Title: Back-up of Data
Author: Edwin Ramos
Date: 4/14/2024
Volume: 0.00 Per Second

Authorization: Authorized

Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

Schedule back-
ups according to
back-up strategy

Back-up
schedule
available

G

Back-up data

Sys Admin

Diagram Version:

Owner

Review Date

ypes of back-ups:
- Online back-up
- Local back-up

>

Back-ups
completed

—x

Sys Admin

: Alexander Lombard

1
: None

F.T.E.. 0.00

Version: 1

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only



New Landing Page - Level 1.2.2.9.6

Development *£-—=

*To understand the
requirements &
acceptance criteria

*To analyze technical
requirements to meet
user requirements

Version:

- List of costs

- List of equipment

- High level cost and
times (development
cost & time)

Business User & User Q Functional Q Approval
requirement Define User & functional requirements requirements Present obtained
Functional requirements Set-up met Set-up met X
. - ! . R - Solutions for
requirements defined meeting(s) with meeting(s) with
» . approval
all users ITDev't. team
Business Analyst Business Analyst Business Analyst Business Analyst
Assign task o Developer & pevelo Software Software ready Passed software
Devge\o e equipment Software a: or development Complete task for testing Testthe test
P ready P started based on project
purchase user N - software
. h plan time line
equipment requirements
E—
Business Analyst Tech Lead Dev Tech Lead Dev Quality Assurer
T Failed software
test
ACCQPFH"CE User Training Implementation Implementation

Facilitate user testing Conduct Users completed with Business complete

acceptance completed training Analyst present

testing to support
— X

Business Analyst

Title: Development Life Cycle
Author: Edwin Ramos

Date: 4/14/2024
Volume: 0.00 Per Second

Business Analyst

Authorization: Authorized

Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

Business Unit

Diagram Version: 1
Review Date: None

Owner: Alexander Lombard

F.T.E.. 0.00

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only



New Landing Page - Level 1.2.2.9.7 Version: 1

User Deactivation

- Employee name, Job title,
Department, End date

- Access to be terminated:
Email, LMS, Folders, Distribution
groups, Teams, Access level

1. Administrator

2. Viewer (Roles of the user)

3. Information to be retained

- Change user password on Namlog systems
-Remove licenses associated with user accounts

- Deactivate user on Namlog systems ‘

System user Q

Requestsentto Q User

deactivation
required

Send request to

HR&IT

deactivate user

Head of Dept

(s) E-mail

Title: User Deactivation
Author: Edwin Ramos

Date: 4/14/2024
Volume: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Deactivate user
as perrequest

deactivated

—.X

Sys Admin

Owner: Alexander Lombard

Diagram Version: 1
Review Date: None

F.T.E.. 0.00

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only



Employee
- resignation/
Link To: termination
Process
Employee
Exit

Title: Asset Return
Author: Edwin Ramos

Date: 4/14/2024
Volume: 0.00 Per Second

New Landing Page - Level 1.2.2.9.8

Asset Return

- Employee details, -
Termination date

- List of information to
retain on the asset

- Retention period, -
List of restrictions

Employee
returns assets

Version: 1

Concemed List forwarded Returned
Notify depts Generate list of to HOD Receive assets assets
concerned depts notified assets from returned vs. accounted
abt employee asset register asset list
exit
HR Bus Partner Sys Admin Head of Dept
Asset to be stored
&allocated for
future requests
Assets ready Returned Q Asset stored
Hand for Verify asset asset awaiting
anc-over verification details vs asset confirmed allocation
assets to IT list Update asset
18] register .
P
Head of Dept Sys Admin Sys Admin

Authorization: Authorized

Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

Diagram Version: 1
Review Date: None

F.T.E.

: 0.00

@ Change Log O Keywords
O Change Requests ® Read Only



New Landing Page - Level 1.2.2.10 Version: 2

&

Debtors Insurance Payments Refunds &
Consolidation

Fraxion Month End Budget & PAYE Finance
Management Processing Returns Administration

Title: ZAF - Finance Owner: Jaco Brits O Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 2 @ Change Log O Keywords
Date: 9/12/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Title
Author
Date
Volume

. Process Debtors

: Mohammed Altamush Khan
- 9/17/2023

: 0.00 Per Second

New Landing Page - Level 1.2.2.10.1

Process Debtors

7

Billing Credit &
Collections

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Debtors
Reports

Owner: Jaco Brits
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Version: 1

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only



Title
Author
Date
Volume

: Process Billing
: Mohammed Altamush Khan

: 9/17/2023

: 0.00 Per Second

New Landing Page - Level 1.2.2.10.1.2

Process Billing

Bill only for POD
images completely

uploaded

-Confirmif svs type is correct
-Confirmif route is correct
-Address of sending and
receiving customer
-Check dimensions on waybill
matches that captured on LMS
- Confirm if correct documents
are uploaded

-Confirm the weight and quality

Waybills
" Q Q Errors Investigate and
ready for Report ready i o
billing Pull waybill Conduct data identified update the
activity report accuracy checks correct
(LMS vs captured information
from system POD)
—_————>
Bill Clerk Bill Clerk Bill Clerk
(s) LMS (s) LMS (s) LMS
No errors
identified
* Pre-invoice Pre-invoice
ready for Forward pre- sent for
Create Pre- submission invoice to invoicing
invoice debtors clerk
X
Bill Clerk Bill Clerk
(s) LMS (s) LMS

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Owner: Jaco Brits

Diagram Version: 1

Review Date: None

F.T.E.. 0.00

O Actions

@ Change Log

Version: 1

O Feedback
O Keywords

O Change Requests ® Read Only



New Landing Page - Level 1.2.2.10.1.2.5 Version: 1

m Create Pre-invoice

No errors Function Customer Selection Customers
identified Access system selected selected Select new pre- done Search customer identified
and select Select customer . B by accessing bill
i~ . invoice .
billing function customer option
e
Bill Clerk Bill Clerk Bill Clerk Bill Clerk
(s) LMS (s) LMS (s) LMS (s) LMS
i Pre-invoice
Name the pre- Name Waybills Export reportto ready for
I updated . selected Y
invoice Tick waybills to excel and submission
according to the be pre-invoiced perform save
billing month report on PC file
—_——————»
Bill Clerk Bill Clerk Bill Clerk
(s) LMS (s) LMS (s) LMS

Title: Create Pre-invoice Owner: Jaco Brits O Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date: 9/17/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Title
Author
Date
Volume

New Landing Page - Level 1.2.2.10.1.3

Process Credit & Collections

Payment Request for ‘
received quotation
received Process

collection from
cash customers

v

No errors ‘
identified Process
collection from
account
customers
—_———————»
Debtors Clerk
AR Mngr

. Process Credit & Collections
: Mohammed Altamush Khan
- 9/17/2023

: 0.00 Per Second

CSC Admin

Coll Supvr

Shipment out Credit account
for delivery request from
customer

=N

Version:

+

Process credit
application for
new customers

Credit
application
approved

Y

Bus Dev Mngr

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Debtors Clerk

Owner: Jaco Brits
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only



New Landing Page - Level 1.2.2.10.1.3.1 Version: 1

m Process Collection From Account Customers

Followup with
customer via
email &
telephone

AR Mngr

Customerto make

. payment after 30 days
ayment not from date of

receivedin 30 statement Based on remittance
days advice from customer

Pre-invoice ‘ Documents Q Payment
received from sent to received
billing clerk Create customer AE/customer Check customer Confirm &
P allocate
invoice payment status
payment
Lt ———————» R E—
Payment done
Debtors Clerk Acct Exec Debtors Clerk
(s) Evolution AR Mngr AR Mngr
Payment not
receivedin 60
days
No payment Legal debt
Forward letter received Initiate legal collection
of demand to process for debt process
customer collection initiated
L »
Acct Exec Acct Exec
AR Mngr AR Mngr
Title: Process Collection From Account Customers Owner: Jaco Brits O Actions O Feedback

Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date: 9/17/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



New Landing Page - Level 1.2.2.10.1.3.1.1 Version: 1

m Create Customer Invoice

-Referencing invoice
numbers to waybills

Send (Invoice, bill
to prevent re- summary and
processing of billing .
statement)

i i A h i i Documents
Pre \nyowce aessF e Customer Generate invoice o Email sent Q Report ready Q rontto
received accounting selected invoice based on generated Email invoice Run billin
system and o and statement summary re gor‘t Forward AE/customer
select the pre-nvoice to billing clerk vrep documents to
information and update
customer - AE/customer
invoice numbers I —— e
N
Debtors Clerk Debtors Clerk Debtors Clerk Bill Clerk Bill Clerk
(s) Evolution (s) Evolution (s) E-mail (s) LMS
Title: Create Customer Invoice Owner: Jaco Brits O Actions O Feedback

Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date: 9/17/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



New Landing Page - Level 1.2.2.10.1.3.3

Process Collection From Cash Customers

Version: 1

Reques’Ffor Quotation Acceptance Payment Confirm No payment
quotation Submit submitted Confirm quote confirmed Request request done received
ived from . payment status
receive quotation to acceptance by customer to N
customer and advise CSC
customer customer make payment X
admin
_ —X
CSC Admin CSC Admin CSC Admin FIN Mngr
Payment
i confirmed
Collection Book Shipment read Shipment out
Arrange freight arranged collection/recei p v Arrange final for delivery
collection with ve shipment at deliveryto end
QPS dept hub from destination
customer ——————»X
CSC Admin Coll Supvr Coll Supvr

Title: Process Collection Fromm Cash Customers
Author: Mohammed Altamush Khan

Date: 9/17/2023
Volume: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

Diagram Version: 1
Review Date: None

Owner: Jaco Brits O Actions O Feedback

@ Change Log O Keywords

O Change Requests ® Read Only
F.T.E.. 0.00



Credit account

request from Send credit
customer application to
potential
customer
F——

Application
sent

New Landing Page - Level 1.2.2.10.1.3.6

Process Credit Application For New Customers

Version:

CFO responsible

for-
Review of credit
application
-Final application
Application approval
rejected

Bus Dev Mngr

Title
Author
Date
Volume

Receive Receiving Forward
completed complete application &
application with supporting
supporting documents to
documents Debtors Clerk

Bus Dev Mngr

Bus Dev Mngr

Documents Vetting process Q Cr-ed \’F
forwarded passed application
Conduct vetting Submit to CFO approved
forreview &
approval S

Debtors Clerk

Debtors Clerk

. Process Credit Application For New Customers
: Mohammed Altamush Khan

1 9/17/2023
: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Vetting Failed

Customer on

Place customer COD account

on COD account

VY

Debtors Clerk

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only

Owner: Jaco Brits
Diagram Version: 1
Review Date: None
F.T.E.: 0.00



New Landing Page -

Business *
requirement
Process unbilled
wavybill report
—_——————P
AR Mngr
Bill Clerk
Acct Exec
Business *

requirement

N

Title: Debtors Reports
Author: Mohammed Altamush Khan
Date: 11/28/2023
Volume: 0.00 Per Second

Process fuel
levies

AR Mngr

Rates Admin

Debtors Reports

Waybills ready
for billing

- »

Business units
notified

.

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Level 1.2.2.10.1.4

Business
requirement

-

New customer
acquired

N

Version: 1

* Accounts
reconciled
Process VAT
advances X
e EEE—
FIN Mngr
Bill Clerk
AR Mngr

¥

Process rates
administration &
new customer
requests

Information
updated on
system

v

Acct Exec

Debtors Clerk

Rates Admin

Owner: Jaco Brits
Diagram Version: 1

Review Date: None
F.T.E.: 0.00

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only



New Landing Page - Level 1.2.2.10.1.4.1 Version: 1

Process Unbilled Waybill Reports

Done on the 8th working day of
every month.
AE's (account executives) and
billing derks of the relevant

SINSU

branches, to provide comments
and reasons for unbilled waybills

Tobedone from the
1st to the 7th working
day of every month:
indicate waybills to be
billed onthe report

Business Q Download Distribute to Report Q Report Fill comments No payment
requirement complete relevant AE & distributed Forward unbilled forwarded and provide received
Download Billing Clerk to waybill report to reasons for
monthly waybill process unbilled relevant waybills not
» activity report waybills branches AE & billed IX
Billing Clerk

Bill Clerk Bill Clerk Navm\og Grou‘p AR Mngr Acct Exec

unbilled waybills

(s) LMS (number of waybills Bill Clerk
and total unbilled Done once a month
value) by reason All unbilled waybills
category should be billed the Report
following month returned with
comments
Initiate revenue Books updated Q Report ready Q W?vb\t\’\‘s‘;“ready
accrual in Consolidate orbilling
business unit information for Discuss report
books overview of all with CFO
B ; _ ¥
unbilled waybills X

FIN Mngr AR Mngr AR Mngr
AR Mngr

Title: Process Unbilled Waybill Reports
Author: Mohammed Altamush Khan
Date: 11/17/2023
Volume: 0.00 Per Second

Owner: Jaco Brits
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317



New Landing Page - Level 1.2.2.10.1.4.2 Version: 1

m VAT advance tobe rocess VAT Advances Ensure the
paid on behalf of the dishursement fee's
customer. The AE's are added to the
export VAT advance

(account executive's)
are copied on email amount paid on
behalf of customers

for payment
authorization and are billed back to
customers

e A

rez‘\lj‘r?:‘ns:nt Q Email sent Load ;ﬁyment POP forwarded Perform export cf)‘;an(\‘entge Q e;i‘;‘:en:i
Send email on efiling or clearing process Add
request to ABSA bank & on cross border disbursement
finance for VAT forward proof of consignment fees to export
—.
Clearing Team FIN Mngr Clearing Team AR Mngr
VAT advance
controlled account Bill Clerk
reconciledon a
weekly / monthly

Follow payment basis
collection process

Q Payments done Q ACCOUTI‘TS(‘
Process Perform reconcile
customer detailed VAT
invoice advance
payments "
AR Mngr AR Mngr

Title: Process VAT Advances Owner: Jaco Brits O Actions O Feedback

Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 10/27/2023 Date: 2/18/2025 Review Date: None O Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



New Landing Page - Level 1.2.2.10.1.4.3 Version: 1

Process Rates Administration & New Customer Requests

SINSU

As perthe Credit
Application process

procedure
New customer Form Forward the Form Q Application Data updated
acquired Complete new completed formto Debtors forwarded processed Capture/Load P
customer LMS Clerk to load Process new the rates on the
request form customer with customer system
request
Acct Exec Acct Exec Debtors Clerk Rates Admin
(s) LMS
‘ When required make ‘
corrections in LMS
Report Confirm rates Checks Q Information
Forward report forwarded loaded complete . updated on
10 AE/ Business Receive system
accurately on confirmation of
Dev Dept
the system loaded rates
accuracy "X
Rates Admin Acct Exec Rates Admin
(s) LMS

Title: Process Rates Administration & New Customer Requests
Author: Mohammed Altamush Khan Authorization: Authorized
Date: 10/27/2023 Date: 2/18/2025
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317

Owner: Jaco Brits
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only



Business
requirement

.

Download new
fuel price from

» websites

AR Mngr

New Landing Page - Level 1.2.2.10.1.4.4

Download from
- South Africa - SAPIA
- Namibia- NAMCOR
- Botswana - BERA

websites as and publised on a
monthly basis indicating fuel

price fluctuations

Process Fuel Levies

Download
complete

—

¢

Complete fuel
levy calculation
on fuel levy files

Files (saved on
TEAMS)

U=

Files updated

AR Mngr

Title: Process Fuel Levies

Author: Mohammed Altamush Khan
Date: 10/27/2023

Volume: 0.00 Per Second

Version: 1

Relevant Business

Units (Namlog, SLI

Namibia, Gentex,
Mellets, SLI SA)

System . Checks Business units
Adjust fuel levies dated confirm lets i tified

j \ update information complete Send email to notifie
new calculation accuracy on the relevant Bus Unit
on the systems system Mers of levies

update onLMS X
I ——
Rates Admin AR Mngr Rates Admin
(s) LMS (s) LMS (s) E-mail

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Owner: Jaco Brits
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only



New Landing Page - Level 1.2.2.10.2

Process Insurance

Equipment/
Vehicle to be
added/ deleted
from insurance

-

¥

Process
underwriting

Insurance Insurer rengwa\ ‘
updated terms provided
by broker
Process
—bx renewals
R

Insurance Mngr

Version:

Accident/

Insurance
updated Incident report
rec'd within 24
hrs via email
— o ]

Insurance Mngr

Title: Process Insurance

Author: Mohammed Altamush Khan

Date: 9/17/2023
Volume: 0.00 Per Second

¥

Process
accident/
incident claims

Payment
confirmed

—’x

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

Insurance Mngr

Owner: Jaco Brits
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only



New office
equipment to
be added to

insurance

Gather
information of

——————® equipments

New vehicle
tobe added to
insurance

S

New Landing Page - Level 1.2.2.10.2.8

Information required:
- Full items description, make, model,
serial number
- Address where item will be used
- Electronic Equipment — User and assets
number foritem

- New replacement value to be confirmed

- Invoice to be attached

Process Underwriting

O

Information required:

- Financial Company, interest to be noted

number
- Financial Company, interest to be noted

Insurance Mngr

Gather
information of

_ > vehicles

Equipment/
Vehicle tobe

Insurance Mngr

deleted from Gather
insurance information of
equipment/
4’ vehicle

- Invoice to be attached. Invoice confirm all vehicle information needed

- If no invoice is available, informationto be confirmed: Year, full model
description, retail value +additional items not factory fitted. Full
description for additional items and replacement value. Vin-, eng-, reg

Info gathered Issue instruction
to short term
broker to

add/delete item

Information needed:
- Details of item to be
deleted

Instructions
sent

- Reason why item is
deleted Insurance Mngr

|

Receive
amendments
from broker

Amendments
received

Check
information
accuracy

Insurance Mngr

Information
accurate

Version: 1

Perform save on
shared drive

Insurance Mngr

Insurance Mngr

Title: Process Underwriting

Author: Mohammed Altamush Khan

Date: 9/17/2023

Volume: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025

Information
inaccurate

Cost Per Second: $ ,3.5,E-0317

Review Date: None
F.T.E.: 0.00

Owner: Jaco Brits
Diagram Version: 1

Insurance
updated

4’X

Insurance Mngr

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only



Title
Author
Date
Volume

New Landing Page - Level 1.2.2.10.2.9

Process Renewals

Revise sums
insured,contents and
electronic
equipments

Insurer renewal
terms provided
by broker

R —

Revise items
insured

o

Items revised Value revised
Revise new
replacement

value

Issue instruction
to broker with
renewal

Insurance Mngr

Insurance Mngr

. Process Renewals
: Mohammed Altamush Khan

: 9/17/2023

: 0.00 Per Second

Authorization: Authorized
Date: 2/18/2025
Cost Per Second: $ ,3.5,E-0317

amendments

Vehicles —new retail value plus

additional items not factory

fitted; additional items must be
revised with replacement value

Instructions
sent

Version: 1

Insurance Mngr

Information
inaccurate

Receive
amendments
from broker

Insurance Mngr

Check
information
accuracy

Information
aceurate

Amendments
received

Insurance Mngr

Diagram Version: 1

Review Date: None

F.T.E.. 0.00

Perform save on
shared drive

Insurance
updated

—»<

Insurance Mngr

Owner: Jaco Brits

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only



New Landing Page - Level 1.2.2.10.2.10 Version: 1

Claim documentation Driveable and Non Driveable Truck, Trailer,
Tanker Claims
- Completed Claim Form
- Photos, vehicle and driver information required (if available)
- Vehicle Registration Numbers (could be more than 1 vehicle)
- Copy of license disks
- Copy of Certificate of Fitness (COF) / Roadworthy

- Photos of all damaged parts to be clearly visible (if available)

- Photo of odometer to show mileage

- Copy of Driver'sID, license and PDP

- Quotation or invoice for damages
- Provide SAP (case) number

Claim documentation: Goods In Transit
- Completed claim Form
- Vehicle Registration Numbers (could be more than 1 vehicle
- Copy of license disks
- Copy of Certificate of Fitness (COF) / Roadworthy
- Photos of all damaged load (if available)
- Contract of carriage or loading documents
- Waybridge documents and delivery notes
- Delivery notes

- Cross borderdocuments if applicable nt claims @ T (_:]
- Invoice for claimed loads U
- Copy of Driver license and PDP
- Provide SAP (case) number
If approved- then 3
options given:
Repair, Replace or
Cash payout
A |
Acadent/mc!den Q Documentation . . Documents Submission Q Claim TEJEC.TIDH
treport received forwarded Check claim Checks complete Forward claim forwarded Submit the claim complete _— letter received
within 24 hours Forward claim documentation documentation documentation Receive claim from insurer
via email documentation and attachments to insurance to broker status
to fleet accuracy manager conformation
————®  coordinator » from broker X
For repairs- Advice
fleet to send vehicle
Dept Mngr for repairs Fleet Coor Fleet Coor Insurance Mngr Insurance Mngr
Forreplacements &
cash payout- Receive
cashin lieu document Claim approved
Q Claims Sign and forward Document POP received Payfnent
. ) processed cash in lieu forwarded Receive POP Confirm the confirmed
rocess claims
(Replacement,R document to from the boker payment
epairs, payout) broker > "X
Insurance Mngr Insurance Mngr Insurance Mngr Insurance Mngr

Title: Process Accident/ Incident Claims
Author: Mohammed Altamush Khan Authorization: Authorized
Date: 9/17/2023 Date: 2/18/2025
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317

Owner: Jaco Brits O Actions O Feedback

Diagram Version: 1 @ Change Log O Keywords

Review Date: None O Change Requests ® Read Only
F.T.E.. 0.00



Title
Author

Date:

Volume

New Landing Page - Level 1.2.2.10.3 Version: 1

Process Payments

Invoices &

statements rec'd ‘ pa\:;o::tfe nt
from req\ﬁzﬁter/ ProFess
B p(:\/m‘ent —}X
: Process Payments
: Mohammed Altamush Khan Authorization: Authorized
10/2/2023 Date: 2/18/2025
: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317

Invoices/ Proof of
pomenecy | ¥
supplier Process COD
payments X
Creditors Clerk
FIN Mngr
Owner: Jaco Brits O Actions O Feedback
Diagram Version: 1 @ Change Log O Keywords
Review Date: None O Change Requests ® Read Only

F.T.E.. 0.00



Dive: Shared Drive:
Finance Folder
(Supplier Folder)

Invoices & (D

statements rec'd
from requester/
supplier

N

Save complete

Save invoices on
the shared
folder

Creditors Clerk

Based on credit

Process the
invoices

New Landing Page - Level 1.2.2.10.3.1

Process Creditors Payment

3 ways to process invoices:

- Match Invoices to Purchase Orders on Fraxion
- Load as invoice on Fraxion

- Capture invoice as SINV on Evelution
Accounting software

Docume nts for submission

- Completes Creditor Reconciliation Document

- Compare balance as per supplier statement
against balance as per Evolution

- List reconciling items for variance's

- Listamountsto be deducted or added for payment
- Complete remittance section

- Save reconciliation calculation on Namlog Shared
Drive: Finance Folder (Supplier folder)
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COD payment terms) - Chief Financial Officer
Validate 1st release done Payment
i i Proof of
Clerk notified Load payment Upload complete D Mngt notified on financial Y
Notify creditors instruction on Notify finance payments on rnanci Perform 2nd released Forward proof of paymentsent
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- VAT report
- Monthly sales report
- Income statement
- Trial balance report
Done on a monthly basis,
before every month end

Compare VAT payable
as perthe Monthly
VAT report summary
to Monthly Trial
Balance report

Process Monthly VAT Returns

i i Complete
Nk?nthly Q Reports Data analysis Compare Comparison Complete Report ready Q Issues P
requirement ready Analyse monthly complete monthly sales & complete monthly Compare & resolved turnover
Retrieve reports VAT report data monthly VAT summary on VAT resolve reconciliation
. R from monthly SLS
on system reports report differencein t
R reports repo
[
FIN Mngr FIN Mngr FIN Mngr FIN Mngr FIN Mngr FIN Mngr
(s) Evolution
VAT
calculation
ready for
review
Approvers . Payment Payment
o . Approved N Retumns filed
Inform CFQ& notified ; Revwew‘the Complete & file Initiate the released Release the released
Corp reporting information & returns on E-
- payment payment
Mngr approve filing portal
X
FIN Mngr CFO FIN Mngr FIN Mngr CFO
Corp Rpt Mngr (s) SARS Corp Rpt Mngr
Not
approved
Queries
resolved
Resolve the
queries
FIN Mngr

Title: Process Monthly VAT Returns
Author: Mohammed Altamush Khan
Date: 9/17/2023
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Process Bank Transactions (Cash Books)

Exports:

- Deposits received file
- Payments received file
Both file in csv format
from Evolution

Download bank
statement from
the bank portal

Version:

Select process
function,

processing batch to
update the bank

Business Q Q ) Statement Q X Q Information
requirement Update done Download bank Email sent Import bank added Payable files Code the files & Import done updated on
buDd:ti cas‘h statement & statement in the Perform exports import to Update the bank system
o0k O main email to system on system system in system
» bank account accountant
>
FIN Mngr FIN Mngr Accountant Accountant Accountant Accountant
(s) Evolution (s) Evolution (s) Evolution (s) Evolution
make necessary
Receipt files Impo! adjustment if
required
N Files Code the receipt Email sent Q
Forward receipts forwarded files & il
file toAR ties & emat o
themto Review & import

Manager accountant 1o system

Accountant AR Mngr Accountant
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Process Prepaid Card Administration

Version: 1

Business Cards Receipt Capture card
requirement received from Acknowledge acknowledged details on Data captured Request Request made
Bulk order cards Absa rocoint of the master prepaid new/replaceme Assign & issue At least two approval
from ahsa ptot prep nt prepaid card the prepaid card signatures required
cards online card i i
for employee from 4 Financial
spreadsheet Authorizers:
- Finance Manager
- Finance Manager
- Group Financial
FIN Mngr FIN Mngr Accountant Ops Mngr Accountant Accountant
- Chief Financial
Officer
Car
_ . Card ‘S_SUEd © Complete Funds Review Review done Approved Q
Receive &issue driver subsistence requested subsistence Initiste request
prepaid card to llowance allowance doc fora r(?va\ Release funds to
driver document foraccuracy & PP prepaid card
» signatures account
Not approved
Ops Mngr Ops Mngr Accountant Accountant FIN Mngr
Funds
released
Expense Receipts Process & recon Reconciliation
Hand in expense receipts . . submitted Coexpenses done
A received Submit receipts against prepaid
receipts to OPS to0 accountant 8 prep:
Manager card bank
statement 4%
Driver Ops Mngr Accountant

Title: Process Prepaid Card Administration
Author: Mohammed Altamush Khan
Date: 9/17/2023
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m Process Inventory Control

Send supplierinvoices

Fraxion approval and copy of Purchase
process Orders

Business Q Order made Stock Q Documents Generate [ob Job card ready Send copies of Documents Schedule
requirement Receive the received sent : ) job card & stock sent monthly stock
Send purchase card to issue the 5
Order stock on stock recon to take with
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————P
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(s) Fraxion
Stock take
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. . Obtain Process stock Stock
Receive Stock take Reconcile Signoff done Escalate Matter authorization to Signoff done Filing done iesued on processed on
inventory list & complete differences & differences to escalated signoff & File stock take system based on system
observe stock signoff on stock group FLT Mngr - 8 documents v
take take &FIN Mngr writeoff stock job cards forthe
discrepencies month
—X
Accountant Accountant Accountant Accountant Accountant Accountant
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Process Staff Debtor Administration

AOD
(acknowledgment
of debt)

Version: 1

Em‘plo\(ee Q AOD System Deduct amount Deduction Send AOD
submits signed submitted Capture AOD on updated indicated on applied balance &
AODto dept Submit the AGD the payroll AOD from monthly
mngr to HR system employee salary deduction to FIN
4.
Dept Mngr HR Admin HR Admin HR Admin
(s) VIP
: Email sent Process AOD Deductions Reconcile bal Reconciliation
Send email of all d . processed N done
eduction outstanding to
employee AOD -
forms to FIN amount on the outstanding bal.
system on AQOD report
HR Admin FIN Mngr FIN Mngr
(s) Evolution (s) Evolution
Title: Process Staff Debtor Administration Owner: Jaco Brits
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Strategic * Key customers ; Sales targets ‘ Actionable * Customers able
business identified approved recommendatio o request
objectives Compile sales h ns service
Compile Sales Implement Sales R
strategy Plan Plan Sales Operations
—_—> E——

Head of Dept

Head of Dept Head of Dept Bus Mngrs

Busine ss Managers
to update revenue
& contact reports
on Microsoft Teams

Q Actionable plan
to ensure sales

te 1 T
Monitor Sales argets are me

Plan

—_—

Tech Lead Dev
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Compile Sales Strategy
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—_—————> >
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Implement Sales Plan

Sales targets
approved

[ —,

Allocate new
business targets
per business
manager

Business
targets

allocated

*witheach
business manager

Conduct one-on-
one sessions

Head of Dept

(s) MS Excel

Title: Implement Sales Plan
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Compile Sales Plan
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* Achieved
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unit

Key customers Sales target Q Actual sales Q rfsa\es
identifi i i erformance i
identified Determine Sales defined reviewed P Ay Eeteimme
targets Review Sales Compare actual b argets per
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Title: Compile Sales Plan
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Title: Sales Operations
Author: Edwin Ramos

Date: 5/8/2024
Volume: 0.00 Per Second

Sales Operations

Version: 1

Proposal re-
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Amend where
i possible
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engagement customer | proposal with Sales HOD/
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for proposal customer
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application boarding analysis & able to
" . . Handover to
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Authorization: Authorized

Date: 2/18/2025

Cost Per Second: $ ,3.5,E-0317

Owner: Dirk Cornelius Uys
Diagram Version: 1
Review Date

F.T.E

- None
.2 0.00

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only



New Landing Page - Level 1.2.2.13.10.2 Version: 1

m Establish Customer Requirements for Proposal
Standard &

discounted rates

Customer N Q Discount ) Customer
relationship Negotiate & SOW agreed _ approval submit proposal
established agree on SOW Check required required additional ready
with Ops and rates of discounts for
HOD customervs approval
—_————> e e e
Bus Mngrs Bus Mngrs Head of Dept
Mngt Execs
Historical data Distribution
Simulate available Provide data provided N findi
historical distribution data resten; fncings
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MD MD
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m Submit Credit Application and T&C to Customer

Customer

3.10.5

docs ready for
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Proposal Customer Submit Crvedivt
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Handover to Contract Logistics Division

Performance KAM trained
analysis & Train delegated on customer
evaluation KAM on SopP

Customer SOP
R
Bus Mngrs
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Customer Monitoring
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Customer On-boarding

Version: 1
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