MEMO

Date:       16TH July 2008
To:           GLOBINACO EMPLOYEES  

RE:  COMPANY VEHICLE USAGE POLICY: CENTRALIZED ISSUANCE OF FUEL CARDS 
1.         Due to the recent fuel price increase, all Company Vehicle drivers are advised to plan their works carefully to avoid wastage of fuel. In addition, the implementation of a centralized issuance of fuel cards will improve the monitoring of our fuel expenditures.

2.         In line with this, WITH IMMEDIATE EFFECT, all Company vehicle drivers are required to top up their fuel tanks and to return the fuel cards to their respective Area Managers (District) and to Melissa (HQ).

3.         The following new arrangement will take immediate effect:

3.1       For District:

3.1.1   Area Managers are asked to appoint one of their staff to hold the fuel cards. 

3.1.2   Company vehicle drivers using diesel vehicles to obtain the fuel card from the appointed staff and to return immediately after they have fueled up so that others may be able to use the card.

3.1.3   Company vehicle drivers MUST record the vehicle number on the card in their mileage record form  

3.1.4   Company vehicle drivers MUST submit the fuel receipt to the appointed staff when they return the fuel card.

3.1.5   The appointed staff MUST record all transactions including getting the Company vehicle drivers to sign for the fuel cards and when they return the cards. (Holding period: Maximum 1 DAY)

3.1.6   The appointed staff MUST keep a proper record of the usage of diesel on each card. (SAMPLE format as per attached – APPENDIX 1)

 

 3.2      For HQ, KK & PNG:
3.2.1   Company vehicle drivers using diesel vehicles to obtain the fuel card from Ms Ryna (Procurement & Mechanical Clerk) and to return immediately after they have fueled up so that others may be able to use the card.

3.2.2   Company vehicle drivers MUST record the vehicle number on the card in their mileage record form.

3.2.3.  Company vehicle drivers MUST submit the fuel receipt to Ms Ryna when they return the fuel card.  

3.2.4   Ms Ryna will record all transactions including getting the Company vehicle drivers to sign for the fuel cards and when they return the cards. (Holding period: Maximum 1 DAY)

4.         Please take note that some fuel stations may only allow the cards to be used a maximum of 2 times per day. Kindly inform all Company vehicle drivers not to leave till their fuel tanks are empty before refueling. 

Should you require further explanation, please refer to Procurement & Mechanical Manager.

            

REMINDER FOR ALL COMPANY VEHICLES DRIVERS TO DRIVE WITHIN THE SPEED LIMIT OF 80KM/H!!!!!

Sincerely,

Agnes Thien

CORPORATE PLANNING, HR & ADMIN DEPARTMENT

