

Vehicle Maintenance and Repair	8.A

	Vehicle Maintenance System - The Country Program will establish and monitor a vehicle maintenance system that documents the scheduling of regular inspections and maintenance service for all CRS-registered vehicles in compliance with the manufacturers maintenance requirements. The maintenance history for each vehicle will be maintained in separate files.
Policy: POL-OSD-VEH-001 – Use of CRS Vehicles
Adequate maintenance procedures must be developed to keep the property in good condition.
USG Regulation 2 CRF 200.313.d.4 - Equipment



	[image: Preventing the Most Common Auto Repairs]
	




[bookmark: _MON_1508670999]


Regular maintenance and prompt repair of vehicles (referred to generally as “maintenance”) is paramount to ensuring the long-term viability, operational efficiency, and safety of our vehicles and staff.  The establishment of a viable maintenance system is also a CRS policy requirement.  VMU staff must identify local service providers who run high-quality maintenance facilities and can access genuine spare parts and high-quality consumables (e.g., motor and gear oil), then negotiate terms and sign an agreement with them.  In some cases, when quality service and spares providers are absent, CRS will require in-house capabilities to perform regular maintenance, and may retain a small stock of spares and consumables.
The VMU is responsible for tracking ongoing vehicle use and performance, and for scheduling and carrying out regular maintenance of the vehicles according to manufacturer recommendations and specifications.  The timing of regular services, according to most manufacturers, is at least every 5,000 km or 3,000 miles.  In urban environments and countries with generally good road infrastructure, following the manufacturer’s recommendations is appropriate.  However, in many operating environments CRS work in, the road infrastructure is poor to truly appalling, and the impact of travel on our vehicles requires more frequent regular servicing, and minor to fairly significant repairs.
The VMS has various functions that permit VMU staff to monitor maintenance due dates, plan for vehicle down time for maintenance, and to fully document and allocate maintenance activities and their costs.  For example:
· the VMS Generate Reports Module (available on the main page of the software) provides a report called “Expected Maintenance Dates” (below) that can be read on-screen or printed out.  The VMS calculates the date(s) that vehicles will likely require servicing based on usage trends over a period selected by the user (e.g., last 90 days).  This function can be quite valuable for planning purposes;
[image: ]
· the VMS Maintenance Module (available on the main page of the software) permits the user to select a vehicle that is due for maintenance, and to then produce a “Work Order” (window shown below) with specific maintenance tasks.  The Work Order is then printed out (click “Work Order Report Preview”), approved by an authorized staff, and sent to the maintenance vendor (external or internal) with the vehicle.  The VMS stores the Work Order, which can be imported into the vehicle’s Maintenance Report (accessed through the Maintenance Module) upon completion of the work.  At that time the VMS user simply enters the costs of parts and labor from the invoice;
[image: ]
· using the VMS Generate Reports module, the user can access and print out a full maintenance report for any vehicle, over a selected period or on a specific date.  An individual Maintenance Cost Sorted by Vehicle report should be printed out (example below) and attached to a photocopy of the completed Work Order, the service provider’s invoice, the Vehicle Handover and Retrieval Checklist, and other related documents for filing in section 4 of the Vehicle Asset File.
[image: ]
The process for managing maintenance activities are described below.  For locations who either aren’t using or don’t have access to the VMS, the use of manual forms (attached above) is explained.
The process is essentially the same for external and internal maintenance activities, with one difference: the procurement of spares, or their dispatch out of our stocks.  For guidance on how to request and document the use of CRS spares, refer to section 8.D - Dispatching Spares from CRS Stocks.”
[bookmark: Work_Orders]Work Order/Completion Certificate: initiates and documents maintenance activities.  The VMU initially fills a Work Order out in the VMS, or completes a manual version (embedded above), in triplicate.  It is approved by the HoOps or designate.  One copy is retained in the VMU; the original and one copy are sent to the service provider or CRS garage facility.  The signed original returns from the service provider to CRS attached to the vendor invoice and other documents.
Complete the form as follows:
· Date that the form is completed.
· [bookmark: _GoBack]W/O No.: W/O-AA-yymmdd-## where “AA” is the office code, “yy” is the year, “mm” the month, and “dd” the day of the request, and “##” indicates a number in series for the forms used on the same date  (e.g., W/O-BA-150222-03 is Banda Aceh, 22 February 2015, third Work Order of the day).
· To (Service Provider), or, in the case of CRS garage facility, enter “CRS Garage.”
· Contact No. is required when the vehicle is sent to a service provider.
· From (Field Office), enter complete field office name.
· Contact No. is the cell phone of the Transportation Officer.
· Equipment ID is the type, year, make and model of the equipment and either its license plate or inventory ID number (e.g., for generators).
· Odometer Reading for vehicles, and the hour meter reading for generators.
· DSPN paying for the maintenance and repair.
· Work to be Done/Problems Identified: can be general (e.g., Regular Service), more specific (e.g., repair and paint front right fender) or unspecific (e.g., check suspension).  Try to be as detailed as possible to ensure the CRS or service provider Mechanic understands the limits of approved action.
· Work completed is checked off and initialed as the approved work is finished.
· Requested by shall be signed by the staff member initiating the Work Order.
· Approved by is signed by the Logistics Officer or designate.
· Additional Approved Work Completed/ Problems Identified allows the service provider or mechanic to inform CRS of additional recommended work and for the Logistics Officer or designate to approve either verbally or in writing.
· Certified by is an acknowledgement by CRS that the original approved work has been satisfactorily completed.
Vehicle Handover and Retrieval Checklist: documents equipment and other accessories left in or mounted to vehicles that are sent to a maintenance facility. It is filled out in four copies by the VMU, and approved by the Fleet Manager and Driver who takes the vehicle to the facility.  One copy is retained in the VMU; the original and two copies are sent to the maintenance facility.  Once signed by the facility manager, two copies return to the CRS office.  Upon completion of the work, both copies are taken back to the facility when the vehicle is retrieved.  The CRS Driver confirms all items are as they were left, signs and give one copy to the facility manager.  The original copy returns with the Driver to the VMU.
Complete the form as follows:
· Country Program: enter the name of the Country in which you are working.
· VH-RC No.: AA-yymmdd-## where “AA” is the office code, “yy” is the year, “mm” the month, and “dd” the day of the service request, and “##” indicates a number in series for the forms used on the same date  (e.g., VH-RC-BA-150222-03 is Banda Aceh, 22 February 2015, third VH-RC of the day).
· Registration Number of the vehicle being sent out for maintenance.
· Date the form is completed.
· Mileage at the time the vehicle is left at the maintenance facility.
· Fuel Level is approximate at the time the vehicle is left at the maintenance facility.
· Valuable Items: enter the quantity of each item and indicate any damage.  Additional items may be added at the bottom of the list area.
· Other Items: enter the quantity for each item and indicate any damage.  Additional items may be added at the bottom of the list area.
· Liquid Level: enter information as appropriate.
· Driver and CRS Fleet Manager Names shall be entered on the computer prior to printing out the form.  Both will sign an date the form before taking the vehicle to the maintenance facility.
· Garage Manager prints his/her name, signs and date the form when the vehicle is released to the maintenance facility.
· Return Section is completed by the person retrieving the vehicle, acknowledging that all items and fuel is accounted for upon release by the facility to CRS.
Once the work has been completed and the vehicle is retrieved, copies of the completed Work Order/Completion Certificate, Vehicle Handover/Retrieval Checklist, and the Material Request & Issuance Voucher (see section 8.D - Dispatching Spares from CRS Stocks) are left at the facility; the originals of all documents return to the VMU attached, as applicable, to the vendor’s invoice.
The Driver who retrieves the vehicle is responsible for entering the maintenance activity into the Vehicle Log Sheet before departing the maintenance facility.
The VMU reviews, validates and prepares a payment request, attaching the originals of all documents, for HoOps approval.  Once approved, the VMU photocopies all documents for the Vehicle Asset File.  If using VMS, enter data from the invoice into the VMS using the Maintenance Module, and print out a VMS Maintenance Report as a cover sheet for the document package(s).  The original documents are sent to the Finance Office for payment processing.  The photocopied document package is placed in section 4 of the Vehicle Asset File.
[bookmark: Equip_Maint_Repair_Rpts]Equipment Maintenance and Repair Report:  is not required if using the VMS to track maintenance activities.  If VMS is not being used, this standardized report offers an easy-to-read format for documenting any given maintenance activity for the Vehicle Asset Files and for Finance.  The VMU should fill out a form for every maintenance, no matter how minor.  The form is essential, and most valuable, for documenting the costs in time and spares for servicing and repair done at the CRS garage, especially when spares are dispatched from CRS stocks.  
Complete the form as follows.  Attach it as a cover sheet to the WO/WC, VH/RC and other documents as determined by the Fleet Manager.  The original documents are sent to Finance; photocopies are placed in section 4 of the Vehicle Asset File.
· Equipment ID: enter the type, year, make and model of the equipment and either its license plate or inventory ID number.
· Date of Maintenance or Repair is the date the work started.
· Odometer/Hour Reading is the KM or reading of the vehicle on the date the work began.
· Next scheduled maintenance (date / KM / hours) indicates for scheduling purposes the next recommended servicing.  It is either a specific date (normally planned for every 3 months) or KM (normally every 3,000 – 5,000 KM for vehicles and 1,500 KM for motorcycles), whichever comes first.  In other words, if an equipment reaches its KM before the planned date, it must be serviced.  If it reaches the date before the KM reading, consider servicing it.  In all cases, avoid letting the equipment exceed its scheduled maximum operating KMs.
· Petroleum products consumed (oil / other liquids / grease): enter in the appropriate cell the quantity in liters or KG consumed.  Other liquids includes consumables like radiator fluid, brake fluid, etc., and shall be detailed in the comments section.
· Total cost (petroleum products): calculate the total cost of the products consumed (the unit cost should appear on the Inventory – Spare Parts).
· Parts Replaced / Unit Cost / Other Information allows for the detailing of the cost of the repair (not including petroleum products).  The section includes:
· Work Completed / Parts Used (Describe):  enter the work done (e.g., Regular Service) and parts used (part type and/or part number and/or item number).  
NOTE:  For specific and irregular work the labor and parts data can be entered on the same row (e.g., Replaced injection pump, part # INJ-101015, Item #456).
· Parts: enter the Unit Cost and Number of Units for each part.
· Labor: enter the Hourly Labor Rate and Number of Hours it took to complete each type of approved work.
NOTE:  If CRS operates the maintenance facility, it is strongly recommended that a standard hourly labor rate be determined and applied to all work completed at the facility for estimating the full costs of maintenance and repair.  Normally, this is the gross salary for normal working hours of the national staff Driver/Mechanic and any assistants, with 25% added in to cover other unforeseen costs such as utilities and the depreciation of garage tools and equipment, divided by 176 (i.e., 22 work days x 8 hours per day).
· Total Costs calculate automatically.
· Expenses section calculates automatically.
· Remarks/Notes: enter as appropriate.
· Work completed at (location/vendor): enter the maintenance service provider name or “CRS Garage.”
· CRS Work Order Number: enter the related Vehicle Work Order reference number.
· Vendor invoice number: for work completed outside CRS by a service provider.
· Report prepared by: the name of the staff member.
· Report reviewed and approved by: is signed either digitally or in ink by the Fleet Manager or designate.
· Payment approved initiates a payment of the vendor’s invoice.
· Entered in VMS on (date): the VMS Data Entry Clerk will check the box, and notes the date upon completion of data entry into the VMS Maintenance report for the vehicle.
· Entered into VMS by: the VMS Data Entry Clerk signs.
[bookmark: VMS_data_entry]Once completed electronically, the Report – Equipment Maintenance & Repair should be saved to the computer with a unique filename in a folder entitled “Vehicle Maintenance Reports,” or saved in an electronic file created by the VMU for each vehicle. We recommend using the same number as the Vehicle Work Order that initiated the servicing.

ADDITIONAL TOOLS (embedded above):
Report - Equipment Monthly Operation Expenses: can be used in CPs or operations that are not currently using the VMS.  This Report rolls up expenses related to the operation of the fleet (e.g., fuel, lubricants, maintenance and repair) during a specific period, and can facilitate cost allocation.  The VMU enters data from various sources to populate the report.  Attach photocopies of other reports to it to justify the data, specifically those related to fuel consumption, and maintenance and repair. Send the complete package to Finance, and retain a photocopy of the package in a folio binder created for that purpose.
Vehicle Maintenance Tags: serve as reminders to Drivers and other VMU staff of maintenance due dates.  The VMU fills out a tag following each regular maintenance and hangs it (use a rubber band or piece of string) in a visible location inside the cab of the vehicles.  Many attach it to the turn signal lever.  If using this option, please enter it into the Vehicle Daily Inspection Checklist so looming maintenance deadlines are noticed and the VMU alerted.
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Veh Work Order - Completion Cert
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MOTOR VEHICLE WORK ORDER / 

WORK COMPLETION CERTIFICATE





	COUNTRY PROGRAM



[bookmark: Text2][bookmark: Text6]Date:       		W/O No:       	

[bookmark: Text23][bookmark: Text7]To (Service Provider):       		Contact No:       	

[bookmark: Text24][bookmark: Text8]From (Field Office):       		Contact No:       	

[bookmark: Text5][bookmark: Text20]Equipment ID:       		Odometer Reading:       	

[bookmark: Text21]**Attach Vehicle Transfer – Retrieval Form**		DSPN:       	

		WORK TO BE DONE / PROBLEMS IDENTIFIED

		WORK

COMPLETED

		INITIALS



		[bookmark: Text9]     

		[bookmark: Check1]|_|

		



		[bookmark: Text10]     

		|_|

		



		[bookmark: Text11]     

		|_|

		



		[bookmark: Text12]     

		|_|

		



		[bookmark: Text14]     

		|_|

		



		[bookmark: Text15]     

		|_|

		



		[bookmark: Text16]     

		|_|

		







[bookmark: Text22]Requested by: 		Date:        		



[bookmark: Text19]Approved by: 			Date:        	



Additional work completed (must be approved in advance) or recommended:

		ADDITIONAL APPROVED WORK COMPLETED / PROBLEMS IDENTIFIED



		     



		     



		     



		     





I certify that the requested repairs were completed satisfactorily as per vendor quotation and CRS authorization:



Certified by:  		Date:  	



Approved for Payment:  		Date:  	

Attach as appropriate: CRS Request for Quote (RFQ), Vendor Quotation, Vehicle Transfer-Retrieval Form, Vendor Invoice

Copies of all documents to Vehicle File; originals to the Finance Office with Cash Disbursement Request.
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Equip Maint &  Repair Tags


Equip Maint & Repair Tags
Maintenance Tags

				License Plate Number:												License Plate Number:												License Plate Number:												License Plate Number:

				CRS Equipment ID Number:												CRS Equipment ID Number:												CRS Equipment ID Number:												CRS Equipment ID Number:

				Last Maintenance (DATE):												Last Maintenance (DATE):												Last Maintenance (DATE):												Last Maintenance (DATE):

				Last Maintenance (KM / Hours):												Last Maintenance (KM / Hours):												Last Maintenance (KM / Hours):												Last Maintenance (KM / Hours):

				Next Maintenance (DATE):												Next Maintenance (DATE):												Next Maintenance (DATE):												Next Maintenance (DATE):

				Next Maintenance (KM / Hours):												Next Maintenance (KM / Hours):												Next Maintenance (KM / Hours):												Next Maintenance (KM / Hours):



				Notes:												Notes:												Notes:												Notes:

















				License Plate Number:												License Plate Number:												License Plate Number:												License Plate Number:

				CRS Equipment ID Number:												CRS Equipment ID Number:												CRS Equipment ID Number:												CRS Equipment ID Number:

				Last Maintenance (DATE):												Last Maintenance (DATE):												Last Maintenance (DATE):												Last Maintenance (DATE):

				Last Maintenance (KM / Hours):												Last Maintenance (KM / Hours):												Last Maintenance (KM / Hours):												Last Maintenance (KM / Hours):

				Next Maintenance (DATE):												Next Maintenance (DATE):												Next Maintenance (DATE):												Next Maintenance (DATE):

				Next Maintenance (KM / Hours):												Next Maintenance (KM / Hours):												Next Maintenance (KM / Hours):												Next Maintenance (KM / Hours):



				Notes:												Notes:												Notes:												Notes:

















				License Plate Number:												License Plate Number:												License Plate Number:												License Plate Number:

				CRS Equipment ID Number:												CRS Equipment ID Number:												CRS Equipment ID Number:												CRS Equipment ID Number:

				Last Maintenance (DATE):												Last Maintenance (DATE):												Last Maintenance (DATE):												Last Maintenance (DATE):

				Last Maintenance (KM / Hours):												Last Maintenance (KM / Hours):												Last Maintenance (KM / Hours):												Last Maintenance (KM / Hours):

				Next Maintenance (DATE):												Next Maintenance (DATE):												Next Maintenance (DATE):												Next Maintenance (DATE):

				Next Maintenance (KM / Hours):												Next Maintenance (KM / Hours):												Next Maintenance (KM / Hours):												Next Maintenance (KM / Hours):



				Notes:												Notes:												Notes:												Notes:
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Veh Handover - Retrieval Checklist
		[image: CRS color logo #2]

		

[bookmark: _Toc160773430][bookmark: _Toc160776908][bookmark: _Toc160801981][bookmark: _Toc160803185][bookmark: _Toc160803522][bookmark: _Toc160803617][bookmark: _Toc160803640][bookmark: _Toc161918799][bookmark: _Toc161918962][bookmark: _Toc161919008][bookmark: _Toc161919045][bookmark: _Toc161919896][bookmark: _Toc162298900][bookmark: _Toc162302761][bookmark: _Toc162302786][bookmark: _Toc162303493][bookmark: _Toc162303554]Vehicle Handover Checklist to Garage





	COUNTRY PROGRAM	VH-RC#: 	     	 



		Registration No:

		     

		Date:

		     



		Mileage:

		     

		Fuel Level:  

		Enter: E, ¼, ½, ¾ or F       







		TRANSFER SECTION

VALUABLE ITEMS

		Items

		QTY

		Damaged (Yes/No)

		Items

		QTY

		Damaged (Yes/No)

		Items

		QTY

		Damaged (Yes/No)



		Side view mirrors

		     

		     

		Fire extinguisher

		     

		     

		Wheel caps L/F

		     

		     



		Rear view mirror

		     

		     

		First aid kit

		     

		     

		Wheel caps R/F

		     

		     



		Radio / CD player

		     

		     

		Jack

		     

		     

		Wheel caps L/R

		     

		     



		Radio antenna

		     

		     

		Jack crank handle

		     

		     

		Wheel caps R/R

		     

		     



		A/C functional

		     

		     

		Wheel lugwrench

		     

		     

		Spare tire 1

		     

		     



		Ash tray

		     

		     

		Warning triangle

		     

		     

		Spare tire 2

		     

		     



		Cigarette lighter

		     

		     

		Fuel tank cap

		     

		     

		Window L/F

		     

		     



		Floor mats

		     

		     

		Wiper blades

		     

		     

		Window R/F

		     

		     



		Floor carpets

		     

		     

		Tool kit

		     

		     

		Window L/R

		     

		     



		

		     

		     

		

		     

		     

		Window R/R

		     

		     





OTHER ITEMS

		Codan HF radio 

		     

		     

		Hi-lift jack

		     

		     

		Tow rope

		     

		     



		HF antenna

		     

		     

		Winch/Control

		     

		     

		Pressure gauge

		     

		     



		VHF radio 

		     

		     

		Roof rack

		     

		     

		HD jumper cable

		     

		     



		VHF antenna

		     

		     

		Bull bar

		     

		     

		GPS system

		     

		     





LIQUID LEVEL

		Type

		OK/Not OK

		Type

		OK/Not OK

		Type

		OK/Not OK



		Engine oil level

		     

		Steering fluid level

		     

		Brake fluid level

		     



		Engine coolant level

		     

		Windshield washer level

		     

		     

		     









CRS DRIVER:         	

	Name	Signature	Date



CRS FLEET MANAGER:        	

	Name	Signature	Date



		By signing on this form below, I accept receipt of the vehicle with the above material and status



GARAGE:         	

	Name	Signature	Date















		RETURN SECTION

By signing on this form below, I        						, certify that I have verified the above section and reviewed it against the vehicle at time of taking it over from the garage and certify that all is in order and nothing is missing nor damaged.



DRIVER:         	

	Name	Signature	Date



FLEET MANAGER:         	

	Name	Signature	Date







Original of this form goes to Finance / one copy to Garage / copy kept in Vehicle Asset File

image1.jpeg

Ocrs







image5.emf
Report - Equipment  Maint & Repair


Report - Equipment Maint & Repair
Equip Maintenance Report

		CRS EQUIPMENT MAINTENANCE AND REPAIR REPORT

		EQUIPMENT ID:																				Currency:				USD

				DATE of maintenance or repair :		Petroleum Products Consumed								Parts Replaced / Unit Cost / Other Information

														Work Completed / Parts Used (Describe):				PARTS				LABOR				Total Cost

						Motor Oil
(Liters)		Other Fluids (specify)		Grease
(KG)								Unit Cost		Units Used		Labor Rate		No. of Hours

				Odometer / Hour Reading:		Quanity:																				0.00

																										0.00

				Next Scheduled Maintenance 
(Date / KM / Hours) :		Total Cost:																				0.00

																										0.00

		Service provider / vendor:																								0.00

		CRS Work Order Number:																								0.00

		Vendor Invoice Number:																								0.00

		Report prepared by:																								0.00

		Report reviewed and approved by:																								0.00

		Payment approved by (Authorizing Official):																								0.00

		Entered into VMS:  ¨ on (date):																								0.00

		Entered into VMS by (name):																								0.00

																										0.00

																										0.00

				Attach original copy of this form to CRS Work Order and vendor invoice (when appropriate).   Submit invoices approved for payment to Finance.

Retain a copy of this form in the equipment file.

If using the VMS (Vehicle Management System) software, enter data from this form for vehicle repairs.  Once completed, check the box above and note the date of data entry in the space provided, and sign.										EXPENSES:				REMARKS / NOTES :

														Replacement Parts (USD) :		0.00

														Lubricants / Oils (USD) :		0.00

														Labor (USD) :		0.00

														Other Expenses (USD) :

														Total Cost (USD) :		0.00





No Decimals






No Decimals




Decimals






Decimals
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Report - Vehicle  Operations Expense


Report - Vehicle Operations Expense
Monthly Operating Costs Rpt

		CRS VEHICLE OPERATIONS EXPENSE REPORT

		Office, Country:																Currency Code:				USD



		Reporting Period:



		Motorcycle / Vehicle / Generator		Petroleum Products Consumed
(oil and liquids purchased during normal use)										Maintenance and Repair Costs						Indicators (KM / MI)

		(Plate / CRS ID Number
Yr, Make and Model		Diesel: QTY
Total COST		Gasoline: QTY
Total COST		Motor Oil: QTY
Total Cost		Other Liq.: QTY
Total COST		Grease: QTY
Total Cost		Description (include Work Order Number; attach Maintenance Reports)				Total Cost		KM / MI start of period		KM / MI end of period		Total KM / MI operated



		B 9099 VW																						0

		05 Ranger (D/Cab 4WD PU)

		B 9522 VW																						0

		05 Toyota Dyna Standard 

		B 9523 VW																						0

		05 Toyota Dyna Standard 

		B 9545 DU																						0

		05 Ranger (D/Cab 4WD PU)

		B 9625 DU																						0

		05 Ranger (D/Cab 4WD PU)

		B 9760 FU																						0

		05 Ranger (D/Cab 4WD PU)

		B 9761 FU																						0

		05 Ranger (D/Cab 4WD PU)

		B 9522 VW																						0

		05 Toyota Dyna Standard 

		B 9523 VW																						0

		05 Toyota Dyna Standard 

																								0



																								0



																								0



																								0



																								0



																								0



																								0



																								0



																								0



																								0



																								0



																								0



																								0



																								0



																								0



																								0



																								0



																								0



																								0



																								0



																								0



																								0



																								0



																								0



																								0



																								0



																								0



																								0



																								0



																								0



																								0



		TOTAL QTY:		0		0		0		0		0		EXPENSES:						Remarks/Notes:

		TOTAL COST:		0		0		0		0		0

		Approval - Authorized Officials												Fuel:		0

														Oils / Liquids / Grease:		0

		Reviewed by (name and date):												Maintenance and Repair Costs		0

		Approved by (name and title):												Other expenses (specify in remarks):

		Approver signature :		     				Date:						TOTAL :		0
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Veh Work Order -  Completion Cert


