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Procedure 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

Start 

DRIVER 
1. Gets EIR from Security 

Guard/Facility Caretaker 

2. Fills-up EIR and indicates 

complaint on the equipment 

3. Submits EIR to Fleet In-charge 

CHIEF MECHANIC / 

MECHANIC 
6. Inspects the equipment and 

write assessment / diagnosis 

/ recommendation on the EIR 

Need to 

purchase 

parts? 

No 

7. Requests for 

parts – Refer to 

Parts 

Requisition 

Procedure 

MECHANIC CREW 
8. Conducts repair 

9. Advises Fleet Supervisor 

/In-charge of estimated 

date and time of repair 

FLEET IN-CHARGE 
10. Advises driver and 

Operations (Dispatcher, 

Supervisor or Manager) 

of the target date and 

time of repair 

11. Updates the Equipment 

Status Report 

A 

FLEET IN-CHARGE 
4. Verifies complaint on the 

equipment with the driver 

then sign 

5. Turnover to Chief 

mechanic/Mechanic 

DRIVER 
14. Drives/checks the 

Equipment 

15. Asks for adjustment if 

needed 

MECHANIC CREW 
12. Writes repairs done and 

used parts on EIR 

13. Advises the driver to test 

drive or check the work 

on the done equipment 

 

Need 

adjustment? 

A 

B 

Yes 

No 

Yes 
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MECHANIC / FLEET 

IN-CHARGE 
19. Conducts Pre-Trip 

Inspection – Refer to 

Pre-Trip Inspection 

Procedure- with the 

Driver 

End 

MECHANIC 
20. Returns the tools to tool 

keeper and signs in Tools 

Logbook (if borrowed any 

tools) 

B 

FLEET IN-CHARGE 

 

23. Updates Equipment 

status report  

 

FLEET IN-CHARGE / 

CHIEF MECHANIC 
17. Writes remarks on EIR 

Fixed Equipment Report 

18. Signs the EIR 

DRIVER 
21. Submits PTI to SG 

22. Shop out the truck 
DRIVER 

16. Signs the EIR 


