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Selection of Garage 

Based on the organization's needs, the criteria for selection of the right garage is set 

with the input of the Logistics officer and the FM, keeping in mind the organisations 

approved procurement procedures. For example the minimum requirements may 

include: 

 number of qualified technical staff and details of qualifications; 

 list of minimum equipment; 

 services offered; 

 accessibility/location; 

 credit facilities; 

 satisfactory References; 

 financial stability; 

 repair/service costs; 

 spare parts available; 

 

Basic spare parts in a workshop 

Should the organisation decide to manage its vehicle maintenance in-house, certain 

fast moving spares are recommended for stocking. This reduces vehicle down-time. 

The number of vehicles owned by the organisation will determine the purchase of 

these parts and equipment. 

https://dlca.logcluster.org/download/attachments/9405294/LOG-2-8-FLEET%20MANAGEMENT-GUIDELINES-Basic%20Garage%20Equipment.pdf?version=2&modificationDate=1437020993000&api=v2


Maintenance Documentation 

 Vehicle maintenance summary: whoever maintains the vehicles must make a 

detailed written servicing record report, listing the work done, parts and fluids used 

and costs incurred on each job. The FM must keep this on the individual vehicle file. 

 Workshop job cards: when the written order is received, the workshop raises a 

workshop ‘job card’ for each vehicle entering for inspection, service or defect 

rectification. Work should not be carried out without a job card; each card should 

include the following information: 

 details of all work required to be carried out; 

 actual work carried out; 

 name of staff and hours worked; 

 details of spare parts and materials used; and 

 space for the cost of the work. Once all relevant information has been taken from 

the job cards they should then be filed with the vehicle files. 

 Vehicle Files and documentation: general vehicle correspondence files should be 

maintained for each vehicle. This file should contain the following documents to 

facilitate tracking of expenditure and maintenance: 

 copies of purchase request; 

 copy of internal service request; 

 copy of local purchase order; 

 invoice; 

 all important documentations (bill of lading, etc); 

 insurance papers; 

 copies of all repair bills; 

 job order; 

 accident report; and 

 fuel log-in sheets. 

 

 



Vehicle usage 

This aspect of vehicle management is very sensitive and is often abused. It is 

therefore necessary to have a clearly defined policy regarding vehicle usage and 

staff benefits. Understandably, most organisations do not have the capacity to 

assign a driver for each vehicle that they own. Under these circumstances, after 

testing, staff may be authorised to self drive. The vehicles would in most cases be 

pooled and rotated based on needs, except where a specific donor requirement 

conditions ties a vehicle to a specific project. For practical reasons, light vehicles are 

utilised for office operations and within urban settings and heavy vehicles for field 

based operations. 

See Vehicle Usage Policy for some basic inclusions and Vehicle Related Documents 

for more details. 

 

Vehicle disposal 

Running old vehicles may lead to high costs of maintenance and uneconomical fuel 

consumption. To avoid this, organisations should have approved and clearly 

stipulated policies and procedures on how and when to replace and dispose of 

vehicles/assets (See sample on Disposal of Assets policy). The need to dispose may 

arise due to any of the following reasons: 

 as a result of extensive unrepairable damage, or cost-prohibitive repairs; 

 when the vehicle attains the stipulated mileage or years for disposal; 

 when the vehicle is no longer economically sustainable; 

 when the vehicle is no-longer required; and 

 when programs downscale or shut down. 

 

 

https://dlca.logcluster.org/download/attachments/9405294/LOG-2-8-FLEET%20MANAGEMENT-POLICIES-Vehicle%20Usage%20Policy.pdf?version=2&modificationDate=1437020994000&api=v2
https://dlca.logcluster.org/download/attachments/9405294/LOG-2-8-FLEET%20MANAGEMENT-GUIDELINES-Vehicle%20Related%20Documents.pdf?version=2&modificationDate=1437020994000&api=v2
https://dlca.logcluster.org/download/attachments/9405294/LOG-2-8-FLEET%20MANAGEMENT-SAMPLE-PROCEDURE-Disposal-of-assets.doc?version=2&modificationDate=1437020994000&api=v2


 

The disposal procedure applied for vehicles will apply for all other assets such as: 

 generators 

 boats/canoes/barges 

 motorcycles 

 fork lift trucks 

Health, Safety & Security 

Vehicle safety is one of the key roles of the FM. It leads to staff safety and enhances 

road safety. WHO estimates 1.2 million people died and 50 million were injured in 

road crashes in 2002. 

Vehicle safety hints.  

https://dlca.logcluster.org/download/attachments/9405294/LOG-2-8-FLEET%20MANAGEMENT-GUIDELINES-Vehicle%20safety%20regulations.pdf?version=2&modificationDate=1437020994000&api=v2
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