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Instructions:

1. General

a.

ENTER THAT INFORMATION WHICH BEST SUITS THE NATURE OF YOUR
OPERATION AND THE REQUIREMENTS OF PART 396, FEDERAL MCTOR
CARRIER SAFETY REGULATIONS!

. This File Folder is designed for records of power units — principally trucks and

tractors. ltmay also be effectively used for other powered, as wellasnon-  pow-
ered fleet equipment records.

. This file is designed to function within the ATA Vehicle Maintenance Reporting

Standards System; however, it may effectively be used by those equipment oper-
ators who do not use those standards.

. Purpose. Use of this file will enable all levels of maintenance management to have

a quick, visible profile of the maintenance service record of each unit maintained.
It is not intended that this file replace the detailed maintenance information obtain-
able from maintenance information systems. This file is principally for shop level use
with domicited equipment. It may also be of value in central maintenance file  sys-
tems. It is suggested that the contents of the folder include the following items:

a.

Master Record form, Line Set Tickets, “Spec” Sheets, or similar documents
which identify/describe the equipment and its components.

. All Repair Orders written (maintenance copy and mechanic’s copy), to include

recards of lubrication and inspection.

. All Vendor Invoices received (originals or copies).
. All Driver Reports received (originals or copies).
. All Tire Records maintained.

. Recommended Preparation and Use
a.

Enter required information an front and inside back covers.

(1) Unless a significant difference exists, the "Acquired” date and the date the unit
enters service should be considered the same.

{2) “Assignment” and “Location” should be kept current. Changes in status from
Linehaul to P & D, etc. should be made whenever accurring.

(3) Enter “Beginning” {miles or hours) as of the date the equipment was
“Acquired”. DO NOT RECORD METER READINGS IN TENTHS!

(4) Enter appropriate detail for major components in the space provided.
Entries in the “Beginning” column should be updated when components  are
changed. This will provide a source of life-to-date information.

. Entries reftecting service performed should be made at the time the repair

order is filed!

(1) Use one line for each Repair Order, entering Repair Order Date, Number,
and Meter Reading (miles or hours) in the columns provided, then insert the
Repair Order herein.

(2) Enter record of PM's, Iubrications, or inspections in the “PM” column in
accordance with the appropriate work accomplished code.

(3) Indicate the vehicle systems worked on by entry to the columns provided for
those systems. ATA VMRS users should enter the Work Accomplished Codes.
Alternatively, work entry may be simply an “X”, or the total dollars expended
on each system for parts and labor may be entered to provide a basic vehicle
maintenance cost record. If a preheaded column is not provided for
the system worked on, use the “Cther” colurmn.

(4) The “Remarks” column is intended for brief explanations and notes. i cost  fig-
ures are posted in the systems columns, the total dollars from the Repair
QOrder may be entered in this column.

. Continue completion of maintenance service record con outside back of the file

folder and then inside the front flap.
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