
SOP Template: Driver Credential Verification and Log-
In Procedures
This SOP details the process for driver credential verification and log-in procedures, including the verification of
valid driver licenses, background checks, compliance with company policies, and secure log-in methods. It aims to ensure
only authorized and qualified drivers access company vehicles and systems, enhance security measures, maintain
accurate driver activity records, and support regulatory compliance.

1. Purpose
To establish clear, consistent procedures for verifying driver credentials, approving access to company vehicles and
systems, and logging driver activities in compliance with legal and company requirements.

2. Scope
This SOP applies to all employees, contractors, and personnel who operate company vehicles or access related systems.

3. Responsibilities

Role Responsibility

HR Department Conduct initial credential and background verification.

Fleet Manager Ensure ongoing compliance; authorize access to vehicles/systems.

IT Department Administer secure log-in credentials and monitor access logs.

Drivers Maintain valid credentials and adhere to all policies.

4. Procedures
4.1 Driver Credential Verification

1. Collect and validate the following documents:
Government-issued driver's license
Proof of age and identity
Driving record (MVR)

2. Conduct background checks according to company and regulatory standards:
Criminal background check
Drug/alcohol test (where applicable)
Reference verification

3. Verify candidate's compliance with minimum driving experience requirements.

4. Document all verification steps and maintain copies of all credentials in secure HR files.

5. Notify IT and Fleet Manager upon successful completion of verification for system/vehicle access provisioning.

4.2 Log-In Procedures

1. Assign unique log-in credentials (username and password) for authorized drivers.

2. Require two-factor authentication (2FA) for system access, where applicable.

3. Ensure drivers log into vehicle management systems before vehicle use to record start time and assignment.

4. Drivers must log out upon completion of duty or vehicle return.

5. IT department to regularly audit access logs for unauthorized attempts or anomalies.

5. Compliance & Auditing
Credential checks and log-in activity are subject to routine audits.
Non-compliance will lead to investigation and may result in disciplinary action.



All records must be maintained as per regulatory and company data retention policies.

6. References
Company Fleet Policy Manual
Data Protection and Privacy Policy
Applicable Local and Federal Regulations

Note: This SOP should be reviewed annually and updated as needed to reflect changes in regulations or company
policy.
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