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Scope

This document covers the repair of equipment brought for repair in the motorpool.

Definition of Terms

Equipment Inspection Report (EIR) — form used to fill up by the driver when reporting a
specific repair of truck.

Pre-Trip Inspection (PTI) Form — checklist being used prior the release of any equipment
repaired inside the motor pool.

Preventive Maintenance Service (PMS) - act of performing regularly scheduled
maintenance activities of trucks (e.g. replacing filters and engine oil) to prevent break
down or failure of trucks.

Ownership

The Fleet Management Manager is responsible for ensuring that this document is
cascaded to all concerned personnel and that it reflects actual practice.
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Policies
1. Any equipment that is not road-worthy shall be brought to the motor pool for inspection

and repair.

The EIR is a controlled document and any issuance shall be encoded in the Downtime
Status Report.

« EIR Number series shall start from 0001 and will reset at the end of the year.

e For trucks for Preventive Maintenance Service (PMS), PMS form shall be
used to reflect inspection and repair results instead of EIR.

All inspection results and repairs done on the equipment shall be reflected on EIR.

Only the mechanic expert in the particular type of defect shall be assigned in the repair
of the equipment. Other mechanics may only assist.

Fleet has the following pool:

e Electrical
¢ Mechanical
« Fabricator/Welder

All trucks submitted for repair, and the actual start and end date/time of repair shall be
encoded in the Equipment Status Report or Downtime Status Report.

e The Equipment Status Report shall be reported to Operations daily via
Viber.

All inspection and repair tools shall be accounted and monitored.

e Every issuance and return shall be logged in Tools Logbook and reflected
in Tools Monitoring file

Pre-Trip Inspection form shall be presented to the guard/facility caretaker prior it is
allowed to exit from the Motor pool.

If the equipment cannot be repaired by current pool of mechanics, the truck may be
referred to a subcontractor upon approval of Fleet Manager and/or the Management
(case to case basis).
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Procedure

Ot

DRIVER
Gets EIR from Security
Guard/Facility Caretaker
Fills-up EIR and indicates
complaint on the equipment
Submits EIR to Fleet In-charge

v

FLEET IN-CHARGE
Verifies complaint on the
equipment with the driver
then sign
Turnover to Chief
mechanic/Mechanic

'

CHIEF MECHANIC /

MECHANIC
Inspects the equipment and
write assessment / diagnosis
/ recommendation on the EIR

Requests for
parts — Refer to
Parts Requisition
Procedure.

Need to
purchase
parts?

'

8.
9.

MECHANIC

Conducts repair

FLEET IN-CHARGE
10. Advises driver and
Operations (Dispatcher,
Supervisor or Manager)

Advises Fleet Supervisor
/In-charge of estimated
date and time of repair

No

A\ 4

of the target date and
time of repair

11. Updates the Equipment
Status Report

\ 4

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

!

DRIVER
14. Drives/checks the
Equipment
15.  Asks for adjustment if
needed

Need
adjustment?

No
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16.

DRIVER
Signs the EIR

DRIVER
21. Submits PTI Form to

A 4

17.

18. S

FLEET IN-CHARGE /
CHIEF MECHANIC

Writes remarks on EIR
that the equipment is
already fixed.

igns the EIR.

A 4

MECHANIC / FLEET

19.

IN-CHARGE
Conducts Pre-Trip
Inspection — Refer to
Pre-Trip Inspection
Procedure- with the
Driver.

\ 4

20.

MECHANIC
Returns the tools used in
their tool box.

Security Guard.

FLEET IN-CHARGE

23. Updates Equipment
status report.

End
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