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OVERVIEW

This document presents the major responsibilities and procedures followed by the Maintenance Department in its day to day operations. Santa Fe Trails (SFT) goal is to maintain its transit facilities and equipment in a manner that ensures the safety of the riding public and employees. The Maintenance Department is responsible for effectively and efficiently maintaining all SFT facilities, rolling stock, and equipment in clean and good working order. Further, the Maintenance Department is responsible for the physical control of SFT's part inventory, consumable fluids, shop supplies, and other materials.

Major objectives of the Maintenance Department include the following:

· To maintain all facilities, rolling stock, and equipment in safe, clean and good working condition

· To document all maintenance work performed and maintain well organized records of work performed

· To provide a well trained maintenance work force proficient in most aspects of vehicle maintenance.

· To provide and maintain a reasonable inventory of parts and supplies that are regularly needed for vehicle maintenance.

PROCEDURES AND DOCUMENTATION

The Fleet Section Manager schedules vehicle preventative maintenance inspections in advance. Inspection schedules for preventative maintenance have been developed in accordance with manufacturer recommended intervals. The Mechanic Supervisor plans the daily maintenance work assignments including scheduled preventative maintenance as well as corrective repairs.

Based on the daily schedule, the Mechanic Supervisor prepares work orders for each day, ensures that parts necessary are available, and assigns work to the maintenance staff as appropriate.

After repairs are completed, the maintenance person responsible for completing the work initials the work order indicating the work performed and parts used. The Fleet Section Manager reviews and approves all work performed and initials the work orders. The work order is filed in the individual vehicle file as documentation that the maintenance work was performed. These files are maintained in the Maintenance Clerk's office.

VEHICLE DEFECT REPAIR

Vehicle operators as part of their daily routine are required to perform a thorough pre-trip inspection of their vehicle prior to pulling out from the garage into revenue service. Included in the pre-trip inspection are the following items:
Parking brake                                                              Windows

Engine starter                                                              Seats

Radio                                                                           Steering wheel

Farebox                                                                       Fire extinguisher & highway devices

Oil pressure                                                                Turn signals (inside)

Air pressure                                                                Front and rear doors & interlock

Low air warning                                                           Lights (interior)

Windshield wiper & washer                                         Four way flashers

Heater/Defroster                                                         Wheelchair Lift/Ramp and tie downs

Mirrors                                                                        Service doors

Air conditioning                                                           Tires

Telltale lights or buzzers                                            Clearance lights

Horn                                                                           Reflectors

Emergency brakes                                                      Tail lights

Front destination sign                                                 Stop lights

Side destination sign                                                  CNG fuel door and gauge

Headlights                                                                  Turn signal lights

License plate                                                               License plate light

Body damage

Vehicle operators are required to check each item for proper working condition and note any defects on the pre-trip inspection report along with an explanation of the problem. A sample copy of the Pre-Trip Inspection Report form is included in Appendix A. Defects which affect passenger or employee safety are cause for exchanging the vehicle for one which is in good operating condition. Such defect vehicles are reported immediately by the operator to a Supervisor or the Fleet Section Manager for repair before the vehicle can be used in revenue service. Defects that do not affect safety are noted on the pre-trip inspection report and given to an Operations Supervisor who forwards such reports to the Mechanic Supervisor for repair.

The Mechanic Supervisor schedules repair of defect vehicles and ensures that proper documentation of the repair is prepared and filed in the vehicle maintenance file. All defect repairs are documented on work orders which include a description of the defect, the work performed, parts used, and initials of the Maintenance person, Mechanic Supervisor and Fleet Section Manager.

PREVENTATIVE MAINTENANCE 
 FIXED ROUTE COMPRESSED NATURAL GAS  (CNG) VEHICLES

Fixed route CNG vehicles and their elements are scheduled for preventative maintenance inspections at various intervals as shown below. In all cases, preventative maintenance schedules shall meet or exceed manufacturer's recommendations. A roster of all fixed route vehicles is included in Appendix D.

· "A" inspections are completed every 3,000 miles and includes a 46-point inspection checklist including brake adjustment, safety inspection, and repairs if needed. A complete listing of services performed in "A" inspections is included in Figure A.

· "B" inspections are completed every 6,000 miles and includes a 61-point inspection checklist including  brake adjustment, and service to many other vehicle systems and repairs as needed. A complete listing of services performed in "B" inspections is included in Figure B.

· "C" inspections are completed every 12,000 miles and includes a 69-point inspection checklist including oil and filter(s) change, brake adjustment, and service to many other vehicle systems and repairs if needed. A complete listing of services performed in "C"  inspections is included in Figure C.

· "D" inspections are completed every 24,000 miles and includes a 78- point inspection checklist including oil and filter(s) change, brake adjustment, and service to many other vehicle systems and repairs if needed. A complete listing of services performed in "D" inspections is included in Figure D.

The table below illustrates mileage intervals and the combinations of preventative maintenance inspections to be performed.

               Mileage Interval                                             Inspection Type

                    3,000                                                                  A

                    6,000                                                                  B (A included)

                    9,000                                                                  A

                   12,000                                                                 C (A and B included)

                   15,000                                                                 A

                   18,000                                                                 B (A included)

                   21,000                                                                 A

                   24,000                                                                 D (A, B and C included)

After 24,000 miles, inspections are completed at the same intervals as described above (i.e. 27,000 miles would equate to an A inspection, and so on).

Figure A

 A Inspection Checklist                                                                           Frequency 3000 Miles

Santa Fe Trails

( A ) Inspection Sheet        (Revenue Service CNG Vehicles)        Work Order #  _________

Unit # _______   Mileage __________    Mechanic __________________   Date _________

Symbols:   X = OK,   A = Adjusted,   C = Cleaned,  R = Repaired/Replaced,  L = Lube,  O = Other as needed,  N = Not Applicable          

_____ Inspect under carriage, repair defects                     _____ Check shocks, mounting and for leakage

_____ Check air ride suspension and mounting                _____ Grease Chassis

_____ Inspect body mounting hardware, repair defects     _____ Inspect axle mounting hardware, repair defects

_____ Check engine mounting hardware, repair defects   _____ Inspect transmission mounting hardware, repair defects

_____ Inspect CNG tank mounting’s and shield’s              _____ Check CNG line’s mounting’s and for leakage, repair defects

_____ Drain air tanks, check tank mountings, check lines for leaks

_____ Adjust brakes                                                           _____  Check fluids ( differential, engine, transmission )

_____ Inspect brake lines for leaks, repair defects             _____ Visually inspect brake shoes/drums/rotors, replace as needed

_____ Check all exterior lights                                            _____ Check all interior lights
_____ Check dash gauges                                                  _____ Check switches for function

_____ Test front/rear door operation, repair defects           _____ Check brake interlock and sensitivity edge, repair defects

_____ Check front/rear, heater/ac blower’s repair defects _____ Check front/rear, heater/ac controls for function, repair defects

_____ Check wheelchair lift/ramp for operation                  _____ Clean, lube wheelchair lift/ramp, check tie downs, repair defect
_____ Inspect fire extinguisher charge, repair defects        _____ Check first aid kit and safety flares/triangles, replace defects

_____ Inspect farebox mountings and operation, schedule for repair/replacement as necessary

_____ Check front/side destination signs, schedule repair  _____ Check passenger stop request, repair defects

_____ Check windshield wipers and operation                    _____ Check windshields for damage, repair/replace as necessary

_____ Check side and rear glass for damage                      _____ Check mirrors for damage and adjustment, repair defects

_____Check Emergency window/hatch operation               _____ Check Emergency window/hatch decals, replace as needed

_____ Check/repair as necessary all passenger handrails 

_____ Service and clean battery                                         _____  Check and clean battery electrical connections

_____ Inspect engine air cleaner housing for leaks            _____ Check engine air filter, replace if necessary

_____ Check air compressor mounts and operation           _____ Check brake fluid

_____ Check tire pressure and condition, check condition of rims and lug nuts for proper torque

                             Right front  _____ psi                                             Tread depth _____ / 32

                             Left Front   _____ psi                                             Tread depth _____ / 32

                 Right rear outside _____  psi                                             Tread depth _____ / 32

                 Right rear inside    _____ psi                                              Tread depth _____ / 32

                 Left rear outside    _____ psi                                              Tread depth _____ / 32

                 Left rear inside      _____ psi                                              Tread depth _____ / 32

_____  Take engine oil sample ( John Deere engine only )

_____ Road test vehicle for acceleration, braking, steering and park brake operation, repair defects

Figure B

B Inspection Checklist                                                                                          Frequency 6000 Miles

Santa Fe Trails

( B ) Inspection Sheet        (Revenue Service CNG Vehicles)                    Work Order # ____________

Unit # _________    Mileage _____________    Mechanic ______________________   Date _______

Symbols:   X = OK,   A = Adjusted,   C = Cleaned,  R = Repaired/Replaced,  L = Lube,  O = Other as needed,  N = Not Applicable          

_____ Inspect under carriage, repair defects                      _____ Check shocks, mounting and for leakage

_____ Check air ride suspension and mounting                 _____ Grease Chassis, Check fluids ( differential, engine, trans. )

_____ Inspect body mounting hardware, repair defects      _____ Inspect axle mounting hardware, repair defects

_____ Check engine mounting hardware, repair defects    _____ Inspect transmission mounting hardware, repair defects

_____ Inspect CNG tank mounting’s and shield’s              _____ Check CNG line’s mounting’s and for leakage, repair defect
_____ Replace CNG fuel inlet filter                                    _____ Replace CNG fuel engine filter

_____ Adjust brakes                                                           _____ Drain air tanks, check tank mountings, check lines for leaks

_____ Inspect brake lines for leaks, repair defects             _____ Visually inspect brake shoes/drums/rotors, replace as needed

_____ Remove and replace transmission external oil filter, check transmission fluid level

_____ Inspect kingpins, repair defects                                _____ Inspect tie rods, tie rod ends, repair defects

_____ Check exhaust system for leaks, muffler for mounting and connection piping, repair defects

_____ Inspect all sway bar bushings and mounting points, repair/replace as necessary

_____ Check all exterior lights                                            _____ Check all interior lights                                                                                     _____ Check dash gauges                                                  _____ Check switches for function

_____ Test front/rear door operation, repair defects           _____ Check brake interlock and sensitivity edge, repair defects

_____ Check front/rear, heater/ac blower’s                        _____ Check front/rear, heater/ac controls for function, repair defects

_____ Check wheelchair lift/ramp for operation                 _____ Clean, lube wheelchair lift/ramp, check tie downs, repair defects

_____ Inspect fire extinguisher charge, repair defects        _____ Check first aid kit and safety flares/triangles, replace defects

_____ Inspect farebox mountings and operation, schedule for repair/replacement as necessary

_____ Check front/side destination signs, schedule repair _____ Check passenger stop request, repair defects

_____ Check windshield wipers and operation                   _____ Check windshields for damage, repair/replace as necessary

_____ Check side and rear glass for damage                     _____ Check mirrors for damage and adjustment, repair defects

_____Check Emergency window/hatch operation              _____ Check Emergency window/hatch decals, replace as needed

_____ Check/repair as necessary all passenger handrails 

_____ Test horn’s for function, repair defects                     _____ Check steering free play, adjust as necessary

_____ Check windshield wiper motor’s, repair defects       _____ Check washer fluid motor, washer fluid level, repair defects

_____ Check drivers seat operation and mounting             _____ Check passenger seat mounting, check for damage, repair                              

_____ Service and clean battery                                         _____  Check and clean battery electrical connections

_____ Inspect engine air cleaner housing for leaks            _____ Check engine air filter, replace if necessary

_____ Check air compressor mounts and operation           _____ Check brake fluid

_____ Pressure wash engine                                              _____ Pressure clean hydraulic and engine radiators, repair defects

_____ Inspect all engine accessory drive belts, check belt tension, adjust/replace as necessary

_____ Check tire pressure and condition, check condition of rims and lug nuts for proper torque

                             Right front  _____ psi                                             Tread depth _____ / 32

                             Left Front   _____ psi                                             Tread depth _____ / 32

                 Right rear outside _____  psi                                             Tread depth _____ / 32 

                 Right rear inside    _____ psi                                              Tread depth _____ / 32

                 Left rear outside    _____ psi                                              Tread depth _____ / 32

                 Left rear inside      _____ psi                                              Tread depth _____ / 32

_____  Take engine oil sample ( John Deere engine only )

_____ Road test vehicle for acceleration, braking, steering and park brake operation, repair defects

Figure C

C Inspection Checklist                                                                                               Frequency 12,000 Miles

Santa Fe Trails

 ( C ) Inspection Sheet        (Revenue Service CNG Vehicles)                                                  Work Order # _______________

Unit # _________    Mileage _____________    Mechanic ______________________   Date ___________

Symbols:   X = OK,   A = Adjusted,   C = Cleaned,  R = Repaired/Replaced,  L = Lube,  O = Other as needed,  N = Not Applicable          

_____ Inspect under carriage, repair defects                      _____ Check shocks, mounting and for leakage

_____ Check air ride suspension and mounting                 _____ Grease Chassis. Check fluids ( differential, engine, trans )

_____ Inspect body mounting hardware, repair defects      _____ Inspect axle mounting hardware, repair defects

_____ Check engine mounting hardware, repair defects    _____ Inspect transmission mounting hardware, repair defects

_____ Inspect CNG tank mounting’s and shield’s              _____ Check CNG line’s mounting’s and for leakage, repair defects

_____ Replace CNG fuel inlet filter                                     _____ Replace CNG fuel engine filter

_____ Adjust brakes                                                           _____ Drain air tanks, check tank mountings, check lines for leaks

_____ Inspect brake lines for leaks, repair defects             _____ Visually inspect brake shoes/drums/rotors, replace as needed

_____ Remove and replace transmission external oil filter, check transmission fluid level

_____ Inspect kingpins, repair defects                                _____ Inspect tie rods, tie rod ends, repair defects

_____ Check exhaust system for leaks, muffler for mounting and connection piping, repair defects

_____ Inspect all sway bar bushings and mounting points, repair/replace as necessary

_____ Check and lube steering shaft and joints

_____ Check air bag suspension height, mountings and operation, repair defects

_____ Inspect parking brake for operation, visually inspect pads and drums/rotors, mounting bolts, repair defects

_____ Check all exterior lights                                            _____ Check all interior lights                                                                                     _____ Check dash gauges                                                 _____ Check switches for function

_____ Test front/rear door operation, repair defects           _____ Check brake interlock and sensitivity edge, repair defects

_____ Check front/rear, heater/ac blower’s                        _____ Check front/rear, heater/ac controls for function, repair defects

_____ Check wheelchair lift/ramp for operation                  _____ Clean, lube wheelchair lift/ramp, check tie downs, repair defect

_____ Inspect fire extinguisher charge, repair defects       _____ Check first aid kit and safety flares/triangles, replace defects

_____ Inspect farebox mountings and operation, schedule for repair/replacement as necessary

_____ Check front/side destination signs, schedule repair  _____ Check passenger stop request, repair defects

_____ Check windshield wipers and operation                   _____ Check windshields for damage, repair/replace as necessary

_____ Check side and rear glass for damage                     _____ Check mirrors for damage and adjustment, repair defects

_____Check Emergency window/hatch operation              _____ Check Emergency window/hatch decals, replace as needed

_____ Test horn’s for function, repair defects                     _____ Check steering free play, adjust as necessary

_____ Check windshield wiper motor’s, repair defects       _____ Check washer fluid motor, washer fluid level, repair defects

_____ Check drivers seat operation and mounting             _____Check passenger seat mounting, check for damage, repair
_____ Inspect all passenger stanchions, hand rails and safety straps, repair/replace defects

_____ Service and clean battery                                         _____  Check and clean battery electrical connections

_____ Inspect engine air cleaner housing for leaks            

_____ Check air compressor mounts and operation            _____ Check brake fluid

_____ Pressure wash engine                                               _____ Pressure clean hydraulic and engine radiators, repair defects

_____ Drain and replace engine oil and oil filter                  _____ Replace engine air filter 

_____ Inspect all engine accessory drive belts, check belt tension, adjust/replace as necessary

_____ Check power steering operation and for leaks, repair defects

_____ Inspect electrical panels, connections, circuit breakers and fuses, repair defects

_____ Inspect vehicle for coolant, hydraulic oil, transmission fluid and engine oil leaks, repair as necessary

_____ Inspect, clean or replace engine crankcase breather filter, check hoses, repair defects 

( C ) Inspection Sheet                              (Revenue Service CNG Vehicles)                                         Continued

_____ Check tire pressure and condition, check condition of rims and lug nuts for proper torque

                             Right front   _____ psi                                             Tread depth _____ / 32

                             Left Front    _____ psi                                             Tread depth _____ / 32

                 Right rear outside  _____  psi                                             Tread depth _____ / 32

                 Right rear inside     _____ psi                                              Tread depth _____ / 32

                 Left rear outside     _____ psi                                              Tread depth _____ / 32

                 Left rear inside       _____ psi                                              Tread depth _____ / 32

_____  Take engine oil sample ( John Deere engine only ) 

_____ Road test vehicle for acceleration, braking, steering and park brake operation, repair defects

Figure D

D Inspection Checklist                                                                                            Frequency 24,000 Miles

Santa Fe Trails

( D ) Inspection Sheet        (Revenue Service CNG Vehicles)                    Work Order # ____________

Unit # ____________    Mileage __________________    Mechanic ____________________________   Date ______________

Symbols:   X = OK,   A = Adjusted,   C = Cleaned,  R = Repaired/Replaced,  L = Lube,  O = Other as needed,  N = Not Applicable          

_____ Inspect under carriage, repair defects                      _____ Check shocks, mounting and for leakage

_____ Check air ride suspension and mounting                 _____ Grease Chassis, Check fluids ( differential, engine, trans )

_____ Inspect body mounting hardware, repair defects      _____ Inspect axle mounting hardware, repair defects

_____ Check engine mounting hardware, repair defects    _____ Inspect transmission mounting hardware, repair defects

_____ Inspect CNG tank mounting’s and shield’s               _____ Check CNG line’s mounting’s and for leakage, repair defects

_____  Replace CNG fuel inlet filter                                    _____ Replace CNG fuel engine filter

_____ Adjust brakes                                                            _____ Drain air tanks, check tank mountings, check lines for leaks

_____ Inspect brake lines for leaks, repair defects             _____ Visually inspect brake shoes/drums/rotors, replace as needed

_____ Remove and replace transmission oil  and oil filters ( internal/external every 25,000 miles), check transmission fluid level

_____ Inspect kingpins, repair defects                                _____ Inspect tie rods, tie rod ends, repair defects

_____ Check exhaust system for leaks, muffler for mounting and connection piping, repair defects

_____ Inspect all sway bar bushings and mounting points, repair/replace as necessary

_____ Check and lube steering shaft and joints

_____ Check air bag suspension height, mountings and operation, repair defects

_____ Inspect parking brake for operation, visually inspect pads and drums/rotors, mounting bolts, repair defects

_____ Check and adjust turning angle as needed, verify proper steering control and operation

_____ Inspect bumper/frame tow points, mounting bolts, repair/replace as needed

_____ Torque chassis bolts if applicable

_____ Check all exterior lights                                           _____ Check all interior lights                                                                                     _____ Check dash gauges                                                _____ Check switches for function

_____ Test front/rear door operation, repair defects          _____ Check brake interlock and sensitivity edge, repair defects

_____ Check front/rear, heater/ac blower’s                       _____ Check front/rear, heater/ac controls for function, repair defects

_____ Check wheelchair lift/ramp for operation                 _____ Clean, lube wheelchair lift/ramp, check tie downs, repair defect
_____ Inspect fire extinguisher charge, repair defects       _____ Check first aid kit and safety flares/triangles, replace defects

_____ Inspect farebox mountings and operation, schedule for repair/replacement as necessary

_____ Check front/side destination signs, schedule repair _____ Check passenger stop request, repair defects

_____ Check windshield wipers and operation                   _____ Check windshields for damage, repair/replace as necessary

_____ Check side and rear glass for damage                     _____ Check mirrors for damage and adjustment, repair defects

_____ Check Emergency window/hatch operation             _____ Check Emergency window/hatch decals, replace as needed

_____ Test horn’s for function, repair defects                    _____ Check steering free play, adjust as necessary

_____ Check windshield wiper motor’s, repair defects       _____ Check washer fluid motor, washer fluid level, repair defects

_____ Check drivers seat operation and mounting             _____ Check passenger seat mounting, check for damage, repair
_____ Inspect all passenger stanchions, hand rails and safety straps, repair/replace defects

_____ Inspect and repair bike rack, mountings, as necessary

_____ Check body for damage and list damage for repair or replacement of panels as necessary

_____ Service and clean battery                                         _____  Check and clean battery electrical connections

_____ Inspect engine air cleaner housing for leaks            

_____ Check air compressor mounts and operation           _____ Check brake fluid

_____ Pressure wash engine                                              _____ Pressure clean hydraulic and engine radiators, repair defects

_____ Drain and replace engine oil and oil filter                 _____ Replace engine air filter 

_____ Inspect all engine accessory drive belts, check belt tension, adjust/replace as necessary

_____ Check power steering operation and for leaks, repair defects

_____ Inspect, repack and adjust front wheel bearings, replace as needed, replace wheel bearing seals, repair defects

_____ Inspect, repack and adjust rear wheel bearings, replace as needed, replace wheel bearing seals, repair defects

( D ) Inspection Sheet        (Revenue Service CNG Vehicles)                                                                                 Continued

_____ Inspect electrical panels, connections, circuit breakers and fuses, repair defects

_____ Inspect vehicle for coolant, hydraulic oil, transmission fluid and engine oil leaks, repair as necessary

_____ Inspect, clean or replace engine crankcase breather filter, check hoses, repair defects  

_____ Check alternator output, belts for tension, mounting bolts and wiring harness, repair defects

_____ Check engine valve adjustment per manufacturer’s specifications, adjust as necessary (every 50,000 miles )

_____ Check tire pressure and condition, check condition of rims and lug nuts for proper torque

                             Right front  _____ psi                                             Tread depth _____ / 32

                             Left Front   _____ psi                                             Tread depth _____ / 32

                 Right rear outside _____  psi                                             Tread depth _____ / 32

                 Right rear inside     _____ psi                                             Tread depth _____ / 32

                 Left rear outside     _____ psi                                             Tread depth _____ / 32

                 Left rear inside       _____ psi                                             Tread depth _____ / 32

_____  Take engine oil sample ( John Deere engine only )

_____ Road test vehicle for acceleration, braking, steering and park brake operation, repair defects

SUPERVISORY AND MAINTENANCE VEHICLES

Preventative maintenance inspections for all supervisory and maintenance vehicles are performed on a scheduled basis by the SFT maintenance staff. Major repairs discovered during preventative maintenance inspections for supervisory and maintenance vehicles are performed by authorized dealers or manufacturers. SFT maintenance staff performs minor repairs discovered during preventative maintenance work. The Mechanic Supervisor is responsible for generating scheduled preventative maintenance inspections and assigning the work to the maintenance staff. The Mechanic Supervisor assigns major preventative maintenance repairs with the local dealer or manufacturer. PM records for such vehicles are kept within individual vehicle jackets maintained in the Maintenance Clerks's office. A roster of all supervisory and maintenance vehicles is included in Appendix E.

The preventative maintenance schedule for supervisory and maintenance vehicles is summarized below.

                                                                        Figure A       

A Inspection Checklist                                                                                              Frequency 3,000 Miles

Santa Fe Trails

( A ) Inspection Sheet        (Supervisory and Maintenance Vehicles)                                             Work Order # ____________

Unit # ____________    Mileage __________________    Mechanic ____________________________   Date ______________

Symbols:   X = OK,   A = Adjusted,   C = Cleaned,  R = Repaired/Replaced,  L = Lube,  O = Other as needed,  N = Not Applicable          

_____ Inspect under carriage, repair defects                       _____ Grease Chassis

_____ Check engine mounts, repair defects                        _____ Check transmission mounts, repair defects

_____ Check all body and axle mounts, repair defects        _____ Check fluids ( differential, engine, transmission )     

_____ Adjust brakes and visually inspect shoe’s, rotor’s, drum’s, repair as necessary

_____ Inspect CNG tank mounting’s and shield’s               _____ Check CNG line’s mounting’s and for leakage, repair defects

_____ Check heater/AC operation and controls for proper function

_____ Check windshield wipers and operation                   _____ Check windshields for damage, repair/replace as necessary

_____ Check all lights for operation, repair as needed

_____ Check tire air pressure, check tire wear, check lug nuts, repair as necessary

_____ Service, fill, clean battery and check all battery connections

_____ Remove and replace engine oil and oil filter            _____ Replace engine air filter, check fuel filter, replace as needed

_____ Road test vehicle for acceleration, braking, steering and park brake operation, repair defects

B Inspection

B Inspection Checklist                                                                                                  Frequency 6,000 Miles

Santa Fe Trails

(B ) Inspection Sheet       (Supervisory and Maintenance Vehicles)             Work Order # ___________

Unit # ____________    Mileage __________________    Mechanic ____________________________   Date ______________

Symbols:   X = OK,   A = Adjusted,   C = Cleaned,  R = Repaired/Replaced,  L = Lube,  O = Other as needed,  N = Not Applicable          

_____ Inspect under carriage, repair defects                       _____ Grease Chassis

_____ Check engine mounts, repair defects                        _____ Check transmission mounts, repair defects

_____ Check all body and axle mounts, repair defects        _____  Check fluids ( differential, engine, transmission )    

_____ Adjust brakes and visually inspect shoe’s, rotor’s, drum’s, repair as necessary

_____ Inspect CNG tank mounting’s and shield’s                _____ Check CNG line’s mounting’s and for leakage, repair defects

_____ Inspect tie rods, repair as needed                              _____ Inspect sway bar bushings, replace as needed

_____ Check heater/AC operation and controls for proper function

_____ Check windshield wipers and operation                   _____ Check windshields for damage, repair/replace as necessary

_____ Check all lights for operation, repair as needed       _____ Check gauge functions, repair defects

_____ Check horn operation, repair defects                        _____ Check steering freeplay, repair as needed

_____ Inspect fire extinguisher, replace if necessary          _____ Check first aid kit, replace as necessary

_____ Check tire air pressure, check tire wear, check lug nuts, repair as necessary

_____ Service, fill, clean battery and check all battery connections

_____ Remove and replace engine oil and oil filter             _____ Replace engine air filter, check fuel filter, replace as needed

_____ Inspect engine accessory drive belts, replace as needed

_____ Road test vehicle for acceleration, braking, steering and park brake operation, repair defects

C Inspection

C Inspection Checklist                                                                                      Frequency 12,000 Miles

Santa Fe Trails
(C ) Inspection Sheet        (Supervisory and Maintenance Vehicles)              Work Order # ___________
Unit # ____________    Mileage __________________    Mechanic ____________________________   Date ______________

Symbols:   X = OK,   A = Adjusted,   C = Cleaned,  R = Repaired/Replaced,  L = Lube,  O = Other as needed,  N = Not Applicable          

_____ Inspect under carriage, repair defects                       _____ Grease Chassis

_____ Check engine mounts, repair defects                        _____ Check transmission mounts, repair defects

_____ Check all body and axle mounts, repair defects        _____ Check fluids ( differential, engine, transmission )     

_____ Adjust brakes and visually inspect shoe’s, rotor’s, drum’s, repair as necessary

_____ Inspect CNG tank mounting’s and shield’s                _____ Check CNG line’s mounting’s and for leakage, repair defects

_____ Inspect tie rods, repair as needed                              _____ Inspect sway bar bushings, replace as needed

_____ Check brake fluid, check brake lines for leaks

_____ Check heater/AC operation and controls for proper function

_____ Check windshield wipers and operation                   _____ Check windshields for damage, repair/replace as necessary

_____ Check all lights for operation, repair as needed        _____ Check gauge functions, repair defects

_____ Check horn operation, repair defects                        _____ Check steering freeplay, repair as needed

_____ Inspect fire extinguisher, replace if necessary           _____ Check first aid kit, replace as necessary

_____ Check tire air pressure, check tire wear, check lug nuts, repair as necessary

_____ Service, fill, clean battery and check all battery connections

_____ Remove and replace engine oil and oil filter             _____ Replace engine air filter, check fuel filter, replace as needed

_____ Inspect engine accessory drive belts, replace as needed

_____ Inspect for coolant and/or other fluid leaks, repair as needed

_____ Check transmission shift operation and fluid level, repair as needed

_____ Inspect electrical connections, fuses, circuit breakers, repair/replace as needed

_____ Inspect parking brake as functional, repair as needed

_____ Road test vehicle for acceleration, braking, steering and park brake operation, repair defects

                                                                        D Inspection

D Inspection Checklist                                                                                         Frequency 24,000 Miles

Santa Fe Trails

(D ) Inspection Sheet        (Supervisory and Maintenance Vehicles)                      Work Order # _______

Unit # ____________    Mileage __________________    Mechanic ____________________________   Date ______________

Symbols:   X = OK,   A = Adjusted,   C = Cleaned,  R = Repaired/Replaced,  L = Lube,  O = Other as needed,  N = Not Applicable          

_____ Inspect under carriage, repair defects                       _____ Grease Chassis

_____ Check engine mounts, repair defects                        _____ Check transmission mounts, repair defects

_____ Check all body and axle mounts, repair defects        _____  Check fluids ( differential, engine, transmission )      

_____ Adjust brakes and visually inspect shoe’s, rotor’s, drum’s, repair as necessary

_____ Inspect CNG tank mounting’s and shield’s                _____ Check CNG line’s mounting’s and for leakage, repair defects

_____ Inspect tie rods, repair as needed                             _____ Inspect sway bar bushings, replace as needed

_____ Check brake fluid, check brake lines for leaks

_____ Check heater/AC operation and controls for proper function

_____ Check windshield wipers and operation                    _____ Check windshields for damage, repair/replace as necessary

_____ Check all lights for operation, repair as needed        _____ Check gauge functions, repair defects

_____ Check horn operation, repair defects                        _____ Check steering freeplay, repair as needed

_____ Inspect fire extinguisher, replace if necessary           _____ Check first aid kit, replace as necessary

_____ Check tire air pressure, check tire wear, check lug nuts, repair as necessary

_____ Service, fill, clean battery and check all battery connections

_____ Remove and replace engine oil and oil filter              _____ Replace engine air filter, check fuel filter, replace as needed

_____ Inspect engine accessory drive belts, replace as needed

_____ Inspect for coolant and/or other fluid leaks, repair as needed

_____ Check transmission shift operation and fluid level, repair as needed

_____ Inspect electrical connections, fuses, circuit breakers, repair/replace as needed

_____ Inspect parking brake as functional, repair as needed

_____ Inspect, repack front wheel bearings, inspect seals, replace as needed

_____ Road test vehicle for acceleration, braking, steering and park brake operation, repair defects

CORRECTIVE REPAIRS

The SFT maintenance staff performs most of the corrective repair functions for fixed route CNG vehicles. Some work is contracted to private vendors including the following:

· Engine rebuild 

· Transmission rebuild 

· Alternator rebuild 

· Painting

· Body work

· Farebox component repair

· Destination sign component repair

· 12 volt and 24 volt motor repair

· Rear differential repair

Major corrective repairs to non-revenue supervisory and maintenance vehicles are generally performed by outside vendors. Minor corrective repairs to these same vehicles are performed by the SFT maintenance staff.

PHYSICAL INVENTORY CONTROL

Physical control of inventory is the responsibility of the Fleet Section Manager and the Mechanic Supervisor. This control is accomplished as follows:

· Mechanic Supervisor prepares, reviews, and approves work orders which include any parts usage.

· Each maintenance person initials his work orders confirming work performed and parts used.

· The Mechanic Supervisor makes major parts purchases with the approval of the Fleet Section Manager. Purchase request forms are completed by the Mechanic Supervisor and forwarded to the Fleet Section Manager for review. Purchase Request forms include the name of the vendor, date, description of parts, amount of purchase, and competitive price quotes. These forms are then processed through the Administrative Supervisor, Transit Director, Public Works Director and sent to the City of Santa Fe Finance Department for final approval by the Purchasing Officer who will issue the purchase order.

· Reorders are the responsibility of the Mechanic Supervisor and the Fleet Section Manager. The Finance Department performs periodic inspection and counts of inventory. Inventory counts are done at least once annually.

· Receiving reports are checked by the Mechanic Supervisor and the Fleet Section Manager to ensure the count matches the receipt/invoice.

VEHICLE CLEANING

Each vehicle that is used in revenue service is cleaned internally and externally on a scheduled basis, Maintenance Service personnel are responsible for completing cleaning work under the direction of the Mechanic Supervisor.

Activities performed in the daily vehicle cleaning regimen include the following:

· Sweep entire bus floor including drivers area and step wells

· Dust mop entire bus floor including drivers area and step wells

· Wet mop entire bus floor including drivers area and step wells

· Wipe seats, handrails, and dashboard

· Clean all interior windows

· Wash exterior of bus

· Empty trash container

SERVICE ISLAND AND FUELING PROCEDURES

The bus operator on a daily or as needed basis fuels all vehicles that are used in revenue service. In addition the maintenance service attendant will check all fluid levels daily (including engine oil, transmission fluid, engine coolant, and hydraulic fluid), the vehicle parking brake, lights, and 4-way flashers. Service island procedures are summarized as follows:

· Insure that the vehicle is properly connected to the slow fill CNG station

· Check all fluid levels and adds fluids as necessary 

· Note amount of fluids used on fluid check sheets

As part of these procedures, the maintenance service attendant records the amount of engine oil used, the amount of transmission fluid used, the amount of engine coolant used, and the amount of hydraulic fluid used. Fluid sheets are forwarded to the Mechanic Supervisor who check the sheets for accuracy and then passes the sheets to the Maintenance Clerk for filing.
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Shop Equipment Maintenance Procedures 

Goal: To have all equipment used by the Maintenance Facility to be in good working order and capable of safe operation at all times. To report all unsafe or defective equipment to the Mechanic Supervisor and the Transit Fleet Manager immediately for repair or replacement as necessary.

1. Any piece of shop equipment that is to be used is to be checked before use by shop                                                                                                                                                                                           maintenance personnel to insure safe and proper operation for the task at hand.

2. Any piece of equipment that is deemed to be defective is to be red tagged and reported immediately to the Mechanic Supervisor of the Transit Fleet Manager. The equipment will be inspected, repaired or replaced as necessary.

3. All shop equipment is to be checked for proper operation monthly in accordance with the manufacturers literature concerning operation and required maintenance.

4. Shop equipment manufacturers literature is kept in the Mechanic Supervisors office and is available to shop personnel as needed.

Facility Maintenance Procedures

Goal: To have the facility and associated equipment working properly at all times to insure functionality and safety for personnel. To keep the facility in good repair and report problems promptly to the necessary management levels for repair.

The City of Santa Fe, Property Control Division is responsible for facility maintenance on all City of Santa Fe properties. As Santa Fe Trails is considered an Enterprise Fund within the city the Property Control Division provides the necessary manpower and expertise for facility maintenance and Santa Fe Trails purchases the required repair parts for the upkeep on the facility.

1. Property Control Division checks the heating and air conditioning systems twice yearly for operation and required maintenance.

2. Property Control Division checks auxiliary equipment ( water heaters, drinking fountains, etc ) on a yearly basis for operation and maintenance.

3. Santa Fe Trails notifies the Property Control Division of any observed problems within the facility. The reported problems are scheduled for repair based upon the nature of the problem and available manpower.

4. The Property Control Division has personnel available 24 hours per day 7 days per week on a call out basis for any emergencies, which may arise within the facility. ( broken water lines, no heat, electrical failures, etc. )

5. The City of Santa Fe, Parks and recreation Department provides grounds maintenance and trash removal for the facility. They also assist during inclement weather with snow removal and de-icing of sidewalks.

6. Santa Fe Trails has on staff maintenance personnel responsible for cleaning offices, restrooms and common areas on a daily basis.

7. The City of Santa Fe, Risk Management Department conducts monthly safety inspections throughout the facility and reports back to the Transit Director any problems that need correcting.


