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	OPS Fleet Management Work Instructions
Owner / Department:  UAE Operations



	PURPOSE
	These work instructions are set to provide an understanding on the fleet management procedures like instructions on fleet rental, replacements and maintenance.

	PERSON AFFECTED
	Operation Manager, Operations Supervisors, HR Supervisor, Finance Manager, Billing Agents.

	FLEET MANAGEMENT WORK INSTRUCTIONS
	· Vehicles Maintenance Replacements
· Vehicles Accidents Replacements
· Vehicles Handover/Takeover 
· New Vehicle Request (Doc# 0194) 
· Vehicles Fines & Accidents

	VEHICLE MAINTENANCE REPLACEMENTS
	1. User to make service request form - vehicle maintenance request form(Doc#3305)  with full required service to be done shall be handed over to station agents.
2. Station agent shall send an email to fleet in-charge on his query.
3. Fleet in-charge will request vendor for replacement exchange / service request.
4. Vendor will contact the user for replacement/exchange of the vehicle.
5. User will mention replacement vehicle number on maintenance request form.
6. Station agent shall send an email to fleet in-charge with maintenance request form having the replacement vehicle number.
7. Replacement vehicle number will be added to Fuel Filling Supplier by fleet in charge.
8. User will start writing replacement vehicle KM for mileage update
9. After servicing, user will exchange replacement in station. 
10. Station agent shall inform fleet in-charge to remove replacement vehicle from Fuel Filling Supplier filling by mail.
11. Fleet in-charge will request Fuel Filling Supplier to remove the replacement vehicle from the approved filling vehicles list.

	VEHICLES
ACCIDENTS REPLACEMENTS

	1. Station agent shall submit SMSA vehicle accident report form.
2. User ID, Driving License, vehicle registration card and police report shall be submitted to fleet in-charge.
3. Fleet in-charge will put a request to the vendor and file a copy of the documents submitted.






	VEHICLES HANDOVER/
TAKEOVER

(Going on leave/Coming from leave)
	1.  User must complete vehicle inspection form upon collection
2.  It is user responsibility to cross check and agree with the condition of vehicle that he has received.
3.  Vehicle inspection form has a vehicle image which the user and station agent or fleet in-charge has to check and mark the scratches and dent locations on it.
4.  User must check below items while receiving or handing over the vehicle to the station agent or fleet in charge.
· All interior and exterior damages / scratches.
· Spare Tire.
· Fire Extinguisher.
· First Aid Kit.
· Registration Card (Mulkiya).
· Tool & Jack.
· Trolley / Bins.
· Station agent / fleet in-charge will cross verify complete vehicle based on form filled by user or station agent.
· Under signed form by user and station agent/ fleet in charge.
· Give one copy to the user and one copy to file in fleet record.

	VEHICLES NEW REQUESTS

	1. For a New Vehicle request, OPS supervisor shall issue the Doc#0194 including the details of User name/ID, Vehicle model, Location, Fuel Limit/type/service providers and expected delivery date, with OPS Manager’s Approval to procurement. 
2. For a Replacement vehicle, OPS supervisor shall issue the Doc#0194 including the details of vehicle model with OPS Manager’s Approval to procurement.
3. After receiving the Vehicle Request Form(Doc#0194), Procurement shall finalize the quotation and issue the Purchase Order to the Vendor within 7 working days. 
4. Based on the availability, the vehicle (Brand new) delivery schedule shall be notified to OPS Team by procurement within 3 days. 
5. Temporary vehicle shall be arranged from the same vendor immediately, If OPS required/ to avoid the operation interruption. 
6. After receiving the new vehicle, OPS team shall submit the vehicle receipt paper & Mulkiya copies (front & back side) to HR to arrange the fuel kit (ADNOC/ ENOC) & parking card (if required). 
7. If the vendor did not respond in a timely manner on the requirements & services, fleet in charge shall notify the procurement officer to escalate the issue to the Vendor’s Management. 

	VEHICLES MILEAGE REPORT- MONTHLY FLEET REPORTS
	1. OPS Vehicle Mileage Report shall be submitted on or before 2nd of following month to Accounts. 
2. Meeting between OPS & Fin Dept scheduled on 15th of every month to discuss about the Monthly Fleet/ Mileage Report. 

	VEHICLES FINES & ACCIDENTS
	1. HR & finance will submit all vendor invoices every month.
2. All notification pertaining to fines need to be alerted at the same time for user acknowledgement.
3. Immediate notification to be shared by vendor for any lock fine needed to be paid by the user.
4. After paying a lock fine, station agents or fleet in-charge must share payment receipt to Finance, HR and vendor in order to avoid double charges to user or avoid double deduction from his salary.
5. In case of accidents, if employee received the red paper from police, the traffic fine and insurance excess shall be paid by him. If its green, there’s no traffic fine & no insurance charges. 
6. Vendor must submit all RTA fines documents and fine invoice to SMSA every month without any delay.
7. Finance/ HR must hand over the same to OPS for final verification.
8. Fleet in-charge may verify the actual user based on;
· Daily courier Runsheet
· Vehicle maintenance request form / mail
· Daily KM mileage report file
· User handover receiving forms
9.  Fleet in-charge shall update the excel file and send all fine related documents to the station agents for user acknowledgement signature.
10. The signed copy shall be sent back to fleet in-charge for filing.
11. After acknowledging all fines by users, OPS Supervisor or OPS Fleet In-Charge shall sign the vendor’s final invoice and send it to HR by COMAT.
12. Verified changes made in excel file shall be also shared with HR by fleet in charge.
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