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                                              TRANSPORT COMPLIANCE AND ASSET MANAGER Internal Use
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Set up on Syrinx & 
enter plant no. on to 
control spreadsheet

START

END

Await the V5C 
document (log book)

V5C document 
received

Registration no. 
entered on to control 
spreadsheet and on 

to Syrinx and road tax 
reminder set up

V5C document 
scanned and filed

New registration or 
reminder?

YES

Check details match Syrinx & 
control spreadsheet.

Colour code the V11s received.

V11 Road tax 
reminder

Pass V11s to Finance Dept to pay 
road tax.

Finance will print out 
confirmation of payment and 
pass to Transport Compliance 

Manager.

Is it road registered 
& plated?

V5 New registration

Set up on Syrinx & 
enter plant no. on to 
control spreadsheet

Asset Manager to email 
machine supplier to 
advise as plant not 

registered as per machine 
order request

Asset Manager to 
request machine 

supplier to re-
attempt registration 

After 3 weeks, chase 
machine supplier for 

an update 

Response from 
machine supplier?

NO

Pass registration no 
details to Transport 

Compliance Manager

YES

NO

END

Inform DVSA.  
Register and tax 

machine and            
re-charge supplier

YES

NO

Transport Compliance Team will 
update Syrinx and control 

spreadsheet with new road tax 
expiry dates.

Update the control spreadsheet 
and Syrinx if any fleet no needs 

to be SORN’d e.g. goes to 
auction.

Remove the V5 and place in 
SORN’d fleet folder.

Once machine sold, advise DVLA.
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