
Car booking: 
 
First the car fleet department is called by the office manager. This telephone call is 
necessary to get information about the available cars. After that the car gets booked 
via a web interface. Then the travel expenses form is filled in and sent to the travel 
expenses department and the car fleet department. The booking is confirmed by the 
car department. After that the keys can be picked-up at the administration building 
and the car at the car fleet department. 
 


