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lBeg-nhing'Qﬂometer . Gallons {maint & Regair Cost ~ JOmer Costs (Detat § Down' | Drver Location where ip Begdn, alt points visited, unless did not leave state
- Date . [irip bnding Reading Jrip Miieage | of Fuel Fuel Cost: §(Detall on Reverse Side) fonReverse Side) - - -} Days | Inttials Jgrounds; where ttip ended & purpose of trip (meeting, site visit, etc))
Final Reading
MONTHLY
TOTALS TOTAL EXPENSE FOR MONTH 1%
THE ABOVE RECORD REFLECTS AN AGCURATE ACCOUNTING OF THE UISE OF THIS STATE-OWNED VEHICLE, AS ATTESTED TO BY THE SIGNATURE OF ASSIGNED DRIVER (IF APPLICABLE)
OPERATOR'S INITIALS BY EACH ENTRY {POOL CARS} OR, FOR PERSONALLY ASSIGNED VEHICLES, THE DRIVER'S SIGNATLURE. THE LAST
PERSON SIGNING THE REPORT OR THE TRANSPORTATION GFFICER SHALL SUBMIT THiS REPORT TO HIS/HER SUPERVISOR BY THE JAUTHORIZED SUPERVISOR
THIRD WORKING DAY OF EACH MONTH, WHO SHALL REVIEW, SIGN THE BOX (RIGHT) IF APPROVED, AND FORWARD TO THE AGENGY ' '
TRANSPORTATION COCRDINATOR WITHIN THREE ADDITIONAL DAYS. TITLE




SERVICE REPORT

" Date Firm Name JOdormeter Reading | Serwce Report ‘Nature of- Repa;rs {oil chyg, tires afc) ' SPart’s. $ Labor S?otar j

Total Repair Cost  |$

_ OTHER COSTS ' 1 T SAFETY INSPECTION CHECK LIST
- Date ‘Jmatum of Cost o ~ Jamount | CHECKFLUID LEVELS(BEFORE LONG TRIPS AND AT LEAST ONCE A WEEK)
L CHECK DAILY: .
, j_tems,_ TURN SIGNALS, BRAKE LIGHTS _ WINDSHIELD & INSPECTION STICKER
BRAKES - . GAS QVER 1/2 FULL
GUAGES FOR FUEL ENGINE STATUS, OIL - ' HORN
TOTAL OTHER COSTS: |5 ITIRE INFLATION AND CONDITION ' " CLEAN INSIDE & OUT
Make sure your vehicle has, at all times, a bumper sticker reading Staté of Louisiana For Official ’ Safety Inspection Remarks
Use Only”. Notify your Property Manager if you do not have one on your vehicle.

PREVENTIVE MAiNTENA&CE RECORD

Visual checks & inspections to be done every 6 mths or 6000 miles

whichever soonest. ' DATE - MILEAGE COMMENTS
Change engine oil and filter ' ' ' - O L

Visually check hoses & belts

Check clutch pedal freeplay

Check tires for unususl treadwear

Check fiuid levels: Coolant

Battery Water

Brake Master Cylinder

Transmission

Power Steering

Diffefentsalltfansaxle

Clean battery posts & clamps

Rotate tires

Check CV Boots

Tune engine (replace plugsffue% filter, adjust carb. Check time)

Check PCV valve

Lubricate all fittings, door/hood/trunk hinges & laiches

Replace air filter

Checl exhaust system

Remove all wheels & inspect brakes

Repack wheel bearings

Change autormnatic transmission fluid & filter




