Vehicle Register Documentation – Draft for Comment


POOL VEHICLE HANDOVER FORM

Organisation hiring the vehicle

	


Contact person:

	
	Telephone Number:

Mobile :


Driver(s)

	Name:
	Licence No:
	MO No*:

	Name:
	Licence No:
	MO No:


*All drivers must hold a Vehicle Register Driver Number. 

Vehicle to be used

	Description:
	Registration Number:

	Maximum Number of Passengers:
	Licence required:

	Fuel to be used:
	Vehicle height:


Pick up

	Where to pick keys up from:



	Where to pick up vehicle from (if different):



	Vehicle owner’s contact person :
	Telephone:


Return

	Where to return vehicle to:



	Where to return keys to (if different):




 Vehicle and equipment inspection

	Pick up - Note any interior/exterior damage to vehicle: 

                      Washed      (                Unwashed     (

	Working condition:  Lights Y / N     Indicators   Y / N    Brake lights  Y / N

	Interior condition:   Clean    (            Dirty    (            Untidy     (

	Return: Note any damage to vehicle or equipment that is not working not noted above:

                       Washed      (                Unwashed     (

	Working condition:  Lights Y / N     Indicators   Y / N    Brake lights  Y / N

	Interior condition:   Clean    (            Dirty    (            Untidy     (


Fuel gauge reading

	Pick up: 
	Return:


Odometer reading

	Pick up:
	Return:


Motoring offences during hire – eg parking, speeding etc.

	Offence:
	Date and time:
	Fine paid:  Yes/No


Pick up sign out

      Vehicle owner representative                          Vehicle hirer representative

	
	

	Time and date:


Return sign in

      Vehicle owner representative                          Vehicle hirer representative

	
	

	Time and date:
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