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Scope

This procedure applies to all employees of F2 Logistics Philippines Inc. and F2
Global Logistics Inc. involved in the management and use of trucks, trailers and
company issued car in reporting and submission of Insurance claim documents.

Ownership

The MMD Manager/Asset Management Supervisor is responsible for ensuring that
this procedure is cascaded to all concerned personnel and that it reflects actual
practice.

Policy

1. Damaged company property shall be reported within 24 hours via SMS, or through
phone call by the driver involved to respective BU Operations Assistant and/or BU
Dispatcher, BU Supervisor, BU Manager, Fleet Supervisor, Fleet Manager, Asset
Management Specialist and Asset Management Supervisor.

2. The BU Supervisor or BU Manager shall submit the accomplished Insurance
Claims Checklist together with the other documents to Asset Management
Specialist and/or Asset Management Supervisor within 30 days from the time of
accident.

3. Asset Management Specialist shall take note of the following Insurance Provider’s
guidelines and agreed timeline in making follow up with the Insurance Provider on
the status of claim.

3.1. Service Level of Agreement with Insurance Provider on the issuance of Letter
of Authorization (LOA) and Cash Settlement Offer.
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3.1.1 Own Damage Claim — 3days upon completion of documents

3.1.2 Third Party Claim — 5days upon completion of documents
3.2. Type of Insurance Settlement

3.21 Letter of Authority (LOA) — LOA will be provided if the shop is
accredited by Insurance Provider.

3.2.2 Cash Settlement

a. Cash Settlement will be provided if the shop is not accredited by
Insurance Provider.

b. Cash Settlement will be provided for Insurance Reimbursement Claims.
Advance settlement should be coordinated by Asset Management Specialist
and approved by Insurance Provider or else it will be subject for denial of
claim.

4. Upon receipt of LOA and/or Cash Settlement Offer, Asset Management Specialist
shall advise the Operations Team to deliver the unit within 60days from LOA date.
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Procedure

( START )

A 4

Driver
1. Reports the damaged company property to BU
Operations Assistant/ Dispatcher/ OPS Supervisor/ OPS
Manager/ Fleet Supervisor/ Manager/Asset Management
Specialist/ Supervisor via SMS or through phone call.

A 4

BU Operations Assistant/Dispatcher/OPS Supervisor/OPS
Manager /Fleet Supervisor/Manager
2. Advises Asset Management Specialist regarding the
damaged company property reported by the driver.

'

Asset Management Specialist

3. Informs F2 Logistics Insurance provider the potential
claim that will be submitted.

A\ 4

BU Operations In-Charge
4.  Submits documents and the accomplished Insurance
Claims Checklist to Asset Management Specialist.

A 4

Asset Management Specialist
5.  Reviews each submitted documents.

i NO

Complete
documents?

13.

14.

BU Operations
Completes all necessary
documents.

Submits all documents to Asset
Management Specialist.
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Asset Management Specialist
Prepares receiving copy and submit all complete documents
to F2 accredited Insurance provider for claim processing.
Informs responsible BU/Fleet Team/MMD on the status of
Insurance Claim.

Approved
Claims?

8.

Asset Management Specialist
Advises the Operations Team to deliver the unit upon receipt
of LOA and/or Cash Settlement Offer.

NO

Vehicle for

repair?

> 15,

Asset Management Specialist
Secures Cash Settlement from
Insurance Provider.

BU Operations
Informs Asset Management Specialist and/or Fleet
Supervisor once the unit is delivered to the shop.

v

10.

Asset Management Specialist
Coordinates with the shop for the timeline of repair and
advises the BU Operations and Fleet Team.

v

11.

Fleet
Conducts visit of the unit to monitor the repair of the
vehicle in the shop.

A\ 4

12.

Asset Management Specialist
Once done, advises BU Operations to pull out the vehicle.
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