	
	
	


[image: ]
Letter Of Undertaking

	Date 
	
	Employee Name
	

	Employee ID No.
	
	Driving License No
	



To: The Fleet Management Team

Subject: Acceptance of the Company Vehicle and guidelines 

I, the undersigned, hereby undertake to ensure the fleet policy is understood and adhered to while in possession of the company vehicle allocated to me 

Guidelines 

1. The company car allocated is the sole property of OCS/ SMSA Express and has been provided based on the business need or eligibility criteria defined by the company. The company has the right to revoke this privilege at any time with or without notice. 
2. The vehicle allocated is for business purpose and should not be used for personal business and profitability (e.g. used as taxi, or for selling goods, etc.)
3. It is the sole responsibility of the user to safe keep the vehicle in his/her possession including keeping the vehicle clean and ensuing that the Admin Specialist is kept informed of any damages, maintenance required, expiring registration and or insurance vehicle.
4. The user is not allowed to make any modification (shading / tinting etc.) or repairs to the allocated vehicle without the prior written approval of the Admin Specialist. 
5. The user cannot assign or re assign the vehicle allocated to me without the Admin Specialist consent and the vehicle return and delivery documents completed 
6. Any traffic violation fines on the assigned vehicle will be borne by the user who is register on the fleet records. 
7. A police report will be mandatory for any accidents occurred while the vehicle in the user possession. In case of inability of providing the necessary police report any cost related to the accident will be borne by the user. 
 
Not limited to the above I, have reviewed and understood the SMSA Fleet Policy Doc No. 6395 on SMSA GUIDE. I hereby undertake in addition to the above all the policy guidelines will observed and followed at all time. 
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