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HIRE DESK

TRANSPORT

DRIVER

SERVICE

ON HIRE & EXCHANGE

Customer enquiry
received.

Obtain customer
requirements and
contact details

Send Account Form and
No—»] proposed email quote
(See Accounts Process).

Has the
Customer got an
account?

Yes

Isit a ‘KEY
ACCOUNT’?

Follow Key Accounts
process — SP02.

No

Follow New Operated
Hire process — SP43.

Is an operator
required?

Yes—p

No

Does customer
require copy of
quote?

Send hire confirmation
by email

No—»

Yes

4

Create & email
the Syrinx quote
to customer.

»i
T«

1) Check other depots
2) Go to Direct Solutions
No——»|to re-hire

3) See director for
possible purchase

Is there
vailability

Yes
A 4
Send/resend
email to customer [«
requesting PO.

Has customer
provided PO or
confirmation of
booking?

Yes

\ 4

Put order into firm
booking on Syrinx so

Allocate driver for

that Transport &
Service have visibility.

A

Allocate fleet number(s)
which are showing

available on Syrinx
unless otherwise
notified by Service Dept.

A\ 4
Once machineis
allocated, certs &

NRMM can be emailed

to customer if required

EXCHANGE
Where an exchange is requested from

Contact customer to ensure
equipmentis available for
collection. If the customer
needs to extend the hire,
notify the Hire Desk to
ensure an extension request

the customer enter this on the ‘LIVE’
board showing both machine numbers
being exchanged.

P is received.

Arrange a driver for the
collection/exchange, and
ensure that the driver gets
the customer to sign the PDA.

Yes »| delivery of plant to
customer.
Check fleet no
A allocated by Hire
Desk & change if
v necessary.
HD /Transport dept.to call
site contact to confirm any
site issues/further hire
requirements.
Carry out routine check
A 4 on vehicle for safety
. | and security and check
Allocate job to PDA. I
delivery note asset
numbers.
Y

Service to re-
allocate new
number on the
booking screen

Deliver plant and obtain
customer name and
signature on PDA as

confirmation of delivery.

Take photos of machine and
any attachments.

Note any damage or losses
and obtain signature from
the customer as

confirmation.

Sign PDA.
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HIRE DESK

TRANSPORT

DRIVER

SERVICE

OFF HIRE

Raise Off Hire straight away on
Syrinx using correct off hire
date.

Send off hire ref. to customer by

email.

Off hire not confirmed on Syrinx

until collection has been
confirmed on the PDA.

OFF HIRE

Check PDA information for any
LOST, DAMAGED or
ADDITIONAL FUEL charges.

Contact customer to ensure
equipment is available for
collection. If the customer
needs to extend the hire,
notify the Hire Desk to
ensure an extension request
is received.

Arrange a driver for the
collection/exchange, and
ensure that the driver gets
the customer to sign the PDA.

Note any damage or
losses and obtain
signature from the
.| customer as

| confirmation.

Sign PDA.

f

No

DAMAGED?

Yes—»

Follow Loss

Process SP13.

<>

No

*

No

v

Off Hire on Syrinx.

Yes

Yes—»

Follow Fuel

Process SP04.

Follow Damage
Process SP18.
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