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COMPANY VEHICLE MALFUNCTION OR DAMAGE REPORT FORM

Form purpose

The purpose of this Form is to inform management of a company vehicle that is identified as having a
malfunction or damage.

Repairs will be undertaken as soon as possible. The vehicle will not be used, if it is considered unsafe, until
repairs are completed.

Driver’s details

Driver’s full name

Driver’s telephone

Driver’s email

Date

Vehicle details

Vehicle make and model

Vehicle year of
manufacture
Vehicle registration
number

Vehicle compliance number

Vehicle work storage
address

Damage or malfunction information

Photograph of vehicle
damage

Where was the vehicle
when malfunction or
damage was first noticed?

If the damage was the result of vandalism, hit & run, etc. please notify the Police on 131 444

Note down the Police
report number here
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Describe the malfunction
and/or damage noted to
the vehicle

On the diagrams show the areas of damage by an ‘X’ for individual points or by shading for areas of damage

Access4u Manager’s actions

Approved ] Yes/ [ No

Manager’s Comments
Action taken

OR need to be taken rectify
defects

Manager’s Name

Manager's Signature

Date
Scan and attach copies of reports, photographs, invoices, receipts etc
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