Pre-Departure Vehicle Checklist Form

	Inspector’s Name:      
	
	Destination:
	

	
	
	
	

	Inspector’s Signature:
	
	Job No:
	

	
	
	
	

	Date:
	
	 Departing Mileage:
	                 

	
	               
	
	Beginning    /    Ending

	Vehicle / Trailer No. :                  
	                     /
	Returning Mileage:
	


                                                                                                           Beginning    /    Ending      
Driver Must Complete Checklist Prior to Departure to and from Job.
This form must remain in the vehicle cab at all times during use of the vehicle.  Upon return to the vehicle home base, remove the form(s) and file in the appropriate vehicle maintenance folder.  If a trailer was used in the operation, one copy of this form should be filed in the appropriate trailer maintenance folder.
Check each of the areas that apply to the vehicle and trailer, if applicable.  If item does not apply, write “N/A” under the pass column.

	ITEM
	DEPART
PASS
	RETURN

PASS
	NEEDS

ATTENTION

	VEHICLE INSPECTION

	Coolant Level                                       (check level & add if necessary)
	
	
	

	Oil Level                                               (check level & add if necessary)
	
	
	

	Brake Fluid                                           (check level & add if necessary)
	
	
	

	Power Steering Fluid                            (check level & add if necessary)
	
	
	

	Transmission Fluid                               (check level & add if necessary)
	
	
	

	Wiper Fluid                                           (check level & add if necessary)
	
	
	

	Wiper Condition                                    (visual inspection)
	
	
	

	Headlights/Parking Lights                     (verify operability of all lights)
	
	
	

	Signals, BU Lights, Brake Lights          (verify operability of all signal lights)
	
	
	

	Horn                                                      (verify operability)
	
	
	

	Brakes (Parking, Hydraulic, Trailer)      (verify operability)
	
	
	

	Rim Condition                                       (visual inspection)
	
	
	

	Tire Pressure                                       (measure each, correct if necessary)
	
	
	

	Tire Condition                                       (visual inspection)
	
	
	

	Lug Nuts                                              (visual inspection)
	
	
	

	Mirrors                                                  (visual inspection, verify operability)
	
	
	

	Fire Extinguisher                                  (visual inspection, verify pressure)
	
	
	

	Flares and Roadside Emergency Kit   (visual inspection)
	
	
	

	First Aid Kit                                          (visual inspection)
	
	
	

	MSDS                                                  (verify MSDS and manifest present)
	
	
	

	TRAILER INSPECTION

	Lights/Signals                                      (verify operability of all signals)
	
	
	

	Rim Condition                                      (visual inspection)
	
	
	

	Tire Pressure                                       (measure each, correct if necessary)
	
	
	

	Tire Condition                                      (visual inspection)
	
	
	

	Lug Nuts                                              (visual inspection)
	
	
	

	Safety Chains                                      (connected & criss-crossed)
	
	
	

	Breakaway Switch and Lanyard          (visual inspection)
	
	
	

	Trailer Electric Cable Connected         (visual inspection)
	
	
	

	Tongue Jack Fully Up                          (visual inspection)
	
	
	

	Coupler Locking Pin                            (visual inspection)
	
	
	

	Load distributed  & Secured                (visual inspection)
	
	
	

	Coupler Ball (Lubricated, wear)           (visual inspection)
	
	
	

	Doors & Vents Closed & Secured       (visual inspection)
	
	
	


*Provide detailed comments on back of form
Pre-Departure Vehicle Checklist Form

	COMMENTS (Describe any problems thoroughly so that the appropriate maintenance personnel can pinpoint the trouble immediately.  If a problem is found take the vehicle key to the designated Team Leader and inform them of the problem.  Place a DANGER DO NOT OPERATE sign on the steering wheel of the vehicle or the coupler of the trailer.



	

	

	

	

	

	

	




Vehicle Pre-Operational Procedures

· CleanAir requires operators to perform pre-operational equipment checks on vehicles and trailers prior to departure to and from job destinations.  

· No blank spaces are allowed on the form. If an item does not apply, use the code “N/A”. 

· Fill out the comment section of the form accurately to reflect any operational or visual defects so that the problem can be repaired before the vehicle becomes unsafe to operate. 

· If a current completed checklist form is not present inside the vehicle, then the vehicle may not be operated until a checklist is completed.

· A new checklist must be completed if any operational changes have been made to the vehicle. 

If a Problem is Found
· Remove the key from the vehicle and place a DANGER DO NOT OPERATE tag on the steering wheel.

· If the problem can be corrected at the time of inspection note the problem and actions taken to correct the problem on the vehicle checklist. 

· If the problem cannot be corrected at the time of inspection describe the problem thoroughly on the vehicle checklist so that the appropriate maintenance personnel can pinpoint the trouble immediately. 

· Take the completed checklist and the vehicle key to the designated Team Leader and inform them of the problem. 

· The Team Leader will direct the appropriate maintenance work and schedule the vehicle for repair. Once the work is complete, the vehicle checklist will be filed in the Vehicle Maintenance Folder along with a description of the maintenance performed. 

· It is against company policy to operate a defective vehicle or one that has a DANGER DO NOT OPERATE  tag placed on the steering wheel.  Appropriate disciplinary action will be enforced. 

If the Vehicle is Safe to Operate
· Place the completed checklist form inside the cab of the vehicle. 

· The checklist must remain in the cab of the vehicle for the duration of the job.  This serves as a visual notice to all area drivers that this vehicle was inspected.  

At the End of the Job 

· Remove the key from the vehicle and place the key in the designated key storage area.

· Remove the checklist(s) from the vehicle and place them in the Vehicle Maintenance Folder designated for that individual vehicle. 

· If a trailer was used in the vehicle configuration, make a copy of the vehicle inspection sheet and place it in the Vehicle Maintenance Folder designated for that individual trailer.

Vehicle Maintenance Folder
· Warehouse management must retain all Pre-Departure Checklist forms for each vehicle and trailer for six months. 

· The file must be updated each month with the previous month's checklists thrown away so that CleanAir always has a constant six-month record retention on these forms. 
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