Before you leave in a Carleton fleet vehicle:
1. Conduct a walk-around vehicle inspection. Note any damage etc. on an equipment report form (kept in the glove compartment).

2. Clear frost or snow from windows. 

3. Unplug the engine block heater (if plugged in) and hang up the cord. 

4. Fill in the beginning mileage in the Mileage Log Record Book (kept in the glove compartment). 

5. Locate the emergency road kit items to make sure everything is there.

6. Seat belts must be used by the driver and all passengers. 

7. Check the gas gauge; if necessary, fill the gas tank using the MasterCard Fleet charge card. Use a service station that features "Pay at the Pump" service and request a receipt. The MasterCard Fleet charge card can only be used for gasoline so you must pay for any other items with alternative funds.
8. Drive defensively.
9. Enjoy your trip!
When you return a Carleton fleet vehicle:
1. Return vehicle with a full gas tank for the next driver.

2. Park in fleet vehicle parking lot behind Facilities building.  Cargo van should be returned to Stadium lot.  

3. Conduct a walk-around vehicle inspection. Note any damage etc. on an equipment report form (kept in the glove compartment) and return form with key (step 7).
4. Restore seat positions if you used stow and go option for minivan passenger seating. 

5. Fill in the ending mileage in the Mileage Log Record Book (kept in the glove compartment). 

6. Leave ice scraper in vehicle – put under front passenger seat.

7. Return key, gas MasterCard Fleet charge card and receipts immediately to Campus Services during business hours.  After business hours, please use the key drop located in the main entrance of Sayles-Hill.     

