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SCHEDULED/UNSCHEDULED MAINTENANCE RECORD

(See instructions on reverse)

City and State Location (Main or auxiliary garage) Date

Number in Shop

Begin Day End Day T
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1
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3

TOTALS

Pre-Service L
Scheduled

Maintenance Tags Road Calls Warranty Modifica-
tion Accidents Component

Rebuild Vandalism Cannibaliza-
tion

Vehicle
Sales Other

Vehicles out of service more than 5 calendar days, must be reported to Director, City Operations.

Assigned
Location

of
Vehicle

Employee
Assigned

Vehicle No.
(Enter in red
vehicles car-
ried over from
previous day.)

S
er

vi
ce

C
od

e* Replacement
Vehicle No.

Work
Order
No.

Received in
Shop

Date Time

Date
Work
Order

Prepared

Work
Completed

Date Time

Dispatcher
Notified

Date Time

No.
Calendar

Days
In

Shop

Reason for Delay in
Completing Repairs

*Service and Account Codes
P –   Pre-Service (22)
L –   Lubrication (22)
SM –   Scheduled Maintenance (22)

RC –   Road Call (23)
UR –   Unscheduled Repairs (24)
AC –   Accident (25)-(42)

CR –    Component (26)
V –    Vandalism (29)
VS –    Vehicle Sale Prep. (51)

M –    Modification (92)
C –    Cannibalization (73)
O –    Other (91)

W   –   Warranty (45)

Fleet Manager (Signature) General Supervisor (Signature) Tour Supervisor(s)
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�



1. All VMF's and Auxiliary VMF's will complete one Form 4513
each workday.

2. All vehicles carried from the previous day will be re-entered in
red ink with an explanation of delay's.

3. All vehicles requiring maintenance (including those not yet in
shop but that are out of service awaiting repairs) will be listed
and all columns completed relative to each vehicle.

4. The General Supervisor will review and sign in the appropriate

block at the end of the last tour that day, and take action as required.
5. The Fleet Manager will, on the next day, review and sign in the ap-

propriate block and take action as required.
6. Number of employees not reporting for duty.
7. Roster of employees off duty will reflect the employees who are off

duty and the reason — A/L, S/L, etc., as well as vacant positions.

RETAIN THIS FORM ON FILE FOR 3 ACCOUNTING PERIODS

Date

Mechanics

Garagemen

Others

TOTAL

NUMBER OF EMPLOYEES SCHEDULED AND REPORTING
Tour 1 Tour 2 Tour 3

Authorized Comple-
ment Scheduled Reporting Authorized Comple-

ment Scheduled Reporting Authorized Comple-
ment Scheduled Reporting

ROSTER OF EMPLOYEES OFF DUTY

Date
Tour 1 Tour 2 Tour 3

Mechanics Des. Act. Code 15-1

Reason Name

Mechanics Des. Act. Code 15-1 Mechanics Des. Act. Code 15-1

Reason Name Reason Name

Date Garagemen Des. Act. Code 15-2 Garagemen Des. Act. Code 15-2 Garagemen Des. Act. Code 15-2

Date Others Des. Act. Code 05-3 & 15-3 Others Des. Act. Code 05-3 & 15-3 Others Des. Act. Code 05-3 & 15-3
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