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I.  PURPOSE: 
 
To provide guidelines for reporting repairs. 
 
II. GUIDELINES: 
 
All repairs or damage to vehicles, vehicle and medical equipment will be reported to the on-duty 
supervisor. 
 
III.  PROCEDURE: 
 
 1.  General Information: 
 

A. All malfunctioning vehicles, vehicle and medical equipment will be reported 
to the Shift Supervisor or logistics staff.  No vehicle perceived to be unsafe 
will be driven until checked and repaired or deemed safe by Leon County 
Fleet or the Shift Supervisor on duty. A Repair Request Form must be filled 
out documenting: 

 Date 
 Time 
 Vehicle # 
 Miles 
 Hours 
 Driver 
 Contact Information 
 Supervisor 
 Work requested and description of the problem 

 
B. The on-duty supervisor will coordinate all repairs.  The problem will be 

verified by supervisory personnel before referred for repairs. 
 

C. As per county policy, all physical damage, however minor, will be reported 
and an incident report completed. 
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D. Repairs, adjustments, alterations and modifications to equipment will be 
carried out only by qualified persons specifically authorized by Leon County.  
No employee of LCEMS is to undertake such work unless authorized. 

 
E. In the event of equipment malfunction, corrective measures on the part of 

LCEMS personnel will be limited to verification that line power exists and 
that all operating controls are in a normal configuration. If such action does 
not correct the malfunction, the problem will be referred to authorized service 
personnel, as defined in policy. 

 
2. When a vehicle, vehicular equipment or medical equipment is noted to be 

malfunctioning; it should be immediately reported to the Shift Supervisor giving the 
following information: 

 
A. Item 
B. Identifying number, serial number or Leon County sticker number 
C. Location of equipment 
D. In-service or out-of-service 
E. Detailed information about problem, in as much depth as possible 
F. Detailed information about trouble-shooting efforts you have made. 
F. Make a report in any of the following circumstances: 

 
1. Continued use of equipment may be hazardous; 
2. Physical damage of any kind; 
3. Failure of any pertinent equipment or system; 
4. Tire wear; 
5. Mechanical failure of vehicle. 
6. Any symptoms indicative of future problems. 

 
3. The Deputy Chief of Operations must be advised immediately when there are no 

back-up vehicles or equipment available due to maintenance problems. 
 
 
Forms to Include: 
 Example of Leon County Fleet Management Repair Request Form 
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