
Vehicle Management
• vehicle ordering & acceptance
• change in vehicle status or condition & 

accident reporting
• vehicle appearance standards
• annual inspections
• vehicle maintenance plans
• vehicle maintenance logs and records
• vehicle disposition



Vehicle Ordering & Acceptance 

Subrecipients must provide written approval of the 
final vehicle order along with the match check

The City of Phoenix Public Transit Department will 
perform an initial inspection and complete a Vehicle 
Delivery & Acceptance Inspection Form 

This form will be provided to subrecipients so that 
they can complete their own inspection.   



Vehicle Acceptance 



Vehicle Acceptance 
Subrecipient signs and returns the Vehicle Delivery & 
Acceptance Inspection Form, attesting that: 

• the vehicle is accepted
• vehicle has been added to the Agency’s Vehicle 

Maintenance Plan and
• the vehicle will be maintained, at a minimum, 

according to the original equipment 
manufacturer (OEM) requirements. 



Change in Vehicle Condition

Must report within 5 working days
Substantial damage includes damage that:

• disrupts operations
• affects structural strength, performance, or 

operating characteristics of the vehicle
• requires towing, rescue, or on-site maintenance, 
• results in immediate removal prior to safe 

operation. 



Change in Vehicle Condition

Substantial damage does not include 
• cracked windows
• dents, bends, small puncture holes 
• broken lights or mirrors
• minor repairs or maintenance 
• flat tires, minor glass and paint scratches, minor 

dings/dents 



Vehicle In/Out of Service Notice

Report to Section5310@Phoenix.gov within 72 hours 
any vehicles out of service for any reason OTHER than 
routine maintenance.

• Report immediately when vehicles are returned to 
service!

• Vehicle out of service for 30 days or longer will 
REQUIRE a “return to service inspection” PRIOR to 
resuming service.

• In/Out of service dates must be reported and noted on 
the maintenance logs with mileage and reason



Accident Reporting
Report within 72 hours
• An accident is an occurrence associated with 

the operation of a vehicle if:
• an individual dies or suffers bodily injury and 

immediately receives medical treatment away 
from the scene of the accident

• the accident involves one or more vehicles
• the vehicle incurs disabling damage and is 

transported away
• the vehicle is removed from service  



Vehicle Appearance
Subrecipients are responsible for:
• ensuring that program vehicles are safe, fully 

operational and always maintain a clean appearance 
of both the exterior and interior of the vehicle while in-
service. 

• no unit may be run in service with any type of major 
body damage to the vehicle. This standard includes 
dings, cracked glass, and major scratches to any 
surface of the vehicle



Vehicle Appearance
Vehicles should be maintained to ensure:
• fully operational air conditioning/heating, wheelchair 

ramps and lifts, securement belts, flip seats and 
radios.  

• should be free of body damage, have no missing or 
unpainted panels, any defects, flats, wheel curbing, or 
missing lugs with wheels and tires at proper inflation.

• vehicles should be free of graffiti and should have all 
safety items fully operational; i.e., lights, brakes, horn, 
tires, wheelchair tie-downs, seat belts, fire 
suppression systems, etc.



Annual Inspections
• qualified mechanic 

must inspect all 
5310-funded 
vehicles annually

• agencies must 
submit 
documentation of 
the annual 
inspection & 
document on 
maintenance logs



Vehicle Maintenance Plans

All agencies are required to provide a 
maintenance plan.

• procedures for day-to-day fleet 
operations

• designated staff responsible for vehicle 
maintenance & monitoring

• designated mechanics & vendors
• warranty and inventory tracking 



Vehicle Maintenance Plans

Template includes: 
• authorizing signature approving the plan 
• detailed breakdown of maintenance staff 

and related responsibilities 
• record keeping of vehicle maintenance 

records 
• detailed warranty tracking system 
• vehicle security and storage location 



Maintenance Logs

Agency’s must use the 5310 Maintenance Log 
provided to record maintenance and repair 
work performed
• vehicle maintenance log includes: 

• vehicle details, odometer reading, date 
of service, & mileage for each entry

• mileage/time since previous 
inspection/service 

• Notate all inspections- Annual & In/out of 
service dates & mileage



Maintenance Logs



Maintenance Records

Vehicle Maintenance Logs must be submitted 
to the City of Phoenix with supporting 
documentation: 
1. cover sheet, followed by
2. annual inspection forms & supporting 

documentation, followed by
3. invoices, in date order 
4. naming convention
5. file sizes



Vehicle Disposition

• City of Phoenix approval required
• highest possible return
• documentation required
• additional guidance provided in guidelines



Questions?

Section5310@phoenix.gov
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