
Branch:

Manager:

Date:

Step No Process Completed Action

1
Request a ride using the Bolt website & enter all required 

information on the site 

2
Record the below details on your branch's Bolt Excel sheet 

immediately after the trip is booked

2.1 Name of the customer

2.2 Job Card Number

2.3 Distance travelled

2.4 Amount charged

2.5 Bolt drivers name

2.6 Reason for the ride

3
Check the amount captured on the Excel corresponds to 

the amount on the Bolt dashboard .

4
Sheet to be submitted to Head office by 1st of every 

month.
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