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MOTOR VEHICLE LOG

	Division/Facility/Unit Name:       
	Month:       
	Year:       

	Vehicle #       
	Assigned Driver*       

	Year, Make, Model:       
	Employee Position*       

	Commuting Distance (one way distance between work and residence):       
	

	Mileage Beginning of Month:
     
	Commute *
     
	

	Date
	Start

Mileage
	End

Mileage
	Total

Miles
	Purpose of Trip
	**Staff Signature

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	TOTALS
	

	Ending Mileage:
	(-) Beginning Mileage:
	(=) Total Miles Driven:
	

	*Total Miles Driven:
	(-) Commute Miles:
	(=) State Use Miles:
	


* To be completed only on 24-Hour Assigned Vehicles
** To be completed only on pool vehicles
Maintenance/Repairs/Inspections entered in Summary below must be posted with more details in the Vehicle Maintenance Record. 

	Date
	Location/City Town/Station
	Fuel
	OIL
	Maintenance/Repairs/Inspections

	
	
	Gals.
	Cost
	Qts.
	Cost
	Description
	Cost

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	TOTALS


	CHECKS TO BE MADE AT EVERY OIL CHANGE

	(Enter "Oil Change" and Cost Above)

	Odometer Reading:
	

	Date:

	Change Oil (enter brand and weight)
	

	@Maintenance/Repairs/Inspections

	Description
	Date
	Name
	Cost

	Change Filter (Brand Name)
	
	
	

	Check Air Filter (Brand Name)
	
	
	

	Lubrication
	
	
	

	Check Power Steering fluid
	
	
	

	Check Coolant Level
	
	
	

	Check Transmission
	
	
	

	Check Rear Axle
	
	
	

	Check windshield Washer Fluid
	
	
	

	Check Battery Cables
	
	
	

	Check all Hoses
	
	
	

	Check All Lights
	
	
	

	Check Brake fluid
	
	
	


REMEMBER: LIGHTS ON AT ALL TIMES
INSTRUCTIONS

The Operating Unit Supervisor will be responsible for securing logs for the vehicles assigned to his/her operating unit.  A master file will be established by vehicle number for each vehicle.  A designated staff member will review each log and maintenance information will be posted to the Vehicle Maintenance Record monthly.  The Motor Vehicle Log will be filed in the master file.
Each driver is responsible for completing all information required and for submitting the log to the Operations Support Section/Vehicle Management by the fifth of the following month.

The Operations Support Section/ Vehicle Management will maintain a vehicle file as long as the vehicle is on inventory.  If the vehicle is transferred to another operating unit in the Department, the file must go to the receiving unit.  Files are subject to audit.

Instructions for Completing Motor Vehicle Log:
A. Enter year, make, type and decal number of vehicle.

B. Enter the division/facility name where vehicle is assigned.

C. Enter month and year.

D. If vehicle is assigned to one driver, driver must enter all information marked with an asterisk. If vehicle is assigned to a pool of drivers, each driver will sign on each day used. Add more sheets as needed.

E. Enter the odometer reading at the end of each day vehicle is driven.  Round off to nearest mile.

F. Enter first and last stops.  Enter such information as facility names, motel names, Atlanta Central Office, probation office names and towns.

G. GASOLINE AND OIL COST:  


Enter the total gallons purchased to the nearest tenth.  Enter the total cost of gasoline and oil.

H. MAINTENANCE AND REPAIRS: 

At each fuel stop, enter DJJ facility name or service station name and location.  Enter repairs made, such as "New Water Pump" and who did the work.  Enter details about maintenance and inspections.  At each fuel stop, check oil level and water reservoir.  Enter washes and waxes.  Enter any type of maintenance, body repair, and service or parts purchased for the vehicle to maintain a complete history on the vehicle.  Invoices and credit card tickets must be attached to all logs on Central Office's vehicles.  This is optional for centers, institutions, probation offices and regional offices.  Driver must confirm that number of gallons, cost per gallon, type fuel, and total cost are shown on tickets when information is available.

I. At every oil change, complete checklist.  Note any problems that need correcting and note all problems corrected.  Enter "Oil Change" at top of form and also enter other service performed.

J. Drivers must follow Department Maintenance Guidelines stated on back of form and manufacturer's Service Schedule to keep vehicle in safe, serviceable condition over the life of the vehicle and to obtain the maximum life possible from each type of vehicle.
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