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BEFORE STARTING
YOUR JOURNEY

BEFORE SETTING OFF

e Check the air in your cold tyres once a month. Do not forget the
spare wheel if you have one.

e Check the profile depth on your tyres: it should not be less than
4 mm, because below 4 mm the tyres are not really suitable
for driving in winter conditions — despite the fact that European
law only prescribes a minimum depth of 1.6 mm. Having
unsuitable tyres represents an infringement of the German Road
Traffic Regulations and is penalised by a fine or even points
in the Central Register for Traffic Offences, depending on how
serious the offence is.

Take drinks/blankets with you on longer

journeys, especially in summer or winter
to prevent any health problems.




HAVING THE RIGHT ATTITUDE CAN SAVE LIVES

Carefully check that the brakes work regularly when there is little
traffic around.

Check that the interior and exterior mirrors are correctly set
before each journey.

Check that the seat and headrests are set properly. Ensure that
there is a large enough gap with each airbag and particularly
the manufacturer’s instructions about transporting children and
pabies in child seats facing backwards.

Always switch on your dipped headlights, as you need to use them
in many countries during the daytime too, and you then do not run
the risk of forgetting to do so when you cross an international border.

ALCOHOL WHEN DRIVING

.

Do not drink and drive! Even small amounts of alcohol can severely
impair your ability to drive and, apart from material damage

and injuries to people, can lead to hefty fines, points in the Central
Register for Traffic Offences, a ban on driving —and the liability
insurance company can even hold the company car firm liable and
cancel any comprehensive insurance.
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TRAVELLING WITH YOUR MOBILE PHONE

¢ Only use the hands-free facility and only operate your phone when
you have parked your vehicle properly.

.

Consider that phoning while driving has an effect on your response
times just like alcohol, even when using the hands-free facility, which
is why it is forbidden almost anywhere in Europe. Accidents that
occur when using your phone in the EU may be regarded as physical
injury resulting from negligence and even lead to the loss of any
insurance claims. Anybody who is involved in an accident while using
their phone may be jointly liable.

LOADING THE VEHICLE

¢ Stow loose items safely in the vehicle’s interior, as they can quickly
become dangerous missiles. Secure any luggage items projecting
beyond the vehicle at the rear properly and ensure that other drivers
can recognise them.

Separate loaded items that project above the rear seat with a net
or grille and load any bulky luggage, which has been properly secured,
on the roof, if possible, taking note of the permissible roof load.



ON THE ROAD

DRIVING IN WINTER

e Scrape off all the ice and snow from the windscreen/windows and
do not forget the headlights either.

* Please be careful: a layer of ice may have formed, even on roads that
have been cleared!

¢ Please drive slowly and pay great attention, particularly on bridges
and in clearings through forests. Keep enough distance between
your vehicle and those ahead of you. Truck trailers, which have not
been cleared of snow, can represent a significant danger for you
through falling snow or sheets of ice.

Always take blankets, gloves, an ice scraper,

a defroster,a torch and some jump leads as well
as sturdy shoes and a jacket with you.




DRIVING IN RAIN AND FOG

What should you do if aquaplaning occurs?

* Carefully take your foot off the accelerator, keep the steering wheel
straight and avoid any jerky steering movements. Only start steering
again carefully when you have contact with the road.

Disengage the clutch /keep in the drive mode if you have an
automatic gearbox.

¢ Do not brake on vehicles without ABS.

Please note that leaves on the road can significantly increase the
risk of skidding, even in light rain.

Avoid driving around bends fast and any abrupt braking and steering
manoeuvres.

¢ Keep enough distance between your vehicle and those ahead of you.

What should you do in fog?
¢ Use the rear fog lamps in fog and when vision is less than 50 m.

¢ Please note that any wrong use of fog lamps or driving inappropriately
can be penalised with fines. Therefore, always adapt your speed to
the situation.



BRAKING CORRECTLY

¢ Practise emergency stops and evasive manoeuvres regularly,
under supervision, preferably at a professional driving training school.

¢ Ensure that the passengers in the rear have fastened their
seatbelts too. Otherwise, relatively slight accidents may have
Serious consequences.

If the traffic allows, apply the brakes regularly when travelling
in rain to remove any liquid film from the brake disc. Your

brakes will then respond immediately if you have to make an
emergency stop.

DRIVING AT NIGHT

¢ Drive with particular care when it is dark.

¢ Keep your headlights and windscreens clean. \Whenever possible,
use your main beam (but not in forests because of animals crossing
the road).

¢ Have the lights on your vehicle tested and perform a visual check
yourself at regular intervals.



FAIR PLAY ON THE ROAD

Always indicate when you change lane!

Never forget the blind spot in your rear mirror or looking over
your shoulder!

e Put your warning lights on when approaching the end of a traffic
jam and stop in such a way that you can still see the tyres of the
car in front of you.

e Always ensure a safe distance between yourself and other vehicles!

n FINES ...

...are handled very differently in the various EU member states.

In some, fines of several hundred euros are possible for exceeding the
speed limit. EU member states are already enforcing fines in Germany,
but it is also possible that your vehicle may be immobilised or a security
deposit must be paid before you can continue your journey.
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USEFUL FACTS ABOUT
DRIVIUNG SAFELY
AND ECONOMICALLY

DANGEROUS TREES

e Be particularly alert on country roads, do not underestimate bends
and keep to the prescribed speed limit at all times!

¢ Almost 20 percent of all those killed in road traffic accidents die
through colliding with a tree and 75 percent of these tree accidents
take place on country roads.



REDUCE YOUR CONSUMPTION

e Always drive with foresight because this will really enable you to
save fuel.

e The over-run fuel cutoff comes into play if you stop accelerating
completely and the engine is then used to brake the vehicle.

* \Whenever possible, take your foot off the accelerator in good time
and do not brake until as late as possible. This makes ideal use of the
vehicle’s kinetic energy.

AN EXPENSIVE MEETING

¢ Avoid short journeys, because unnecessary cold starts consume
a great deal of fuel; the fuel is poured into the engine in large
quantities to obtain a mixture that can be ignited.

12



HELP AT THE SITE OF
AN ACCIDENT

SAFEGUARDING THE ACCIDENT SITE/
PERSONAL SAFETY

e Park your own vehicle at a good distance from the site of the
accident without hindering other traffic.

¢ Switch on your warning lights and set up a warning triangle at least
100 m away from the accident site.

e Ask others to assist you.

¢ Obtain a rough idea of the accident and note the following six points:

EMERGENCY CALL
Dial the emergency phone number, 112,
which applies across the EU.
Where are you?
What has happened?

How many injured people are there?

What kind of injuries do they have?

Wait for any questions until the emergency
centre ends the conversation.




SAVING PEOPLE’S LIVES/ADMINISTERING FIRST AID

e Secure the accident site and make an emergency call.

Switch off the engine of the vehicle involved in the accident, if possible.

Talk to any injured persons to reassure them.

* Keep them warm, as a person’s body temperature and the chances
of survival are closely related.

e Put them in the recovery position, if the victim of the accident is
unconscious, but is still clearly breathing and blood is circulating.
Act as you learnt in the first aid course.

e Start resuscitation measures if the person has stopped breathing
and does not have a pulse and use what you learnt in the first aid
course.

e |fthe caris on fire or a passenger in the car has to be resuscitated,
try to pull the injured person carefully out of the car. Make sure that
no parts of the person’s body are trapped.

Watch out for any airbags that have not been released or only partly,
because they can pose a risk to you. Only approach them from the
side where the airbag has already been fully released.

* Choose a safe place to care for the persons properly.

¢ |fa motorcyclist is the accident victim and is not breathing, you may
have to remove the crash helmet, as the person may suffocate
otherwise and it is impossible to reanimate them when they are
wearing a helmet.
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Place any persons suffering from shock in the shock position
(legs stretched out and raised), cover them and reassure them.

e Stop any wounds from bleeding with a sterile compression bandage.
Wear gloves when doing this!

e Check your first aid kit regularly (at least once a year) to see whether
it is complete and the sell-by date has not been exceeded. Replace
any items, as necessary. You must comply with the latest version of
DIN 13164 in each case with regard to the contents of your first
aid kit. Your first aid kit also contains an information brochure about
immediate life-saving measures. First aid is an important link in the
rescue chain.

n Do not be frightened of making mistakes.

You are, however, liable to prosecution is you deliberately
refuse to offer help, as everybody is legally obliged to adminis-
ter first aid to the best of their ability.

Refresh your first aid skills every two years!

Store all the phone numbers so that relatives can be informed
about any emergency from the phone book in your mobile

phone under the internationally recognised address abbreviation,
ICE (In Case of Emergency) — in case you cannot act personally.
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USEFUL FACTS ABOUT
YOUR COMIPANY CAR

HANDING OVER/RETURNING THE VEHICLE

¢ Vehicle papers

All the keys

Original tyres including the wheel rims (if necessary, eight)

e Fuel cards

Service card

Emergency card

High-visibility vest

¢ Other accessories

\K\a
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FUEL MANAGEMENT

How do | use the Fleet Management fuel cards properly?
e Enter the exact mileage

e Use the fuel card PIN (random PIN: you have received your
four-digit code by letter/e-mail; special or company PIN: if you or
your company have selected a standard code)

For security reasons, please do not note the code on the fuel card
and keep your PIN code and fuel card separately from each other.

Fuel station networks
¢ Aral-Routex Card: Aral, Agip, ENI, OMYV, Statiol, Westfalen, Total
e euroShell Card: Shell, Esso, Avia

* Novofleet Card: Jet, Star, HEM, OIL

DRIVING LICENCE CHECK

The owner of a company car is legally obliged to check and document
the driving licences of the authorised drivers at least twice a year.

We help you with this using our electronic solution and remind you
about the regular checks. You can obtain more detailed information
on +49 203 3188-8123.
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FAQS - FREQUENTLY
ASKED QUESTIONS

May | drive my company car abroad?

The company car user is obliged to carry a valid international insurance
card with them in the company car. If you do not have one, please
contact the Fleet Management office. You can find the conditions for
private journeys abroad in Europe and beyond in the company car
handover contract or ask your employer for them.

| have lost my fuel card. / My fuel card is not working.
What can | do?

If you cannot find your fuel card or it is not working, please contact the
Fleet Management office. Return the faulty card to:

DP World Europe Fleet Management GmbH
Schifferstr. 80
47059 Duisburg
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The warning lamp for a car service is lit up in my vehicle.
What can | do?

Arrange an appointment at an authorised garage. Use your Fleet
Management service card or a service order for this.

| need new summer /winter tyres. What can | do?

Arrange an appointment at an authorised tyre partner — or online at
www.dpworld-fleetmanagement.com.
Please use the Fleet Management service card to pay without cash.

| have a flat tyre. What can | do??

Most of the vehicles are equipped with a tyre inflator system. Please
use this first and then drive to the nearest tyre partner to buy a

new tyre.If the tyre inflator system does not work, please contact the
nearest tyre partner or our service hotline. The vehicle will then be
transported to the nearest garage and the faulty tyre will be replaced.

What do | do if an accident occurs?

Please contact the 24-hour service hotline at Fleet Management
on +49 203 3188-8123. Your accident will be recorded there and
everything else will be arranged.
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My vehicle needs a main service / an exhaust emissions check.
What can | do?

Arrange an appointment at an authorised garage. Use your Fleet
Management service card for this.

| have a technical problem with my (new) vehicle. What can | do?

Your car has a manufacturer’s guarantee for two years from the date
of first registration. Find an authorised garage and have the technical
faults removed. The garage will claim the costs directly from the
manufacturer.

My vehicle has broken down and is not roadworthy any longer.
What can | do?

Phone the manufacturer’s service hotline. You will find the phone
number in the manufacturer’s operating instructions. Your vehicle
will be taken to the nearest garage. The costs are covered by the
mobility guarantee.

Present your Fleet Management service card at the garage.
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OUR
COOPERATION
PARTNERS
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DP World Europe Fleet Management GmbH
Schifferstr. 80
47059 Duisburg

Service hotline (24/7)
Phone +49 203 3188-8123

fleet-eu@dpworld.com
www.dpworld-fleetmanagement.com
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