
MAINTENANCE RECORD KEEPING

A separate, distinct record for each vehicle in revenue service must be kept in a separate maintenance documentation system from the time of acquisition of the vehicle until the vehicle is disposed of.  All maintenance documentation pertinent to the vehicle needs to be entered into the record.  It is highly suggested that records be kept in a computerized system for ease of use and accuracy, as well as predictive and pro-active records. 

Inventory, as well should be accurate and computerized.  There are some excellent, low-priced software solutions available for small fleets.  
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Vehicle Inspection

· Using a Vehicle Inspection Form, ensure daily pre and post trip inspections take place.

· File Vehicle Inspection Forms in a separate Vehicle Inspection File for each vehicle.  Keep forms on file for a period of one year.

Vehicle Maintenance

· Create a Vehicle Maintenance File for each vehicle.  Keep files for life of vehicle.

· Attach to front of Vehicle Maintenance File a schedule of preventive maintenance to be accomplished.

· Attach to front of Vehicle Maintenance File a log summarizing all scheduled and unscheduled maintenance activities which were accomplished. 

· Utilize a Preventive Maintenance Form for all scheduled maintenance.  Have maintenance provider indicate on form what scheduled maintenance took place.

· Attach to the Preventive Maintenance Form any work orders, purchase orders and/or invoices related to that particular piece of scheduled maintenance work.

· File in the vehicle maintenance file the Preventive Maintenance Form with attachments.

· When a running maintenance problem occurs and the maintenance required is not scheduled, have the driver or supervisor fill out top part of a Vehicle Defect Form. 

· Have maintenance provider fill out the bottom part of the Vehicle Defect Form indicating how problem was corrected.

· Attach to the Vehicle Defect Form any work orders, purchase orders and/or invoices related to that particular piece of unscheduled maintenance work.

· File in the Vehicle Maintenance File the Vehicle Defect Form with attachments.

· Keep Vehicle Maintenance File for each vehicle in chronological order of maintenance activities which took place.


