PRE-TRIP VEHICLE INSPECTION SHEET

PURPOSE:
To help ensure the safe mechanical condition of each 
vehicle before it is used in service. 

DIRECTIONS 

The Pre-Trip Vehicle Inspection Sheet should be completed by each driver before they start their run. Items to be checked are listed on the left side of the page. Two boxes on the right side of the page highlight information that should be recorded for administrative purposes. 

There are three main areas that must be inspected by the driver. The exterior inspection checks the lighting systems, tires, body damage, and wheelchair lift/ramp operation. The interior inspection checks the operating condition of the major mechanical systems such as the brakes and steering as well as the operation of the radio (if applicable) and the cleanliness of the vehicle. 

Drivers should also visually check the condition of the belts and hoses in the engine compartment and fluid levels as instructed by their supervisor. 

Exterior Inspection 

The exterior inspection can be completed more efficiently by two people but it should not take long for a single person to do the work. 

Headlights 


Both high and low beams must be checked

Turn Signals 
Front and back pairs of signals must work. In addition hazard lights must be operational.
Back-up Lights 

Back-up lights must work if transmission is 
shifted into reverse. (Should be inspected by another individual if possible.) 
Mirrors 
All mirrors must be present, unobstructed, and adjusted to the person who will be driving the vehicle. 

Windshield Wipers 
Windshield wipers must work at all settings. Wiper fluid pump should also be tested. 

Windows 


Windows must be secure and in good operating condition.

Tires 



All tires should be visibly inspected for inflation and tread wear.

Body Damage 
Any body damage should be reported even if transportation system administration and personnel are already aware of the problem. 

Cleanliness 
Outside of the vehicle should be inspected for accumulated dirt and grime.

Lift/Ramp Operation 
All wheelchair lifts must be checked before the vehicle is put into service, whether or not the lifts are intended to be used. 

Interior Inspection

Brakes 
Brakes should be checked by putting the vehicle in gear without acceleration and applying the brakes. 

Steering 
Steering wheel should both have a full range of motion and effectively turn the front wheels. 

Gauges and Indicators 
All gauges and indicators should be visually inspected to make sure that they are operational. 

Transmission Selector 
Vehicle should be capable of being shifted into any gear

Radio 
If the vehicle is equipped with a radio, a radio check should be conducted with dispatch. 

Cleanliness
The interior of the vehicle should be free of any litter, food, or excessive dirt. 

Engine Area Inspection

Each driver should visibly inspect the engine compartment for any loose belts or hoses.  Fluid levels should also be checked as appropriate.

Daily Bus Report

Bus/Vehicle # _________________________



Date:_____________________________

Driver 1 ______________________________



Driver 2 __________________________

Miles (Start Yard)


 



Miles (Start Yard) 





Miles (Start Route)



 


Miles (Start Route)



 

Miles (End Route)



 


Miles (End Route) 




Miles (End Yard) 






Miles (End Yard)



 

	Daily Check List
	Check (()
	If Defective, Mark X
	All defects must be described on bottom of DRB

	Items to Check
	Driver 1
	Driver 2
	Items to Check
	Driver 1
	Driver 2

	Belts/Hoses
	
	
	A/C Heater/Defroster
	
	

	Power Steering Fluid
	
	
	Passenger Door
	
	

	Oil Level
	
	
	Emergency Exits/Lights
	
	

	Water Coolant Level
	
	
	Fire Extinguisher
	
	

	Water/Oil Leaks
	
	
	Emergency Reflectors
	
	

	Tires/Lug Nuts
	
	
	First Aid/Accident Kit
	
	

	Head Lamps
	
	
	Wheel Chair Restraints
	
	

	Turn Signals
	
	
	W/C Interlock System
	
	

	Hazard Lights
	
	
	W/C Lift
	
	

	Clearance Lights
	
	
	Hand Rails
	
	

	Brake Lights
	
	
	Seatbelts
	
	

	Backup Lights
	
	
	Modesty Panels
	
	

	Glass (All) & Mirror
	
	
	Registration
	
	

	Clean Exterior
	
	
	Insurance Information
	
	

	Proper Decals
	
	
	Radio
	
	

	Brake Pedal
	
	
	Horn
	
	

	Emergency Brake
	
	
	Clean Interior
	
	

	Backup Beeper
	
	
	Farebox
	
	

	Gauge: Oil Pressure
	
	
	Drivers Seat
	
	

	Gauges: Volt, Fuel, Temp
	
	
	Passenger Seats
	
	

	Wipers/Washers
	
	
	Other:


	
	


Body Damage Description: __________________________________________________________________________________________________________________________________________________________________________________________________________________
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Defect and brief explanation or other comments: __________________________________________________________________________________________________________________________________________________________________________________________________________________

DVCR Reference Number:___________________________________________________________________________________________

VEHICLE DEFECT SHEET
PURPOSE:



Used by drivers to record and report any vehicle malfunctions that develop during their run.

DIRECTIONS:

Drivers should use this form to indicate any vehicle defects that occur during their run. An “x” should mark the component or area that seems to be malfunctioning.  Drivers must also describe the defect as they record information on the vehicle in question, the date and, their name in the first box.  If no repairs are made because the problem could not be located, the mechanic should also record that information

ROAD CALL INFORMATION SHEET
1) Today’s Date:
_________________

2)  Bus Number:  ___________________

3)  Time Received:      ________________

4) Operator    ______________________

5)  Circle One:
Dial-A-Ride

Transit

Commuter

6) Route: __________________________________________________________________

8) Location of Vehicle (Be specific: Street, Address, Cross Street, City)

​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​

9) Reported Trouble (Ask specific questions, be precise):

10) Replacement Vehicle:  __________________  11) Call Received by: ________________________

TECHNICIANS REPORT
1)    Time Left Garage:  ____________________
2) Time Arrived at Bus: _____________________

3)    Circle One:    In-Service Repair

Bus Exchanged


Towed

4)    Time Repair/Exchange Completed:
______________________________________________

5)    Nature of Trouble:

6) Road Call Necessary for Bus to Continue in Operation?
_________________________________

7) Remarks:
______________________________
______________________________________



Operator’s Signature



Mechanic’s Signature

_____________________________
______________________________________


Maintenance Manager’s Signature


Valid or In-Valid

INSPECTION SUPPLEMENTAL SHEET

Vehicle No.:_________
Date: _______________
Inspector: __________________________

	DEFECTS IDENTIFIED
	REPAIRED BY:



	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


THIS FORM IS USED IN CONJUNCTION WITH THE PMI FORM TO LIST ALL DEFECTS NOTED .

THIS FORM CAN BE TRANSFERRED FROM ONE TECHNICIAN TO ANOTHER.

DAILY BUS STATUS LOG

DATE: ______________________

IDENTIFY VEHICLE AND CONDITION OF VEHICLE TO BE HELD FOR MAINTENANCE

	VEHICLE #
	DO NOT USE

(MAINT. MUST OK VEHICLE FOR SERVICE)
	USE LAST
(NON-SAFETY ITEM. OK’D BY MAINT.)
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VEHICLE NO.

DATE

TECHNICIAN SIGNATURE

MILEAGE

RO#
1. REVIEW SERVICE FILE: 2. STEAM CLEAN VERICLE, WHERE APPLICABLE
A Engine compartment . .............. ... .. .
B.Front, rear and mid chassi .. ... ..... ... ... .. _
C.Steamcleanwheels .........._........... -
3. ROAD TEST:
A. Shift quadrant in proper position for gear being used .. ... _— K. Enginenoise ............ ... ............
B. Steering column and bearing condition . ... ........... LTirenoise ... .. ... ... .......
C. Dnive line for iooseness and reverse warning device ...... - M Bearingnoise ..........................
D. Heater and defroster operation . .................. - N. Steering free play and noise . ... ........... ..
E. Air conditioning operation . .. .................... 0. Temperature gauge operation . ...............
F. Mirrors for tightness and vibration . ................ P. Listen for groans, creaks, rattles, etc. .. .........
G. Transmussion shift quality . .. .................... 0. Engine idle speed (warm) . ..................
H. Speedometer-odometer operation . ................. R.Engine shutdown ........................
I. Accelerator pedal operation . ..................... S. Findings other thanabove . . .................
J.Engine performante . ........... ... .. ... ..., .
4. FROM THE DRIVER'S SEAT - CHECK THE FOLLOWING FOR PROPER DPERATION:
. Low brake warning device ...................... K. Emergency flashers . . . ... .. ... ... .......
Parking brake ratchet and light .. ... ... .......... L. Panel and dome lights . ....................
v.Wiperandwasher . ......... ... ..., .. .. ..... M. Foot pressure test brake system ..............
D.Keyandignitionswitch . ....................... N. Horn and button-ring secure .. ...............
E Starter ... . e i D.Pedalpads .....:vuocvicvunisionnnennn..
F.Chargingrate . ...........coiiiiineninnnn. P. Passenger door operation ...................
G.Ollpressure ........................ s wa e s Q. Insurance Sticker . .......................
H. Highbeamoperation .. ........................ RoAccident Kit . ..........................
| Headiight alignment . ... ........ ... ... ........ S.Registration . .. ............ ... ... ....
J.Directional signals ... ........... . ... i,
5. BUTSIDE VISUAL INSPECTION:
A, Front headiights, parking fights, and marker fights for operation E. Rear bumper and body for damage .............
andlemnscondition ...........................
B. Front license piate, grill and bumper condition . ......... F. Rear door and window cperation ..............

C. Drivers side body damage, side window condition, mirror condition, fuel
cap & door, door & window operation, company & other id.

D. Tail lights, reverse light, license light, license piate, marker lights, for
lens condition and operation . ....................

6. UNDER HOOD:
A Washer solventlevel ..........................

B. inspect all cables, wiring, hoses, going through the firewall

Battery cable condition and clean connections ..........
. Battery hold downs secure . .. ...................
~.Brake fluid level .............. ... ... ... . .....
F. Power steering fiuid level .......................
6. Transmission oil level and condition ................
HCoolantlewel .............c.iiirineninnnnnnn

i

6. Curb side for damage and company and other identification, all
curb side door operation and window operation,
and mirror condition . .....................

I. Pressure test cooling system to 2 pounds over cap release
J. Test water pump and fan forplay .............

K. Inspect belts for adjustment and condition ........
L. Inspect air conditioning hoses for condition and routing
M. Check fan should for looseness and breakage . ... ..
N. Hood latch, catch and prop operation ...........
0. Check all coolant hoses . ...................

T
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VEHICLE MAINTENANCE STANDARDS

Annual Inspection Requirements

Vehicle inspection, repair, and maintenance standards are critical to the safe operation of commercial motor vehicles. They are designed to reduce accidents, injuries, and fatalities resulting from unsafe vehicles operating oil the highways. We have three separate fact sheets on vehicle maintenance standards that cover: systematic maintenance; pre-trip inspections/post trip inspection reports and annual inspections. This fact sheet addresses annual inspection requirements. 

General Standards. Minnesota adopts most of the Federal Motor Carrier Safety Regulations, 49 C.F.R., Part 396 (Inspection, Repair and Maintenance). Minnesota Statutes, section 169.781 contains requirements for annual inspections of vehicles registered in Minnesota and bearing Minnesota license plates. Under these regulations: 

Intrastate carriers who must comply.  A carrier who operates a commercial motor vehicle with Minnesota license plates is required to have the vehicle inspected annually. "Commercial motor vehicle" includes: 

· vehicles or vehicle combinations with a gross vehicle weight over 26,000 pounds; 

· vehicles transporting hazardous material of a type or quantity that requires the vehicle to be placarded; 

· vehicles designed to transport 16 or more passengers, including the driver; and

· special transportation service vehicles.2 
A commercial motor vehicle, when inspected by a Minnesota State Patrol certified inspector, must display a current state inspection decal. 

Note: A commercial motor vehicle that operates and is inspected outside the state, may obtain a certificate from the Minnesota State Patrol (612-405-6196 or 1-888-472-3389), in lieu of decal if the vehicle has passed an annual Federal inspection. 

A commercial motor vehicle does not include a motor vehicle that: 

. has a gross vehicle weight of less than or equal to 26,000 pounds carrying, in bulk tanks, a total of not more than 200 gallons of petroleum products or liquid fertilizer or pesticide; 

. is a school bus or Head Start bus displaying a certificate;3 or 

. is a bus operated by the Metropolitan Council Transit Operation or local transit commission. 

Intrastate inspection requirements. The Minnesota State Patrol certifies a motor carrier's mechanic to perform annual vehicle inspections. A carrier also may use certified inspectors from local dealers or garages. Inspector certification is valid for two years. For details on inspector certification contact the State Patrol at (612) 405-6196 or toll free 1--888-472-3389. A certified inspector may purchase inspection decals from Mn/DOT's Office of Motor Carrier Services (612-405-6060 or toll free 1-888-472-3389) for $2.00 per decal. 

An inspector will issue a decal, valid for one year, if the vehicle passes an inspection based on the criteria of the Federal Motor Carrier Safety Regulations, appendix G to part 396. 

The following vehicles will be issued a two-year decal unless the vehicle has one or more defects that would result in the vehicle being placed out-of-service: 

· a registered farm truck with a gross vehicle weight of less than 57,000 pounds;

· a storage semi-trailer; or

· a building mover vehicle 
Interstate carriers. The following vehicles, when operated by motor carriers in interstate commerce, are required to have annual inspections: 
· vehicles with a gross vehicle weight rating or a gross combination weight rating over 10,000 pounds;

· vehicles designed to transport 16 or more passengers, including the driver; and
·  vehicles used to transport hazardous materials of a type or quantity that requires the vehicle to be placarded. 

A commercial motor vehicle, as described above, used in interstate commerce (i.e., one that is not required to have a MN annual inspection) must be inspected annually by a qualified inspector. A commercial motor vehicle must carry documentation of the inspection. The documentation may be an inspection report4 or other form, like sticker or decal, which contains the date of inspection, carrier's name and address, a vehicle identification number, and certification that the vehicle passed the inspection in accordance with 49 C.F.R. § 396.17. 

Interstate inspector qualifications. A motor carrier must ensure that the individual(s) perfonning an annual inspection is qualified. The inspector must:
· understand the inspection criteria and be able to identify defective components;
·  be knowledgeable of and have mastered the methods, procedures, tools and equipment used when performing an inspection; and 
· be capable of performing an inspection by reason of experience, training, or both. This includes:
· successfully completing a state or federal-sponsored training program or having a certificate from a State or Canadian Province which qualifies the person to perform commercial motor vehicle safety inspections; or 
· having a combination of training and/or experience totaling at least one year. Such training and/or experience may consist of: 
·  participation in a truck manufacturer-sponsored training program or similar commercial training program designed to train students in truck operation and maintenance; 
· experience as a mechanic or inspector in a motor carrier maintenance program; 
· experience as a mechanic or inspector in truck maintenance at a commercial garage, fleet leasing company, or similar facility; or 
· experience as a commercial vehicle inspector for the federal government, a state or a province. 

The motor carrier must retain evidence of an inspector's qualifications for the time the individual is performing annual motor vehicle inspections for the carrier, and for one year thereafter. However, motor carriers do not have to maintain documentation of inspector qualifications for those inspections performed either as part of a state periodic inspection program or at the roadside as part of a random roadside inspection program. 

_____________________________________________________________________________________

The actual regulations are published in the Code of Federal Regulations, 49 C.F.R. Part 396 and Minn.Stat. 221 and 169. We recommend that you obtain a copy by contacting the Minnesota Bookstore, phone number (651) 297"3000 (metro) or 1 (800) 657-3757. This Fact Sheet is intended as a resource. It is not intended to explain all requirements of the law. For additional assistance contact Mn/DOT's Office of Motor Carrier Services (651) 405-6060. 

6/00 
__________________________________________________________________________________________________________

1. Excluding school buses, Head Start buses, or buses operated by either the Metropolitan Councilor certain local transit commissions. These vehicles have their own annual inspection requirements.
2. Minn Stat. § 174.30, sub. 6 (b)

3. Minn. Stat. § 169.451 
4. 49 C.F. R. §396.21 

VEHICLE MAINTENANCE STANDARDS

Systematic Maintenance

Vehicle inspection, repair, and maintenance standards are critical to the safe operation of commercial motor vehicles. They are designed to reduce accidents, injuries, and fatalities resulting from unsafe vehicles operating on the highways. We have three separate fact sheets on vehicle maintenance standards that cover: systematic maintenance; pre-trip inspections/post trip inspection reports and annual inspections. This fact sheet addresses systematic maintenance standards. 

General standards. Minnesota adopts most of the Federal Motor Carrier Safety Regulations, 49 C.F.R., Parts 393 (Parts and Accessories) and 396 (InSpection, Repair, and Maintenance). Under these regulations:
· a carrier is responsible for ensuring that it properly inspects, repairs, and maintains vehicles under its control; 
· a motor vehicle may not be operated when its mechanical condition is likely to cause an accident or breakdown; 

· parts and accessories must be in safe operating condition at all times; 

· a vehicle must be maintained according to the vehicle manufacturer's recommended schedule or an improved schedule based on actual operating conditions; and 

· pushout windows, emergency doors, and emergency door marking lights in buses must be inspected at least every 90 days. 

Intrastate carriers who must comply. The following carriers, operating in intrastate commerce, must comply with the systematic maintenance standards: 

· for-hire carriers operating any size vehicle;1 

· private carriers operating vehicles or vehicle combinations with a gross vehicle weight over 10,000 pounds; 

· carriers transporting hazardous material of a type or quantity that requires the vehicle to be placarded; 

· certain transit providers;2 and 

· solid waste transporters! 

Interstate carriers who must comply. The following carriers, operating in interstate commerce, must comply with the systematic maintenance standards: 

· carriers operating vehicles that have a gross vehicle weight rating or gross combination weight rating over 10,000 pounds; 

· carriers operating vehicles designed to transport 16 or more passengers, including the driver; and 

· carriers transporting hazardous materials of a type or quantity that requires the vehicle to be placarded. 
Intrastate carriers not subject. The following operations, in intrastate commerce, are not subject to the systematic maintenance standards:

· carriers operating under agricultural exemptions;4
· certain carriers exclusively engaged in transportation of exempt commodities;5 and
· government or political subdivisions

Interstate carriers not subject.  The following operations, in interstate commerce, 6 are not subject to the systematic maintenance standards:

· school bus operations (as defined);7
· transportation by government or political subdivision;

· occasional transportation of an individual’s personal property not in a commercial enterprise;

· transportation of human corpses or sick and injured persons; and

· fire trucks and rescue vehicles while involved in emergency operations.

*********************************************************************************************************************
Required records.  For each vehicle a carrier controls for 30 consecutive days or more, the carrier must ensure the proper vehicle maintenance files are maintained.  Each vehicle file must contain:

· vehicle identification including company number (if so marked), make, serial number, year, and tire size.  If the vehicle is leased, the person furnishing the vehicle must be identified;

· due date and type of inspections and maintenance operations to be performed;

· a record of inspections, repairs, and maintenance indicating their date and nature; and

· a record of tests conducted on pushout windows, emergency doors, and emergency door marking lights on buses.

Record retention.  Vehicle maintenance records must be retained where the vehicle is either housed or maintained for a period of one year and for six months after the vehicle leaves the carrier’s control.

The actual regulations are published in the Code of Federal Regulations, 49 C.F.R. Part 396 and Minn.Stat. 221 and 169. We recommend that you obtain a copy by contacting the Minnesota Bookstore, phone number (651) 297"3000 (metro) or 1 (800) 657-3757. This Fact Sheet is intended as a resource. It is not intended to explain all requirements of the law. For additional assistance contact Mn/DOT's Office of Motor Carrier Services (651) 405-6060. 

6/00 
___________________________________________________________________________________________________________
1. Certified special transportation service (STS) and licensed limousine operators should refer to the rules that govern their operation. They are found in Minnesota Rules: Limousine – Minn. Rules. 8880.0900;STS-Minn.Rules. 8840.5950 and 8840.5975.

2. Minn. Stat § 221.031, subd. 3a

3. Minn. Stat. §221.031, subd. 3c.

4. Minn. Stat. §221.031, subd. 2a

5. Minn. Stat. §221.025

6. 49 C.F.R. §390.3 (f)

       49 C.F.R. §390.5
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