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intent of SOP To document the standard operaling procedure for the process of managing GG vehicle/s. The purpose of the process s 1 manage .
day © day operafons and use of GG vehiclels. This process sters when the cllent submils & request for & govemment vehicle in
wriing and ends when e vehicle Is reiumed Fleet Management. Govemnment vehicles are criical assels that enable service delivery
and therebre his process neads i be managed efecively and elicianty 10 ensure teir accessiblily and avaiiabilty. K is also he
inlenfion of this document 10 ensure hat e senvice and finclions are perbrmed wilhin the relevant legisiafion and policy Famework,

Process Objoctive(s) aan&ﬂ_?!as__ of managing he afiocaon and use of govemment vehicles.

Scope agguagasgsagaggéamgoﬁgg

Definitions HoD Head of Depariment

Z181 Accident Report Form
: GG Government Vehicles (whils fleef)
Desired Performance “Eficlently, efleciive provision of Transport 1 support core business.
Key Performance Indicator Number of implemanied consfrucion projecs in ierms of e infrastucire Plan.




Principles & values o Eficient, economic and efliecive use of resources must be promoied.
s Services must be provided imparSially, fairly, equitably and wihout bias.

¢ Responsibiity Managers must be accouniable.
Compliance Moasures e Compeiency Test Driving
v Noolicial will be allowad 1 drive 2 Govemment vehicle wilhout being fesied o prove compeincy.
v The tesing of oficial’s shoukl be done atthe local Tralic Deperiment of Transport though the relevant Transport
® Ewni

v All GG vehicle’s ﬁﬁn_&ﬂ___ai! check valiiily of the cense disc.
¥ For lcense disk renewal Diskicis must notly he Provincial office for renowal amangements with the Trading Entily 60
days bebore the expiry.
= Sawvicing of Government Vehicles
v All govemment vehicles ara expecied 1 be serviced af heir reguier inervals. Faikire ¥ service vehicles may lead

%Eig
Transport oficials must ensure hat service books are stamped aller e service,
. u_!_uzs____!_
v Shoukd here be any dispule reiaing © fie payment of imoice. The malier must be taken up wilin soven days of
receiving invoicals fom GFMS faiing which the user Depariment mest pay the invoice in full and inbrm the GFMS In
witiing of the disagreement’s.
v The GFMS underiakes 1o pass credit noles against the user Depariment account when necessary
e Tralic Fines
v L the responsbilly of a vehicle user/ oficial © pay hisher Traflic fine. Non-payment of rafic fine/s have cost
impiicaions 10 e Depariment

¢ The Trading wil forward Frafic fnes b fe Depariment for ¥acing. The Depariment hes a responsibilly 1 respond within
fourleen days by providing names of affocled vehicle user, proof of residenial addvess end 1D number.
v The Trading Enlly may bll he department in cases of non-compliance with the 14day period. The Depariment is then
obligsd 0 pay he invoice end then submit 1 Debt Management for recovery.
« Fual Exceplions
v The Depariment receives fuel exeplion report fom the Trading Ently.
v"  Flest Management unit conduct analysis of the fuel exceplion report 0 defermine the Vehide, the Distict and hhe user. |
Flest management then wrilss i e relevant Diskict and are given 3 working days 1 respond.
v' Basad on e responses received, fe Depariment wries back © the Trading Enfly for furfer management. In cases of
suspecied misuse of fuel, the maller Is then refarred o Labour Relaions for firther investigation.
Performance Measures » Devolopment of Fleet Management plans hat are responsive 1 Transport needs of fhe Depariment

—_——— —_—— e Y - - , - - e — —-  ee——————————————_—— e
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« Signad Trip Request Form

o« Approved MemoRegquest

e Trip Auborly Form
§§§§§ when applioable
e Checklist brm

e Garage Form when appicablo
e Drivers Licanse

e (GG vehicles that are road worky
e Alocaled GG Vehicles

s Sarviced GG Vehicles
o Released conlscalbd GG vehicles
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STEP BY STEP GUIDE

GG VEHICLES PROCESS
Supporting Service
No. Task Name Task Procedure Responsibitiy Docmiation | Standant’ |
Submitsigned Tip | o Submit signed Trip Request wih atached documentis 5days | Oficlal « Signed Trip S days
Request before he ¥ip. Request Form before he
o Check Trip auhoriies with (reques) for complelengss end | Transport Oficer = Approved Memo | ¥
signakre. Request
o Trip Auhorly
Form
Afer Hour Form
when applicable
Checklist form
Garage Form
when appiicable ._
Issue Trip Number « 1Bsue Trip Number and conirm avallabllly of vehicle e | Transport Oficer « esuad Trip A day before
end user. Number the ¥/ on
o Tako inb coneidoralion vehicle/s that are curendy due for the day of
service or repakrs before confrming avallabilly. Vavel
e Ensure hat Vehicles hat are due for mainipnance and service
are not iasued.
s Ensure hat service/mainienance of whib leelf3G vehicle
( I — fakes priority over any deparimen! reguest 1r usage. N |
. Aliocate arelisble |« Alocals a rekiable vehicle end no defecks on o Inspecion | Transport Officer *  Compleed | On the day
wehicle Esm inspecion Form | of ravel
o Ensure that the most appropriale and refiable vehicle is issued
based on te feirain of e rous and destnalion.
»  Ensure fhat driver's license is produced and checked for
vaiidly before he vehicie Is issued.

e e ———————— e e e =l
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Document Trippoimt fo | @ Ensue hat Pre and post lnepecion of a vehicle s conducied | Transport Oficer » Updaled Log Befora/Afer
polot information and before the vehicle is moved and aler the ip. Book | e bip
the milsage’ o Auhorize Trip auhoriies belbre the vehida can be issued.
» Request a molivalion lefler from the relevant direciorale In
case of deviallon of a tip 1o cover addiional kiomelers where
applicable.
. wﬁan...asz __Eta__g:.n_-_n!uaa__

. -ui___tw Eiuiﬂ._asu._sawzﬁ_"na_
must be fed In by e End User.
= Complels garage permit if he car is going b be parked
rasidence.
. mﬂ-o-ﬂ-tanﬂogggw&s in advance

Submit Log Bookand | « mﬁn_.awsrnaﬂ_&usigoams Oficial Updaied Log Book Afer te fip
car keys to the relum.
Transport Offlcer o Ensure that e vehide & relumed on fme.
s Check variance between mileage and distance travelled; ¥ Transport Oficer
there are any discrepancies, fhis should be invesligated
through labour relaions or risk.

e [ necessary, in case of misuse a discipinary proceeding
shoukl be insiiuled; fivker b that-an oficial will be required o

replace any ilem that heve gone missing whilst a govemment

wvehicle has been issued out b him or her.
Inspect Vehicie ageinst | «  Inspect Vehicle by checking odometar reading against the Transport Oficer e Updaisd Log Bebm/Ader
the Updated Log Book) Updaied Log Book. Book e ¥ip
¢ Caphxo any dofocls/ missing accessories in e inspecion = Updaed
Form and the oficial responsible must fake fill responsibiity. inspecion Form
s Request he Enfly % procurs missing accessofies and bill he

gﬁs&aissﬁiiiﬁs form wil be

B e
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Submil log shects Comtpile and submit log sheet © he Provincial Ofice monhly | Dislrict Transport Updaied Log shaels Monhiy
head office on the 27" sach month. ) Oficer
Engure that all govemment vehicles are serviced at their
reguiar inlorvals; fallure b service wehicles may lead vehicles
losing their warraniies. Provinclal Transport | Stemped Service book
» Ensure that service books are stamped aller the service, @5
Reconclle ECPG Receive monthly relums fom the diskics. Assistant Disector ¢ Invoicels Monhly
Accounts o Ensure hat he monhly reun fom each diskict and Mondhly relum
Provincial Olice 1 include: Log sheels
Vehicle regisiraion Updaied asset
Viehicle make regisier
Vehicle modal
Ofice neme
Closing km
Neod service
License disk validiy
» Receive invoicals fom the Enfly.
e Periorm reconcilalion once fis ks done and approved by he
CFO.
9 |PayECPG » Receive approved reconciiafion fom CFO. Admin Olicer Flest Updaled asset Monhly
o Verly avalishle of budget Managoment U regisier
« Capixe psyment oh MIS by bllowing relevant Procurament Invoices
process. Order
s Submit imoices and GRV  conkracls Manegement for Payment sub
veriicalion of he SLA.
s  Submit order, GRV and ivoices 10 paymenis secfion.
e Exiact payment siub and send i Trading Endly.
Report accident Report he accident 1o he police Call Cener and Transport Olicial Compleed 24 Howurs
Olicer wihin 24 hours in case of an accident. accident Form
e Compiele the Accldent Form within twes (3) working days, Stamped
e Verily the complelad accident form within tree (3) working Reference 3 Days
days. Number
Skekh Plan
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e Inbrm Transport olicer In case of injury or desh so hat

heshe can act on your bohalf in terms of reporing the
accidont b the call Centre.
e  Submk acciient report i fe Transport Oficer
11 | Submi Accident » Receive accident report Transport Oficer Accident Form
Report tothe e  Submit acopy of accident report  Depariment of Transport c
Department of and Head Ofice wilhin 5 working days.
Transport. Suspend anoficial who has been involved in more fhan two | Responsibilty

accidens wih a Government vehicle witin !!Eﬁn.
from driving Government vehicle for a period of 12 monkhs/
undergo a compelency assessment
repair cosls of the vehicle including a thind parly vehicle repair
cost

« Follow up wih Depariment of Trading Enfly about fhe stlus
of the vehicle.

« Ensue that bllow up the siakis of he vehicle sbis is done if
no fedback s recelved wihin fourieen (14) working days fom

o Enswe that any negligenl driving lead 10 the oficial paying e | T

the Trading Ently
12 | Monftor reported e Report vehicles identified for deflest to the Trading Entity | Assistmt Direcior
defloct tothe Trading | , £ o 1ok oleet Cerficaie Is esund In case of defecting case of
ey o Ensure hat vehicles are sent b the relevant dealer in case of | Transport Olicer
repalr
13 | Keep the Vehicle s Keep Fie vehicke & he polios siafon, valic deparment or | T

Trading Enfly; In case of vehicie condscaied by yaficipolice
o Wi siaemant about he incident and submit b e
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44 | Conduct Investigation |« Refr o malier 1o labour relafionsiisk for invesigation witin | Responsiie Manager | «  Incident Report
through Employes 3 working days. Disirict = Charge Sheet
Relationa/Risk o  Send awriten request ©o-he Provincial Ofice for the releasing | DirechrProgramme | @ Invesigation
Management of e vehicle and aliach fhe relevant documentalion upon he | Manager szﬂﬁmsasn_:gn

recaipt of invesiigaion oulcomes the release ofa

4 vehicle Including
Acfon taken by

Responsible

Manager or

| Dis¥ict Manager

Release the vehicle o Prepare memo i he HOD wihin tree (3) working days upon | Transport Oficer » Incident Report
receiving of necessary documenialion of receipt requesting the Charge Sheet
rebesament of he vehicle, "n__sw.eﬂ_a
o  Sign Memorantum HOD vehicla including
o  Send incident report and sancion where appicable  the Transport Oficer Acion taken by
Depariment of Transpost b request release of vehicle Responsble -

Ensurc fhat rekcese lefr Is issued 1 HOD by e Deperiment | 1rersport oficer Manager of
of Transport Diskict Direcir

Signed
Send release lolier 1 the relevant District for the collection of Memorandum
e vehicle. Signed

memorandum wilh

ivesigation

resulls (¥ any)

Releasa letier

18 | Collect the vehicle Collect e vehicls fom the Depariment of Transport orask | District Transport Release leler
within two (2) days any sutorised oficial 10 do s on your bohall Jﬁ?ﬁ Car keys

[i: ]
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Misuse of Misuse of Govamment Vehicles may lead

| Digciplinary measuras shoukd be taken against aflacied Manual

Government © accidenis and unnecessary repair cosis oficials by Responsibiity Managers
Vehicle and Petrol | and may also cripple service delivery. .
cards Misuse of paol cards /el may lead b M _ugﬁnmnﬁtitﬁ_&-sg ki)

Co-ordination Role | fulless expendiure b the Depariment
and delays in sendes dalivary.

| oficial by Reeponshilly Managers

in relumn e depariment wil raise debls
_ agairst the relevant oficials

Payment of Vehicie | F renfal or ullisalion cosls arenotpeldon | L Assistant Direcior Responsible for reconcilision ensures
rental costs fime, Depariment of Transport may charge that invoices from Depariment of Transport are paid
inerest wilhin 30 days.
on-paymant Non-payment of rafic fine/s have cost Assistant Direcor Responsible for while feet ensures that | Syslem
traffic fines implcafions b the Depariment The identiicaion of driver at fhe fme of the Fralic #ne and he
Trading Enfly may bill he depariment submission is made b Debt Management for
cases of none payment of Tralic fnes and implemenizfion of debt recovery.
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LEGISLATION, POLICEES, PROCEDURE, & OTHER DOCUMENTATION (Le. SOPs)

| EFFECTIVE DATE

DOCUMENT NAME AT OR SECTION DESCRIPTICN (F APPLICABLE)
Usage of GG Venicles; Issuing of Govemment Vehicles;
Conveying of passengers; Authorlly © use a govemment vehicle;

Salb parking of govemment vehicles; Reporing of accidenisfincidents;

Conliscalion of vehicles; Trafic fnes
PFMA act 1 of 1999 Seclon 38 (1) b, (d) Efecive use of resources, salequardng and mainienance of vehicle assets | 1999
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Resommendsd by: Asting Chicf E Gazi

o N == olothon
—— = ) | Eerfys-
| Director: Asset Management v ..K\Nm\ \\é
Recommended by: N.Ngchguena | |
Acting Chief Financial Officer | \N\ s \V\\\uﬂw
[Mpovedby: | NBat |5 AJ6T T© OueWieAaw| [~ ) |
HOD T?mzoo..:?m g Q &ldors
Distribution and Use of SOP District Directors, Service Office Maniagers, Area Managers, Assistant Directors and all staff members
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