Business/ & r:\iil\j.\lla;f
regulatory
L. access log by
quirement Process CGM
0 | licenses ————»X

Vehicle
transfer
required

=N

Title: Kuwait - Human Resources & Admin
Author: Edwin Ramos

Date: 4/13/2023
Volume: 0.00 Per Second

New Landing Page - Level 1.1.3.6

Kuwait - Human Resources & Admin

A g

Process
vehicle
transfer

Maintenance
required
Leased
vehicles

NN

Maintenance
required
Co-owned
vehicles

Vehicle repair
completed

4.X

Vehicle
Vehicle ‘ records
request from updated
dept Process
vehicle
_ request ———#X
Leased
Vehicle vehide ‘
transfer accidents
completed P"r.f-ef :
[ —— vehicle
4»( accidents
—_——»
Company
vehide
accdents

Authorization: Authorized

Date:

2/3/2025

Cost Per Second: $ ,3.5,E-0317

Owner: Shaji George

Diagram Version: 2

Review Date: None
F.T.E: 0.00

¥

Process
vehicle
maintenance

O Actions

@ Change Log

Version: 2

Vehicle

maintenance
completed

-

O Feedback
O Keywords

O Change Requests ® Read Only



New Landing Page - Level 1.1.3.6.2 Version: 2

m Process Vehicle Request

Budget review by
Procure ment Comm.
& approved by CGM

Negotiationis
conducted with
the Committee

Vehicle LE_] Employee Request quote Quotation Vendor Vendor Purchase
request from Q eligible for a frur: received from Q selected Approve approved Prepare Order (PO) Approve PO approved
dept Check company approved vendor Compare vendor Purchase ready Purchase
employee vehide P " quotes & selection Order (PO) Order
eligibility vendors select vendor
————————>
Form to be
Signed by Admin received & signed
9] Contract Contract a Vehicle a Employee a Undertaking 1] Vehicle
i d d delivery date Explain & familiarized Letter signed Conduct i cted
Review the revewe Approve the spprove Confirm confirmed rev?ei:rnthe with policy Sien by employee insm(‘ec“t‘ion e
contract with contract vehicle i ith Undertaking P int
HR delivery date policy wi letter upon receip
employee of the vehicle

Employee
transportation
allowance stopped
by HRD & FIN

Vehicle
records
updated

>

Add &record
vehicle details
in KWT Master
Sheet

Title: Process Vehicle Request Owner: Edwin Ramos C Actions O Feedback

Author: Edwin Ramos Authorization: Authorized Diagram Version: 2 @ Change Log O Keywords

Date: 8/25/2024 Date: 11/18/2024 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 1.1.3.6.4 Version: 3

m Process Vehicle Transfer

Notify Fleet In-charge,
HOD & CGM
State reason for
transfer request

With keys, vehicle
registration &
insurance

In presence of
the employee

i G e ompodt Pk L B st
required submit Admin Hand-over _ Contfua completed of vehicle completed
Vehicle vehicle |nspeﬁlt:n on transfer
P Transfer Form vehicle X
Title: Process Vehicle Transfer Owner: Edwin Ramos O Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 3 @ Change Log O Keywords
Date: 8/25/2024 Date: 2/3/2025 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 1.1.3.6.6 Version: 3

m Process Vehicle Maintenance

Maintenance ; Vehicle Maintenance ‘ Vehicle
required Process maintenance required Process maintenance
Leased maintenance completed Co-owned maintenance completed
vehicles for leased vehicles of co-owned

————— P vehicles ¥ —_———————P E—— e

Title: Process Vehicle Maintenance Owner: Edwin Ramos O Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 3 @ Change Log O Keywords
Date: 8/25/2024 Date: 2/3/2025 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



Maintenance
required
Leased
vehicles

New Landing Page - Level 1.1.3.6.6.16

Process Maintenance for Leased Vehicles

g

Fill-up
Maintenance

— p RequestForm

Title: Process Maintenance for Leased Vehicles

Author: Edwin Ramos
Date: 9/2/2024
Volume: 0.00 Per Second

@
Inspect
replacement
vehicle

Cost Per Second: $ ,3.5,E-0317

)

Version: 3

Form Request Records Arrange Coordinated Maintenance
received b Checkvehicle " & X ds2
completed Send request a by - confirmed maintenance with vendor Take vehicle exceeds
. Admin maintenance - hours
& submit form appointment to garage
records :
with vendor
Delivery Form -
reviewed & signed Delivery Form
by Admin . .
i submitted to Admin
Vehicle ready LEJ Vehide ready LLJ Inspection Q Acknowledge Vehicle
after Take vehicle & for hand-over completed Send ment sent Update maintenance
maintenance return Inspect the Acknowledge maintenance completed
replacement vehicle ment email log
vehicle 4’)(

Owner: Edwin Ramos
Diagram Version: 3
Review Date: None
F.T.E.: 0.00

Authorization: Authorized
Date: 2/3/2025

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only



New Landing Page - Level 1.1.3.6.6.17 Version: 3

Process Maintenance for Co-owned Vehicles @ @] 93
Co-owned vehicles must

be inspected by the
employee before being
taken to the garage.

Periodic maintenance
or mechanical repair

Maintelnanoe @ Form Re:quest D Coordinated D Maintena.noe Collect
required ] completed Send request received by with garage & repair original
Co-owned Fill-up N Admin ; f uotes given &
ehicles Maintenance & submit form Determine Take vehicle qhvvengdﬂr receipt from
| RequestForm request type to garage vendor
Reviewed by ADM - Delivery Form
& approved by FIN submitted to Admin
E:“r_ ' @ Maimell"‘\ance Vehicle ready @ Inspection Q Acknowledge Yehicle
mechanical Fill-up "EPBH'CI adf'EES Take vehicle for hand-over completed Send ment sent Update mamtelnan;e
repair sve Purchase settle from garage Inspect the Acknowledge malnltenance complete:
Requisition vehicle ment email o8 X
Form (PRF) %
Submitted to &
approved by FIN
For periodic ] Vehicle ready
maintenance Fill-up & for pickup
sve submit
Expense Claim
Form
Submitted to
FIN dept
Title: Process Maintenance for Co-owned Vehicles Owner: Edwin Ramos O Actions O Feedback

Author: Edwin Ramos Authorization: Authorized Diagram Version: 3 @ Change Log O Keywords
Date: 8/29/2024 Date: 2/3/2025 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 1.1.3.6.8 Version: 3

m Process Vehicle Accidents

Leased Vehicle repair Company ; Vehicle repair
vehicle Process completed vehicle Process completed
accidents accidents for accidents accidents for

leased company

——¥> vehicles 4’)( —™ vehicles 4’)(

Title: Process Vehicle Accidents Owner: Edwin Ramos O Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 3 @ Change Log O Keywords
Date: 8/25/2024 Date: 2/3/2025 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 1.1.3.6.8.16 Version: 3

m Process Accidents for Leased Vehicles

Police Report Vehicle
received returned
Report
Le;fzd Notify HOD & Concerned g G| submitted to & fve"“zrf Register & Accident Q Vefhi""e repair a Vehicle repair
vehicle . parties . i Take actionon informed for ollow-up
Admin Admin update the logged B . completed
acddents ol notified Fill-up i necessa : Receive with vendor Receive &
S list of i accident ry dent €
F::Z“Z;: Accident based on action r:co‘:t :}:‘eet replacement inspect
— Report Form ) oo P vehicle vehicle »
investigation
Title: Process Accidents for Leased Vehicles Owner: Edwin Ramos O Actions O Feedback

Author: Edwin Ramos Authorization: Authorized Diagram Version: 3 @ Change Log O Keywords
Date: 9/8/2024 Date: 2/3/2025 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 1.1.3.6.8.17

Process Accidents for Company Vehicles

All repair cost will be
billed toemployee if
provenat faultinthe
police report

Attach Police
Report

Version: 3

Co mpany Notify HOD & Concerned ie] Q Submitted to Q Vehicle repair Check Replacfement o Vehicle repair
vehicle Admin parties § Admin follow-up availability of vehicle . completed
acadents spasmin notified Fill-up Inform vendor with vendor replacement provided Receive &
pecialist of Accident to repair the vehicle inspect
accident Report Form vehicle vehicle 4»(

Coordinate with
CORP &FIN dept
& submit the PRF

Police Report
received

Owner: Edwin Ramos
Diagram Version: 3
Review Date: None
F.T.E.: 0.00

. Process Accidents for Company Vehicles

. Edwin Ramos Authorization: Authorized

1 9/8/2024 Date: 2/3/2025

: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317

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



New Landing Page - Level 1.1.3.6.9 Version: 3

m Process Licenses

Each license is
processed differently,
either online or by
visiting government
entities

With limited access
in the shared folder
as approved by CGM

: : License License B
Business/ Newillcense Define license ‘Doc Q application application/ Follow-up Llce-nse D
regulatory Identify license requirement owner & requirements Process renewal Pay applicable renewal fees license received
requirement requirement ready application/ fees (if any) . application/ Record/ update
i under process aid
location/ dept renewal of P P renewal status the license log
—¥ license
License
renewal License log
updated
License due Filing 0On-going Lo Regular
Check license to expire/ File original completed Maintain & monitoring Meintain & review of
lidity & expi ired Prepare doc . . ~ record access
vali piry expire N license & keep monitor license logi access log by
date requirements. copies status og-into GM
Licenses x
.

Author: Edwin Ramos Authorization: Authorized Diagram Version: 3 @ Change Log O Keywords
Date: 8/25/2024 Date: 2/3/2025 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



