GENERAL AGREEMENT CONDITIONS (GAC)

§1
Introduction
General Agreement Conditions (GAC) - it is a set of definitions, instructions and rules on conduct with the use of self-service collection of Products forming an integral part of the Agreement for the Use of Self-Service System for Collection of Products 
on Terminals. 

§ 2

Definitions

The terms used in the General Agreement Conditions and in the Agreement shall mean:
CBOK - “Central Customer Service Office” - team in PKN ORLEN S.A. dealing with registration of Basic data, issuance/update of Cards and in particular cases registration of Orders and authorizations sent by Customers. Additionally, it supports Drivers carrying out self-service collection of Products and deals with registration of complaints. 
Basic data - data indicated in Requests concerning Drivers and Vehicles used for transport of Products collected from the Terminal. 
Release note - document including detailed information concerning Products collected by a Driver.
Order - General order or Detailed order.

General order - document prepared by a Customer being a notification of planned collection of Products 
by specified Drivers and to specified Vehicles, drawn up on the basis of Commissions which do not specify a Loading plan. The General order forms a notification of one or several loading processes and requires completion by a Driver by determining a Loading plan with the use of software of a Multimedia Kiosk. 

Detailed order - document prepared by a Customer being a notification of planned loading of Products 
by specified Drivers and to a specified Vehicle, drawn up on the basis of Commissions which specify a Loading plan. The Detailed order forms a notification of planned execution of precisely one loading and does not require completion of a Loading plan by a Driver. A Driver may not make changes in a Loading plan. Changes may be made only 
by a Customer or the CBOK.

Terminal Controller - person supervising a particular Terminal.

Card - Identification card of a Driver and Identification card of a Vehicle.

Driver’s identification card - magnetic card issued by the CBOK upon a request of a Carrier enabling a Driver to collect Products from the Terminal. 
Vehicle’s identification card - magnetic card issued by the CBOK for a Vehicle notified by a Carrier enabling collection of Products from the Terminal. 

Driver - person who collects and transports Products based on an Order. 
Multimedia kiosk - device which enables identification of a Driver and Vehicle and conduct of self-service preparation of the following documents:
· Loading plan - before loading chambers of a Vehicle,

· Release note - after loading chambers of a Vehicle.
Customer - entity for whom Products are collected and transported.

PIN code - 4-digit code used for protection of a Driver’s Card.

Loading plan - description of arrangement of Products in particular chambers of a cistern. It may form an element of a Commission, 
based on which a Detailed order has been created or may be generated by a Driver with the use of a Multimedia Kiosk in case of execution of a General order.
Vehicle - tank truck, truck tractor, semitrailer-cistern or trailer-cistern. Each Vehicle has an individual registration number and an assigned Vehicle’s Identification Card.

Products - unleaded petrol, diesel oils, fuel oils, esters forming independent fuel, jet fuels and other liquid refinery and petrochemical products.
Carrier - entity employing a Driver and collecting Products from Terminals based on Orders issued by a Customer.

Terminal - place of collection of Products adapted to self-service process. Specification of locations of Terminals is in Attachment No. 4 to the GAC. 

Agreement - Agreement for the Use of Self-Service System for Collection of Products on Terminals.
Request - request for issuance/update of an Identification Card of a Vehicle and Driver.
Commission - document including data concerning collection of particular quantity of Products in a specified period.
§3
Identification cards
1. Cards are owned by PKN ORLEN S.A. and issued free of charge by PKN ORLEN S.A.

2. The cards are an electronic identifier of a Driver and Vehicle in IT systems.

3. In order to issue an Identification card of a Driver it is necessary to submit a Request by a Carrier signed by a Driver for issuance/update of an Identification card of a Driver including his Basic data (Attachment No. 2 to the GAC). 
PKN ORLEN S.A shall hand over the Card to a Carrier and the Carrier to a Driver.
4. The Driver’s card is secured with a 4-digit PIN Code.
5. During the first login in a Multimedia Kiosk a Driver shall change the temporary PIN Code. Further changes of the PIN Code may take place through the CBOK only after verification of Driver’s identity.
6. The Driver’s identification card may be used only by the Driver whose data is included in the Card. The card 
is valid only with an identity document enabling identification of a Driver.
7. In case of requesting the Driver’s identification card for the same Driver by several Carriers, the Card shall be issued only to the first applicant. 
8. The Vehicle’s identification card shall be issued on the basis of a Request delivered by a Carrier, correctly completed,  for issuance/update of the Vehicle’s identification card including his basic data (Attachment No. 3 to the GAC). 
9. A copy of the Certificate for admission of vehicles to transport of some hazardous goods shall form an attachment to the Request for issuance/update of the Vehicle’s identification card.

10. The Vehicle’s identification card shall be issued separately for each Vehicle with an individual registration number, 
i.e.: for a tank truck, truck tractor, semitrailer and trailer.
11. The Vehicle’s identification card is not secured with PIN Code.
12. A Vehicle may be assigned to resources of only one Carrier. 
13. A Carrier shall be obliged to immediately inform the CBOK about the fact of cessation of using a Vehicle (sale, rental/lending) in order to block the Vehicle’s identification card. 
14. The Request for update of basic data of a Driver or Vehicle needs to be provided to PKN ORLEN S.A. with the number/address indicated by a Carrier in the Agreement. A valid copy of the Certificate for admission of vehicles to transport of some hazardous goods shall be attached to the Request for update of Basic data of a Vehicle.
15.  In case of a change of Basic data of a Driver or Vehicle, a Carrier shall be obliged to immediately notify PKN ORLEN S.A. of new Basic data of a Driver or Vehicle. 
16. A Carrier shall bear full responsibility for validity of documents, required by law, of a Driver or Vehicle and exploitation data of a Vehicle, including in particular capacity of chambers.

17. An instruction on completion of Requests forms the Attachment No. 1 to the GAC. 

18. A Carrier shall be obliged to effectively secure and protect the Cards and not to make them accessible to unauthorised persons. A Carrier shall bear full responsibility for consequences of making the Cards accessible to unauthorised persons and for consequences arisen from the use of the Cards by unauthorised persons. 

19. In case of:

a) loss or destruction of the Cards,

b) suspicion of a possibility of entering into possession of the Cards by unauthorised persons, 

c) use or suspicion of use of the Cards by unauthorised persons

it is necessary to immediately inform the CBOK in order to block the Cards and issue new Cards and PINs by PKN ORLEN S.A.

20. In case of finding a Card which has been reported as lost, it may not be used and should be immediately returned to the CBOK.
21. A Carrier shall be entitled to obtain information from PKN ORLEN S.A. whether a Driver’s identification card is active based on the following data provided to PKN ORLEN S.A.: first name and surname of a Driver, number of a Driver’s identification card.

§4
Rules on collection of Products from Terminals 
1. Entrance into the territory of the Terminal and self-service collection of Products shall take place on the basis of a valid Identification card of a Driver and a valid Identification card/s of a Vehicle/s. A Driver needs to possess a certificate of completion of a training in OHS and in operation of filling devices. 
2. Self-service collection of Products shall take place with the use of Multimedia Kiosks enabling unassisted preparation, by a Driver, of collection of Products from the Terminal.
3. Only Vehicles in working order with emptied chambers shall be admitted to collection of Products. This fact shall be each time confirmed by a Driver in the Multimedia kiosk. 

4. Drivers who collect Products based on Detailed orders (including description of arrangement of Products in chambers of a cistern) shall use entrance Multimedia kiosks available from a Vehicle’s cabin. 

5. Drivers who complement the General order by adding description of arrangement of Products in chambers of a Vehicle shall use only walkway Multimedia kiosks. 

6. Before printing the Orders (both General order and Detailed order), the following activities shall be carried out:

a) identify a Driver by bringing the Driver’s identification card closer to a card reader and enter a PIN code of the Card, 
b) identify Vehicles after bringing closer the Identification card/s of a Vehicle/s,
c) certify that a Vehicle is in working order and has emptied chambers,

d) certify familiarisation with the Safety Card of the Terminal and Matrix of Consequences,

e) select a Detailed order, ready for realisation, from a list of available Orders and print it
or
f) select a General order, intended for realisation, from a list of available General orders and complete it (drawing up description of arrangement of Products in chambers of a Vehicle which will be loaded or reduce quantity of Products intended 
for loading in particular chambers) and then print.

7. For safety reasons, software of the Multimedia kiosk makes it impossible to order loading of a Vehicle above 96% of maximum capacity of chambers.
8. After printing an Order including description of arrangement of Products in chambers of a Vehicle which will be loaded and 5-digit code of an Order intended for entering on a keyboard of the filling controller, it is necessary to immediately go to a distribution station in order to load chambers of a Vehicle in accordance with safety provisions binding in the territory of the Terminal. 
9. After the loading, it is necessary to immediately go to the exit Multimedia kiosk (available from a Vehicle’s cabin or walkway multimedia kiosk) and to carry out the following activities:

a) identify a Driver by bringing the Driver’s identification card closer to a card reader, 

b) print and collect transport documents for an executed Order - documents do not require signature of a Driver
or staff member of the Terminal. 
c) immediately leave the territory of the Terminal.

10. In case of lack of an efficient Identification card of a Driver or Vehicle, the Driver may go into the territory of the Terminal and collect products within an emergency procedure. Collection of products within the emergency procedure is possible based on a ready Loading plan received from a Controller of the Terminal after obtainment of consent of the CBOK.
11. During collection of Products within the emergency procedure it is not possible to modify an Order. 

12. A Driver who carries out, on behalf of a Carrier, self-service collection of Products from Terminals shall be obliged to present, upon demand of personnel (including Controller of the Terminal) and/or security services of the Terminal, a document enabling identification of a Driver or Vehicle (in particular document certifying identity of a Driver, Driver’s identification card, Vehicle’s identification card, Vehicle’s registration card). Refusal to present the document may result in lack of possibility of collecting Products. 

§5

Carrier’s Responsibility and Obligations
1. A Carrier shall be responsible for all damage caused during collection of Products in the territory of Terminals. If a Carrier does not have an insurance contract, sufficient to cover a claim of PKN ORLEN S.A., with the value stipulated by a legislator  
or does not satisfy in full compensatory claims of PKN ORLEN S.A. within a determined time-limit, responsibility of damage shall be also borne by a Customer. Responsibility of a Customer and Carrier in view of this shall be solidary.

2. A Carrier shall bear full responsibility for consequences of conduct of Drivers in the territory of Terminals, including: 

a) sharing the Cards and PIN Code with third parties,
b) sharing the filling code with other Drivers situated on the entrance document,

c) failure to comply with orders of staff members of Terminals. 

3. A Carrier shall bear full responsibility for consequences of erroneous completion of Requests for issuance/update of Identification cards of a Driver/Vehicle in particular connected with claims of state authorities and consequences of events taking place in the territory of Terminals.

4. A Carrier shall bear full responsibility for damage arising from sharing the Cards with unauthorised persons and for consequences arising from use of the Cards by unauthorised persons by the time of submitting an order to block the card to the CBOK.

5. A Carrier undertakes to familiarise Drivers with Safety Cards situated on Terminals and with the Matrix of Consequences which forms a list of infringements of Drivers committed during collection of Products. The matrix forms the Attachment 
No. 6 to the GAC and is available on the website: www.orlen.pl 
6. The penalty of ban on entering the territory of the Terminal shall be imposed by an authorised staff member from the area of Logistics of PKN ORLEN S.A. Information on the ban on entrance imposed on a Driver and on blockade of his Card shall be sent by the CBOK to an e-mail address of a Carrier indicate 
in the Agreement. A Carrier may submit a written appeal from a sanction applied by PKN ORLEN S.A. to the CBOK within 7 days from a date of sending information. The appeal may be also sent in an electronic form. The appeal shall be considered by a Dierctor from the area of Logistics or person authorised by him who may:

a) receive the imposed penalty without changes,
b) suspend execution of the penalty for a period not longer than 3 months,
c) reduce or annul the penalty.
A written answer to the appeal should be given within 7 (seven) working days from a date of receipt of the appeal 
by the CBOK. 

7. PKN ORLEN S.A. reserves the right to carry out unplanned control of randomly selected Drivers and Vehicles in order to verify correctness and consistency of Basic data given in a Request with facts.     
§6

Complaints
1. A Carrier shall be entitled to lodge complaints concerning self-service collection of Products. Complaints may be lodged in an electronic form to the CBOK to the address: cbok@orlen.pl not later than within 14 working days from a date of occurrence of an event subject to complaint.  
2. A complaint shall include the following information:
a) full name of a Carrier and contact data consistent with data shown in the Agreement,
b) subject of complaint (description of an event subject to complaint),
c) number of concluded Agreement for the Use of Self-Service System for Collection of Products on Terminals. 

3. If information given in a complaint is insufficient, before consideration of the complaint, PKN ORLEN S.A. may demand 
from a Carrier to complement it. 
4. PKN ORLEN S.A. shall consider the lodged complaint within 14 working days starting from a date of obtainment of the complaint in the correct form (including complemented in accordance with (3) of this paragraph if it is necessary).  In case of inability to consider a complaint within the foregoing time-limit, PKN ORLEN S.A. shall inform an entity lodging the complaint about this giving a reason for prolongation of the time-limit and anticipated time for giving an answer, however not longer than 30 days. 
§7
Force Majeure
1.    None of the Parties shall bear responsibility for a failure to implement the Agreement or delay in its implementation if this is caused by force majeure circumstances.
2.  The force majeure shall be regarded as any circumstances and events which cannot be foreseen at the moment of conclusion of the Agreement, 
or which cannot be prevented and on which none of the Parties will have influence, and in particular: warfare, acts of terrorism, riots, strikes, lockouts and other collective disputes, natural disasters, natural catastrophes, fires, sabotages, plant failures, accident 
or any other random events as a result of which there has been contamination or chemical poisoning or radioactive poisoning of people, properties or movable objects and failures of infrastructure used for transport of Products covered by the Agreement.

3. A Party that is unable to fulfil his obligations due to force majeure shall be obliged to immediately inform the other Party about this fact, however not later than within 7 days from occurrence of such an event. When force majeure ceases, a Party that refers to force majeure shall be obliged to immediately, if possible, to inform the other Party about this fact. A failure to fulfil the foregoing requirement shall result in loss of the right to refer to occurrence of force majeure. 
4. If force majeure circumstances remain for a period longer than thirty (30) days, PKN ORLEN S.A. shall be entitled to terminate the Agreement under immediate procedure. 
§8
Changes in the GAC
1. PKN ORLEN S.A. reserves the right to make changes in the GAC with maintenance of the requirement to notify a Carrier of the contents of the changes under the rules stipulated in the Agreement. 
Attachments to the GAC:
1. Instruction on completing Requests.
2. Request for issuance/update of the Driver’s Card.
3. Request for issuance/update of the Vehicle’s Card.
4. List of self-service locations of Terminals. 
5. Information for a Driver.
6. Matrix of consequences.
Note: All attachments are available on the website: www.orlen.pl  

Attachment No. 1 to the GAC
Instruction on completing
request for issuance/update of an Identification Card of a Driver,
request for issuance/update of an Identification Card of a Vehicle
for self-service collection of Products from Terminals.
The Request must be completed legibly, in print with the use of capital letters. 

Each blank is equivalent to one character. 

Do not complete the field: “Annotations of the CBOK”.

The Request in a paper form should be printed on both sides on one sheet of paper.

Request for issuance/update of an Identification card of a Driver
First determine the aim of the request and enter “X” in an appropriate field. 

Point 3 - enter “X” in an appropriate field.

Point 8 - enter a number of a certificate on training of a Driver of a Vehicle transporting hazardous goods. 

Point 10 - enter a number of a certificate entitling a Driver to fill or empty transport containers.  

Point 12 - enter a validity date of entitlements to transport jet fuel.  

Points 13-17 - data of a Carrier.

Point 18 - complete only in case of update of data, entering numbers of fields in which changes have been made.      

After becoming familiarised with the text of the request which refers to processing of personal data by PKN ORLEN S.A., a Driver shall put his signature.

A signature of a person responsible for correct completion of the request ends the procedure on the part of a Carrier. 

Request for issuance/update of an identification card of a Vehicle
First determine the aim of the request and enter “X” in an appropriate field.

Point 1 - enter “X” in an appropriate field.

Point 2 - enter “X” in an appropriate field to determine the type of filling.

Point 6 - enter a number of a certificate for admission of a Vehicle to transport some hazardous goods. 

Point 8 - enter weight of a Vehicle without cargo in kilograms.

Point 9 - enter weight of a Vehicle together with cargo in kilograms.
Point 10 - enter maximum capacity of chambers in dm3 (96% of maximum capacity of a chamber according to a rating plate), particular lines match following chambers of a Vehicle.

Points 11-15 - data of a Carrier.
Point 16 - complete only in case of update of data, entering numbers of fields in which changes have been made.

A signature of a person responsible for correct completion of the request ends the procedure on the part of a Carrier. 

Attachment No. 2 to the GAC
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THE CBOK
PKN ORLEN S.A. 

ul. Chemików 7

09-411 Płock

Phone:  (024) 365 22 44

Fax: (024) 367 70 90

                                  e-mail: cbok@orlen.pl 


	Annotations of the CBOK

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Granted card no.:
                          Request number
	

	Request for issuance/update

of an identification card of a Driver

for self-service collection of Products from Terminals 

	
	
	
	
	
	
	
	
	
	
	

	
	
	Date of receipt of the request
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Validity date of the card
	

	
	
	
	
	
	
	
	
	
	
	
	


NOTE: Fields in the columns need to be completed legibly, in print with the use of capital letters.
I request (tick appropriate)

	first edition
	 
	replacement
	 
	prolongation of validity
	 
	update of data
	 


DRIVER’S DATA
1. Surname
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


2. First name 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


3. Type of an identity document (tick appropriate)                                4. PESEL [Personal Number]
	Identity card
	 
	Passport
	 
	
	
	
	
	
	
	
	
	
	
	
	


 5. Series, number 
6. Validity date
	 
	 
	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	
	 
	 
	
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	Day
	
	Month
	
	Year


7. Driving licence number 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


8. ADR certificate number 
9. Validity date
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	
	 
	 
	
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	Day
	
	Month
	
	Year


10. Transportation Technical Supervision certificate number
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	
	
	
	
	
	
	


11. Entitlements to transport jet fuel* 
12. Validity date
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 
	 
	
	 
	 
	
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	Day
	
	Month
	
	Year


CARRIER’S DATA
13. Name of a Carrier proposing a Driver
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


14. Employee proposing a Driver (first name, surname)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


15. Telephone: 






16. Fax:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


17.  E-mail:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


18. Numbers of changed fields (complete only in case of update of data)

	     


I give my consent**
	     


(Carrier’s name) 
to provision of my personal data to Polski Koncern Naftowy ORLEN S.A. with its registered office in Płock 09-411, ul. Chemików 7, included in the “Request for issuance/update of an identification card of a Driver 
for self-service collection of Products from Terminals”. 

I have been informed that personal data shall be processed by Polski Koncern Naftowy ORLEN S.A. in accordance with the Act of 29 August 1997 on protection of personal data (i.e. OJ 2014, item 1182 with subsequent amendments) in connection with implementation of processes concerning self-service collection of Products from Terminals, including planning of collection in the application, verification of identity of Drivers using Identification cards in the process of planning and implementation of self-service collection of Products from Terminals and that recipients of the personal data shown in the “Request for issuance / update of an 
Identification card of a Driver for self-service collection of Products from Terminals” may be entities cooperating 
with Polski Koncern Naftowy ORLEN S.A. in connection with implementation of processes within the foregoing aim. 

I am aware that provision of the data is voluntary and I am entitled to have access to the contents of my data and to 
correct it if it is incomplete, invalid or untrue. 

I state that I have been informed that PKN ORLEN S.A. applies on Terminals a vision monitoring system in order to ensure safety and supervision over correctness of processes connected with collection of Products.
	Place, date
	     


	Legible signature of a Driver (first name, surname)
	     


	
	
	

	place, date
	
	signature of a person in charge


* refers to drivers with entitlements to transport jet fuels
** consent to process personal data of a Driver only in case of the first issuance of the Card

Attachment No. 3 to the GAC
	THE CBOK 
PKN ORLEN S.A. 

ul. Chemików 7

09-411 Płock

Phone:  (024) 365 22 44

Fax: (024) 367 70 90

                                 e-mail: cbok@orlen.pl 

	  

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Granted card no.:
                          Request number
	

	Request for issuance/update of an

Identification card of a Vehicle
for self-service collection of Products from Terminals 

	
	
	
	
	
	
	
	
	
	
	

	
	
	Date of receipt of the request
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Validity date of the card
	

	
	
	
	
	
	
	
	
	
	
	
	


NOTE: Fields in the columns need to be completed legibly, in print with the use of capital letters
I request (tick appropriate)

	first edition
	 
	replacement
	 
	prolongation of validity
	 
	update of data
	 


.

VEHICLE’S DATA
1. Type of a Vehicle (tick appropriate)
	Tractor
	 
	Semitrailer
	 
	Tank truck
	 
	Trailer
	 


2. Type of filling (tick appropriate)
	Upper
	 
	Lower
	 


3. Registration number
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


4. Registration card number 
5. Validity date of a technical inspection
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	
	 
	 
	
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	Day
	
	Month
	
	Year


6. ADR certificate number 
7. Validity date of the certificate
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	
	 
	 
	
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	Day
	
	Month
	
	Year


8. Dead weight [kg] 
9. Admissible total weight [kg]
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	     
	     
	
	
	     
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


10. Maximum capacity of chambers (96% of maximum capacity of a chamber according to a rating plate) [dm3]
	1
	 
	 
	 
	 
	 

	2
	 
	 
	 
	 
	 

	3
	 
	 
	 
	 
	 

	4
	 
	 
	 
	 
	 

	5
	 
	 
	 
	 
	 

	6
	 
	 
	 
	 
	 

	7
	 
	 
	 
	 
	 

	8
	 
	 
	 
	 
	 


CARRIER’S DATA
11. Name of a Carrier proposing a Vehicle
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


12. Employee proposing a Vehicle (first name, surname)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


13. Telephone: 
14. Fax:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


15.  E-mail:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


16. Number of changed fields (complete only in case of update of data)
	     


	
	
	

	place, date
	
	signature of a person in charge


Attachment No. 4 to the GAC

Multimedia kiosks enabling self-service of a Driver are available in the following locations:
1. Terminal in Płock
2. Terminal in Sokółka
3. Terminal in Gdańsk
4. Terminal in Lublin
5. Terminal in Gutkowo
6. Terminal in Szczecin
7. Terminal in Nowa Sól

8. Terminal in Mościska
9. Terminal in Wrocław
10. Terminal in Olszanica
11. Terminal in Widełka 
12. Terminal in Ostrów Wielkopolski

13. Terminal in Trzebinia

14. Terminal in Rejowiec Poznański

15. Terminal in Nowa Wieś Wielka

16. Terminal in Emilianów

17. Terminal in Małaszewicze

18. Terminal in Koluszki 

19. Terminal in Boronów

20. Terminal in Dębogórze

21. Terminal in Świnoujście

22. Terminal in Wałbrzych

23. Terminal in Żurawica

Attachment No. 5 to the GAC

Information for a Driver 

       Driver’s obligations

1. A Driver shall be obliged to comply with provisions binding on Terminals and with orders given by staff of the Terminal.
2. A Driver carrying out self-service collection of Products from Terminals shall be obliged to present, upon demand of staff (including Controller of the Terminal) and/or security service of the Terminal, a document enabling identification of a Driver or Vehicle (in particular a document showing identity of a Driver, Identification card of a Driver, Identification card of a Vehicle, registration card of a Vehicle). Refusal to present the document may result in lack of possibility of collecting Products. 

3. Before commencement of collection of Products, a Driver shall be obliged to become familiarised with Safety Cards of Terminals available on particular Terminals. 

4. For infringement of the rules on conduct binding on the Terminal, a Driver may be punished in accordance with the Matrix of Consequences which forms the list of infringements of Drivers and is available on the website: www.orlen.pl 
and in the territory of Terminals. 

Identification cards of Drivers
1. The cards are owned by PKN ORLEN S.A. and are electronic identifiers of a Driver and Vehicle in IT systems.

2. In order to issue an Identification card of a Driver it is necessary to sign the Request by the Driver for issuance/update of an Identification card of the Driver. PKN ORLEN S.A shall hand over the Card to a Carrier and the Carrier to a Driver.
3. The Driver’s card is secured with a 4-digit PIN Code.
4. A temporary PIN Code is assigned to an issued Identification card of a Driver.
5. During the first login in a Multimedia Kiosk a Driver shall change the temporary PIN Code. Further changes 
of the PIN Code may take place through the CBOK only after verification of Driver’s identity.
6. The Driver’s identification card may be used only by the Driver whose data is included in the Card. The Card is valid only with an identity document enabling identification of a Driver.
7. In case of requesting the Driver’s identification card for the same Driver by several Carriers, 
the Card shall be issued only to the first applicant. 
8. A Carrier shall be obliged to effectively secure and protect the Cards and not to make them accessible to unauthorised persons. 
9. In case of:

a) loss or destruction of the Cards,

b) suspicion of a possibility of entering into possession of the Cards by unauthorised persons, 

c) use or suspicion of use of the Cards by unauthorised persons

it is necessary to immediately inform the CBOK in order to block the Cards. The Cards are blocked immediately after receipt 
of an order by the CBOK to block the Cards.

10. In case of finding a Card which has been reported as lost, it may not be used and should be immediately returned to the CBOK.

        Rules on Collection of Products
1. Entrance into the territory of the Terminal and self-service collection of Products shall take place on the basis of a valid Identification card of a Driver and a valid Identification card/s of a Vehicle/s. A Driver needs to possess a certificate of completion of a training in OHS and in operation of filling devices. 

2. Self-service collection of Products shall take place with the use of Multimedia Kiosks enabling unassisted preparation, by a Driver, of collection of Products from the Terminal.

3. Only Vehicles in working order with emptied chambers shall be admitted to collection of Products. This fact shall be each time confirmed by a Driver in the Multimedia kiosk. 

4. Drivers who collect Products based on Detailed orders (including description of arrangement of Products in chambers of a Vehicle) shall use entrance Multimedia kiosks available from a Vehicle’s cabin. 

5. Drivers who complement the General order by adding description of arrangement of Products in chambers of a Vehicle shall use only walkway Multimedia kiosks. 

6. Before printing the Orders (both General order and Detailed order), the following activities shall be carried out:

a) identify a Driver by bringing the Driver’s identification card closer to a card reader and enter a PIN code of the Card, 

b) identify Vehicles after bringing closer the Identification card/s of a Vehicle/s,

c) certify that a Vehicle is in working order and has emptied chambers,

d) certify familiarisation with the Safety Card of the Terminal and Matrix of Consequences,

e) select a Detailed order, ready for realisation, from a list of available Orders and print it

or

f) select a General order, intended for realisation, from a list of available General orders and complete it (drawing up description of arrangement of Products in chambers of a Vehicle which will be loaded or reduce quantity of Products intended for loading in particular chambers) and then print.

7. For safety reasons, software of the Multimedia kiosk makes it impossible to order loading of a Vehicle above 96% of maximum capacity of chambers.
8. After printing an Order including description of arrangement of Products in chambers of a Vehicle which will be loaded and 5-digit code of an Order intended for entering on a keyboard of the filling controller, it is necessary to immediately go to a distribution station in order to load chambers of a Vehicle in accordance with safety provisions binding in the territory of the Terminal. 

9. After the loading, it is necessary to immediately go to the exit Multimedia kiosk (available from a Vehicle’s cabin or walkway multimedia kiosk) and to carry out the following activities:

a) identify a Driver by bringing the Driver’s identification card closer to a card reader, 

b) print and collect transport documents and certificate/s of quality for an executed Order - documents do not require signature of a Driver or staff member of the Terminal,

c) immediately leave the territory of the Terminal.

10. In case of lack of an efficient Identification card of a Driver or Vehicle, the Driver may go into the territory of the Terminal and collect products within an emergency procedure. Collection of products within the emergency procedure is possible based on a ready Loading plan received from a Controller of the Terminal after obtainment of consent of the CBOK.

11. During collection of Products within the emergency procedure it is not possible to modify an Order. 

Attachment No. 6 to the GAC

Matrix of Consequences
MATRIX OF CONSEQUENCES ON THE FUEL TERMINAL
List of infringements of drivers during loading on car transport together with penalties in the form of time of blockade of entrance into the territory of the Fuel Terminals of PKN ORLEN S.A.

digit - number of days of the ban on going into the FT, blockade of the card in the CBOK
No.
Kind of irregularity






Time of blockade











of the driver's card











- the CBOK

1
Use of open fire in the territory of the FT, Smoking of tobacco
for an indefinite period


and e-cigarettes except for places intended for this purpose -


smoking rooms,
2
Carrying in, consumption of alcoholic beverages and intoxicants
for an indefinite period


or narcotics and stay in the terminal under their influence,

3
Carrying in, possession, use of firearms, explosives and

for an indefinite period


pyrotechnic agents,


4
Attempt to steal / theft of fuel in the territory of the FT,

for an indefinite period

5
Events leading to threats to lives and health of people,

for an indefinite period

6
Pouring of the product from vehicle's chamber to other

for an indefinite period


containers,

7
Use of the CBOK card of another driver, provision of

year


the filling code to another driver or use of the code by


an unauthorised driver,

8
Leaving a working engine or a heating installation (e.g.

30


WEBASTO) during the loading process,
9
Use of
a mobile phone or other devices in the territory of

30


the Fuel Terminal, which are not admitted to work in


zones endangered with explosion,

10
Spilling of fuel by fault of a driver over 5 litres,


30

11
Lack of or incorrect setting of a car cistern e.g. setting in a

30 


place not intended for this purpose,

12
Disconnected collection of fumes,




30

13
Events causing damage to elements of the FT infrastructure,
30

14
Pollution of the territory of the Fuel Terminal with petroleum-
30


derived substances e.g. emptying of the laoding platform,  


upper troughs of a tank truck from remains of the product,

15
Conduct of the loading process without security with safety
14


equipment (helmet, protective goggles, antistatic clothes, 


suspenders - filling from above etc.),

16
Failure to comply with safety rules in the range of vehicle traffic
14


e.g. failure to observe vertical and horizontal signs,
17
Carrying in empty canisters and containers for petrol and other
14


petroleum products,

18
Taking photographs or making films without a special permit,
14

19
Fulfiling physiological needs beyond places intended for this
14


purpose,

20
Conduct of operations not connected with loading e.g. repairs of
14


a vehicle, cleaning of a vehicle, unjustified climbing a cistern etc.,


21
Littering the territory of the Terminal,



14

22
Lack of supervision over the loading process - leaving the zone
14 

of loading and in particular stay in another filling station or in


a vehicle's cabin,

23
Entrance into the territory of the Fuel Terminal with a product
14


which has not been reported,

24
Overflow of a tank truck by fault of a driver,


14

25
Leaving during the loading process of activated electric devices
14


not connected with filling e.g. radio, CB-radio etc.,

In matters not governed herein, a decision shall be taken by a Manager of the Fuel Terminal.
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