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Training Example: Fleet Maintenance and Management Plan
TRAINING EXAMPLE ONLY — FICTIONAL INFORMATION — NOT AN OFFICIAL ICIP, VENDOR QUOTE, APPROVED PLAN, OR ACTUAL FLEET RECORD
What this document should look like
A fleet plan should explain who oversees vehicles, how inspections and preventive maintenance are performed, how repairs and safety defects are handled, how records and costs are tracked, and how backup/replacement decisions preserve senior services. Support it with a vehicle inventory, service log, policy, or budget documentation.
Fiscal agent: Town of Sample Mesa
Program: Sample Mesa Senior Center
Plan date: October 9, 2026 | Status: Fictional training sample
Responsibility
Town Fleet Coordinator oversees maintenance and repairs. Senior Center Director assigns vehicles and reviews driver reports. Finance staff approve payment and maintain expenditure records.
Inspections and Driver Oversight
Drivers complete pre-trip checks, record mileage, report defects immediately, and operate only assigned vehicles for authorized services. The director verifies applicable licensing and training. Safety-critical defects require removal from service pending clearance.
Preventive Maintenance
Fleet staff schedule service using manufacturer time/mileage recommendations and operating conditions. Overdue service is flagged monthly. Lift equipment and temperature-control components receive their applicable service checks.
Repair Workflow
Driver submits defect report; director contacts fleet coordinator; coordinator assesses safety, creates a work order, obtains approval, schedules repair, and documents release to service.
Recordkeeping
Maintain inventory, odometer readings, inspections, service dates, work orders, invoices, repair costs, next-service triggers, downtime, insurance, and registration records for each asset.
Operating Funding
Fictional annual town budget: fuel $9,000; routine maintenance $4,000; repairs $5,000; insurance/registration $4,000. These $22,000 are recurring operating support, not part of the capital purchase request.
Service Continuity
Use the backup vehicle or approved alternative delivery arrangement when a vehicle is unavailable. Evaluate capacity and food-temperature needs before assigning a substitute.
Replacement Planning
Review condition, safety, downtime, repair trend, mileage, and service suitability annually. Document replacement recommendation and disposition approval.
Integration of New Vehicle
Upon acceptance, record the asset, confirm insurance/registration, train drivers, establish service schedule, and assign it to authorized routes. The purchase timeline is documented in the combined worksheet.
Actual approval: Obtain the responsible fiscal-agent official’s approval for a real plan. This sample has no actual authorization or signature.


Fictional sample. Do not use as documentation for a live funding request.
