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Company Drivers Regulations

This revised driving regulation is effective from 12" March 2019. All company’s drivers must read and

comply to the regulations accordingly.

Responsibilities

1. Employee who is allowed to drive the company car must be Supervisor level in each section or the
one who is prior authorized or permitted from the direct supervisor at all cases.

2. Employee who drives the company car must hold valid driving license, legally.

3. Employee who is authorized to drive with others employees, passengers or loads in the car must drive
with special care. Check whether all the passengers have their seatbelts on and/or all goods loaded in
the car must be in lock position and ensure that it will not be fallen down during the journey.

4. Employee who drives must drive strictly within speed limited provided in each zone, follow the
Traffic Laws accordingly.

5. Drivers must not use mobile phone when driving provides there is extra accessories, hand free. If
necessary in any circumstance, stop the car before using the phone.

6. Employee who is authorized has to drive with speed not exceed 90 km./ hour in daytime or 80
km./hour at night except in the area that the speed limit enforced by the Traffic Laws is less
than 80 or 90 km./hour. The driver must not drive closely to the front car (Tailgating), no
drinking any alcohols or using illegal narcotics if any drivers fail to do that, the employment
will be terminated immediately without any notice, nor severance pay or prior warning.

7. Employee who is authorized to drive is allowed to drive the company car only during the working
hour except special assignment by the direct supervisor.

8. The company will not allow any employee to drive the company car for personal purposes or park the
car in the other place except at the company premise.

9. Employee who is authorized to drive must check and maintain the car in ready-to-drive conditions at
all times such as fill the tank, check the engine oil including any fixing in the car. The car must be

cleaned both inside and external.

Company Drivers Regulations Updated Mar 12, 2019

10. If there are any accidents, damages or problems, the employee who drives has to report to the direct
supervisor immediately or within 24 hours if it is minor accident.

11. The drivers have to realize that the car should not be parked in areas exposed to car break in.

Driver Better Scheme

1. All company cars must have company’s stickers on for clearly seen when there is any complaint
from other driver relate to bad manner of that driver.
2. The company car will be installed with speed checked and controlled device as well as GPS to

record the driver’s driving behavior.

Disciplinary actions

In case, the company receive any complaint or find out any unacceptable behavior of any drivers

mentioned above except item 6, the disciplinary actions shall be as follow:

1. That employee is subject to a written warning notice or be suspended from work for not exceed 7
days with prior notice with 50 % of his or her wages before suspending.

2. If the company still received complaints that the employee repeatedly break one of the regulations or
violate the Traffic laws within one year after the first offence, the company may consider the

termination of employment without severance pay, with no advance notice.

Fail to practice or break the regulation item 6, mentioned above, is a serious misconduct, the
company has the right to terminate the employment immediately without prior notice or severance

pay or prior a written warning.

Your cooperation and compliance would be highly appreciated.

Company Drivers Regulations Updated Mar 12, 2019
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