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HIRE DESK WORKSHOP
GROUP TRANSPORT & 

SERVICE MANAGER
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Obtain customer details 

inc. length of hire, contact 

details, agreed costings & 

payment terms

START

Advise customer of damage 

& recharge process (refer 

to SP18)

Notification inc. contact 

details to be sent to 

Workshop Manager 

requesting vehicle is 

prepared for hire

Notification received

Arrange for fitters 

report and a video 

which highlights any 

damage prior to the 

hire 

All compliance 

information placed in a 

presentation pack.  

Lock out the tacho and 

notify Hire Dek that 

vehicle inspection is 

complete

Arrange for vehicle to be 

washed and cleaned, fully 

refuelled and add-blue 

included

Request the removal of the 

vehicle from the Operators 

Licence

Receive request for 

the removal of the 

vehicle from the 

Operators Licence

Notify Hire Desk when 

complete

Arrange for hirer to sign all 

relevant documentation 

inc. fitters report.  1 copy 

placed in compliance pack 

and 1 is passed to 

workshop

RETURNING VEHICLES

Carry out an off-hire 

inspection

Unlock tacho and take 

a video of vehicle 

condition & confirm 

fuel level.

Arrange for fuel costs to be 

recharged to customer
Damages?

Complete repairs and 

raise damage recharge 

invoice

YES

NO

Send fuel costs (and 

damage recharge if 

applicable) invoice to 

customer

Advise vehicle returned 

from hire

Include vehicle in 

Operators Licence & 

replacement disc.

END
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