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  Foreword 

An important part of ‘General Asset Management’ is equipment, fleet management 
and maintenance. The absence of scheduled, preventative maintenance has resulted 
in the past in enormous repair expenses for the government and in some cases this 
has, during the life cycle of equipment, proven to be more expensive than the 
original capital outlay. Other consequences, which have resulted from the lack of 
cohesive and managed maintenance programs, have been catastrophic failure of 
GOL equipment well short of what can be expected to be a reasonable, economic 
life span. This in turn has impacted on budgeting priorities. Other consequences 
when looking at the bigger picture have been reduced government efficiency 
particularly in the area of service delivery to the public. 

The GOL owns a large number of vehicles. In addition there are also a large 
number of Generators and Motor cycles. It is the policy of GOL is to ensure that 
each vehicle, generator and motorcycle is maintained and operated in a safe and 
economical condition and is utilized in a manner to comply with established 
administrative, logistical, and maintenance protocols that are aligned with 
manufacturer’s specifications. It should be mentioned that while the vehicle is 
under guarantee it is important to follow the guidelines, laid out in the 
manufacturer’s handbook. These guidelines also provide goals, processes and 
procedures that will moderate vehicle use, improve efficiency, and reduce 
maintenance and operating costs and elongate the life span of the asset. 

The GSA will in due course inspect and evaluate certain garages that meet the 
required standards of mechanical and maintenance competency. These garages will 
be awarded ‘GSA Approval’. Rates will be agreed with these garages for the 
various types of service that will be needed. The Macs will be able to choose 
whichever of these approved garages as they may prefer. In the meantime we 
recommend that the MACS get quotations for the three different types of vehicle 
service illustrated in these guidelines. 

.  

In an effort to achieve these desired objectives, we have therefore prepared the 
following basic general maintenance guidelines to assist the MACS in the proper 
operation and maintenance of GOL vehicles, generators, and motorcycles. It is the 
responsibility of every Ministry, Agency and Commission to record and properly 
maintain their assets. It will also be a requirement to have these processes in place 
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when the time comes for audit. Also included is a monthly vehicle reporting 
process, which the GSA will for the time being expect monthly from every MAC. 
Once the software is installed this information will be delivered by the MACS to 
the GSA, in live time. Much of the information gathered will contribute to the 
GOL Central Asset register and general vehicle administration. 
 
We recommend that every MAC appoints a competent individual to study these 
guidelines and devise an implementation plan. The GSA will supply training, 
advice and support. It is the GSA has trained monitors who will be tasked with 
providing not only advice and support but will perform a monitoring and 
evaluation role which will focus particularly on the accuracy of data collection and 
data flows. 
 
Registration of new Vehicles as Government policy 5th October 2011 
 

All new vehicles should be delivered to the GSA for registration. This includes: 
All new vehicles and also all donated vehicles, even when vehicles are donated for 
a specific project.  

When a vehicle is donated for a specific project, it can only be used for that project 
as specified by the Donor agency. 

When the project comes to an end, the vehicle should be returned to the GSA for 
either disposal or reallocation. (Please see the disposal Guidelines). 

Vehicle Procurement 

Please note that in 2009, a policy was agreed in cabinet which restricted GOL 
MACS to the following choice of vehicles. 

• Toyota 
• Nissan 
• Landrover/Range Rover 
• Mercedes 
• General Motors 
• Ford 
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INTRODUCTION  

For most government Ministries, Agencies and Commissions (MACS) 
fleet/equipment services and support impacts on the delivery and the cost of nearly 
every service provided to the public, also on the productivity of every GOL 
employee. Support emergency services make a difference to every citizen in the 
country, and scheduled maintenance of infrastructure and of GOL Assets enables 
these services to function. Timely and efficient service delivery supports a vibrant 
economy and ultimately improves the quality of life for every Liberian. . 

Scheduled preventative maintenance is an essential part of fleet/equipment 
operations .Therefore we have created simple, basic preventative maintenance 
programs for maintenance of three of the most widely used pieces of government 
equipment throughout all MACS of the GOL. Namely: Vehicles, Motorbikes and 
Generators.   The mechanical condition of these three types of GOL asset is critical 
to the efficient running of the Liberian government. 

The primary purpose of such maintenance is to ensure safe and reliable vehicle/ 
Equipment performance, and lengthened life span. The benefits of a vehicle 
preventative maintenance program include: 

• Reduced Maintenance Costs – Minor adjustments and repairs made during 
regularly scheduled service checks help prevent unnecessary and costly 
repairs. 

• Decrease in Downtime – Preventive Maintenance reduces interruptions to 
production and services caused by breakdowns. 

• Accident Reduction – Proper vehicle maintenance can reduce accidents 
caused by faulty brakes, tires, steering, and other major components.  

• Driver Morale – When vehicles are kept in top condition, drivers are more 
likely to handle the equipment with care and look after them, further 
reducing costs. 

• Customer Relations – Clean, well maintained vehicles enhance the 
Institution image as an efficient, safety minded entity. 

• Reduced overall Costs- allowing your MAC to divert the money saved to 
other essential services. 
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If the preventative Maintenance program is working as it should be, the expensive 
reactive or catastrophic failure type maintenance should decrease to very little as a 
consequence.  

 VECHICLE PREVENTATIVE MAINTENANCE 
 
 
A scheduled preventative maintenance program is a systematic method of planned, 
proactive vehicle inspection along with servicing and repairs performed at specific 
intervals. 
 
Effective equipment management requires that repairs be made before failure. This 
involves a preventive maintenance approach to provide for systematic, periodic 
servicing of equipment to facilitate operations and reducing downtime.  
 
Planning and scheduling PM activities requires management and forethought thus 
providing the right maintenance at the right time at the lowest overall cost. 
 
Combining these factors requires fleet managers to understand operating and 
maintenance characteristics to customize an effective preventive maintenance 
program to the particular institution’s needs.  
 
Scheduled Preventive Maintenance (PM) is the heart and soul of every efficient 
fleet management operation. An effective PM program will reduce peaks and 
valleys in repair volume. Sound PM programs enhance risk management. A well-
maintained vehicle is usually a safer vehicle. In addition to safety, the 
documentation included in a proactive PM program can be invaluable in the 
courtroom.  
 
 
 
PLANNING A PREVENTIVE MAINTENANCE PROGRAM 
 
Perhaps the most essential component of a PM program is flexibility. Each 
organization must establish PM Service parameters specific to its own budgetary 
constraints. However, when preparing the Institutions annual budget serious 
attention should be given to the equipment maintenance budget line. 
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EQUIPMENT USER RESPONSIBILITY 

All officials of the ministry/agency to whom vehicles and equipment have been 
allocated are mandatorily responsible for taking steps to ensure that assets and 
equipment are properly maintained and that time is allowed for scheduled 
maintenance. It is the responsibility of all officials involved to take steps to prevent 
the abuse of equipment under their control.   

Some of the abuses are: 

1. Improper, careless operation, speeding, etc. 
2. Lack of lubricant, unsuitable lubricants. 
3. Deferred maintenance 
4. Attempted repairs by unqualified persons. 
5. Failure to assume responsibility for maintenance. 

In all government institutions somebody should be appointed to take responsibility 
to oversee and manage government assets, particulars vehicles and equipment such 
as generators or air condition units. These are all items that require maintenance 
and continued care which accommodates their efficient and reliable operation. 
They are also, usually high value items the life cycle of which is greatly reduced if 
the preventative maintenance is neglected and therefore costing the GOL a great 
deal of money. 

OPERATOR/DRIVER RESPONSIBILITY 

The operator/ driver has an important part to play in regard to preventive 
maintenance, by carrying out ‘the start of the day’s’ simple preliminary start up 
checks, and during operation being mindful to  any malfunction or poor 
performance of the equipment/vehicle and to correct or report any such defects. A 
driver/operator is expected to inspect this equipment daily, check tires to ensure 
proper inflation and condition, checking for fluid leaks, lubricant levels, belt 
conditions, battery connection and cleanliness, lights, signals and horn, windshield 
wipers, and wiper fluids and reporting any problems. 

OPERATOR/ DRIVER CHECKS 

BEFORE OPERATION 
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These inspections are performed on the equipment/vehicle in order to check 
whether or not conditions  have changed since the last operation as many things 
could have happened, for example, by vandalism, oil, fuel , water leaks, tires may 
go flat, assemblies become loose. They should have any such defects rectified 
before starting the day’s work. 

DURING OPERATION 

During operation checks consists of detecting improper performance. Operating, 
gauges indicate the correct function of various components and it is important to 
listen for any unusual noises, smell of burning, overheating or detection of any 
unsatisfactory performance, then to take corrective steps in order to rectify such 
faults or to report them before they develop into major breakdown. 

DAILY CHECK UP GUIDE 

Cooling system 

• Check the level of the radiator ( top up with engine coolant) 
• Check for leaks 
• Check that the radiator core is free from mud, leaves, grass, 
• Check that the fan belt is not excessively worn or slipping 
• Check all hose connections 
• Check that the radiator cap fits securely 

Engine –Transmission 

• Check the engine oil level 
• Check the transmission oil level 
• Check the hydraulic oil level ( where applicable) 

Air cleaner 

• Check that all connections are tight. 

Fuel 

• Check fuel level and that the fuel tank is in place and fits securely, drain off 
the sediment where such a tap is fitted. 
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Tires 

• Before starting off – check tire pressure, see that the valve caps are in place, 
(Do not check tire pressure after the vehicle has been in use as the normal 
heat built up will give a false gauge reading. 

• Remove all foreign matters from the tire, nails, glass, or stones. Check dual 
tires for stones caught up between the tires as if not removed, they will force 
their way through the side walls. Incidentally, low pressure in dual wheels 
especially under load can cause the inside of the two tires to rub together and 
fire can occur. 

• Keep tires free from grease, oil or fuel as they can cause rapid deterioration. 
• Check all wheel nuts, rim locks. Do not use equipment or vehicle with 

missing or loose wheel nuts. This can be dangerous and also serious damage 
could occur. 

Safety precaution 

• Smooth tires especially on road vehicles are dangerous, they affect road 
holding- braking and steering and there is a danger of a blowout. When 
inflating tires especially large off road tires, stand to one side in case the rim 
of the tires is defective and the rim is blown off the wheel. 

• The front pair of tires should have equal wear and be of the same age. 
Likewise the rear. The front tires have a tendency to wear more quickly than 
the rear so should be moved to the rear after medium wear is identified and a 
new set fitted to the front. This rotation action should be performed on a 
continuous basis for the lifetime of the vehicle. 

• When changing a wheel, block up the vehicle so that it cannot move. Do not 
rely on the jack. If for any reason you have to work underneath, use a jack 
stand or wooden blocks to support it. Tighten all wheel nuts evenly. Check 
your spare for correct pressure regularly. 

 

Batteries 

• Check the electrolyte level in the battery, the level should be approximately 
1/2 inch above the plates. Most batteries these days are maintenance free. 
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• Check that the battery is securely held in place. 
• Check that the filter vent holes are clear. 
• Check that the battery cable clamps are tight. 
• Keep the battery clean remove corrosive mold from cables. 

Brakes 

• Check brake fluid level 
• Check brake operation 
• Check that parking brake holds vehicle on slope. 

(See Chart: Routine Daily check-up under driver’s responsibility)  

Scheduling Preventive Maintenance  
 
Scheduling intervals allow for a determination of when and how often a PM 
activity will be performed. Local and environmental conditions, as well as 
manufacturer’s recommendations, should be taken into account when establishing 
PM schedules.  
Typically, agencies indicate that their PM program schedule is determined by:  

 
• Manufacturers’ recommendations for routine maintenance inspections 

should be taken into consideration, but only used as a guideline as 
they usually are an indication of when the vehicle is being used in 
ideal road conditions. In Liberia where the road conditions are not 
perfect, it is recommended that A, B, C checks are done every KM 
5000 on a rotating basis. The Sequence of the checks should be A, B, 
A, C, A and so on. 

• In the manufacturers handbook it usual indicates that the first check 
should be done after the first KM 1000. The check should cover all 
the items recommended by the manufacturer and the rolling, periodic 
maintenance program, as described above, should commence after 
this first check, if a new vehicle. 

• Other  indicators  which act as a trigger mechanism for  a service are:  
  

i) If the vehicle is doing less than KM 5000 Per Annum, the vehicle 
should be serviced with an A-Check after six months and a C-
check annually. 



 
 

13 
 

ii) If the vehicle mileage indicator is not working, the vehicle be taken 
off the road and put in for repair as it is impossible to effectively 
manage the vehicle without it.  

 
• Technician availability, shop designation, and user convenience.  

 
• Adjustments to schedule i.e. shortened intervals – based on a 

particular vehicles experience due to high use rough road conditions.  
 
Service Intervals  
 
PM intervals and service levels are initially based on manufacturer 
recommendations for vehicle maintenance. In addition to guidance from 
manufacturers and other outside sources, fleet managers use a variety of other 
resources to customize their PM programs. . In particular, the past performance of 
similar equipment in the fleet, doing a particularly difficult journey along a very 
bad road on a regular basis. These indicators could also include low miles per 
gallon i.e. fuel economy, poor brake performance, unusual tire wear. 
 
Notably the past performance of similar vehicle in the fleet form ‘Vehicle History 
Files’, previously known as’ log books’.  Historic experience with a similar vehicle 
is a good guideline for you to customize the maintenance to fit a specific situation. 
 
The following are the most common measures of service intervals other than 
manufacturers’ recommendations 
 
Mileage – Is the preferred and most accurate method of determining service 
intervals. Vehicles using mileage as a service interval are scheduled to be serviced 
after traveling a predetermined distance. This is a time the proven method that is 
most effective on units that have high mileage applications or trip patterns.  
 

Time - Time is frequently used as a PM Service interval. In systems based on time 
intervals, vehicles and equipment are serviced annually, semi-annually, quarterly, 
monthly, and daily or by hours of service. For example, generator engines and their 
electronics may be serviced every 250 hours of use. Large digging equipment the 
mileage which is minimal will also be service after a specified number of hours. 
By way of example aircraft also use hours for service period rather than miles. 
 
Environmental conditions – Managers should also consider demands made on 
vehicles such as seasonal weather and terrain.  
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Service Checklists  
Servicing of equipment can be thought of as having progressive stages or levels. 
There are three levels commonly identified, but it is possible to add more levels to 
accommodate various circumstances and types of equipment.  
 
“A” Level – (Usual duration 1 to 2 hours). This service is systematic inspection of 
the unit (including the outside, under the hood, underneath the vehicle, and inside 
the cab) is often a part of the “A” servicing level. This will include an oil change, 
filter cleaning and greasing. (See attached A-Service Schedule)  
 
 

 
 
 
 
 
 
                                                     
 

Here is an example 
of an Engine Oil 
Change being 
performed at “A” 
Service 

 

http://upload.wikimedia.org/wikipedia/commons/c/ce/Oil_Change_oil_pan_2005_gmc_suv.JPG
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“B” Level Service- (Usual duration 3 hours) this service typically includes all the 
elements of the A service plus inspection of components having a high rate of wear 
or deterioration or a proven need for frequent adjustment. It includes such things as 
oil and filter changes, addition of transmission oil and hydraulic fluids, clutch 
adjustments, brake lining inspection and brake adjustments, engine running 
condition check, and adjustments to meet manufacturers’ specifications. (See 
attached B-Service Schedule)                                                                                                                      
 

   
 

 

 

 

 

 

“C” Level Service- (Usual duration 4/5 Hours) – This Service typically includes 
all the elements of the A and B inspection plus a thorough check and inspection of 
all remaining components and assemblies. “C” activities may include additional 
services such as front end alignments, transmission service, diesel fuel filters, 
hydraulic filters, engine tune-up, and drive train adjustment.(See attached C-
Service Schedule)  

Replacing brake 
pads 
 
Adjusting rear 
brake shoes 
This is “B” Service 

 

Cleaning off your air 
filter is easy (can you 
turn a wing nut with 
your hand. This is  

“A”   Service 

http://www.google.com/imgres?imgurl=http://jeffwylercolerainhonda.net/dealerimages/Dealer 3294 Images/brake-repair.jpg&imgrefurl=http://jeffwylercolerainhonda.net/section/secondary/brake-repair/&usg=__ZyvZfpQm8SOl2naHeB_96KWwNeA=&h=300&w=400&sz=27&hl=en&start=4&zoom=1&tbnid=ujrUr0yrIhMBLM:&tbnh=93&tbnw=124&ei=ng5bUI72NcPftAbExIGYCw&um=1&itbs=1
http://www.google.com/imgres?imgurl=http://www.2carpros.com/images/articles/brakes/rear_shoes/rear_brake_shoes_adjust.jpg&imgrefurl=http://www.2carpros.com/articles/how-to-replace-rear-brake-shoes-and-drums&usg=__Yl8bChKkR6nX4ZXGSihIN8FucIU=&h=414&w=474&sz=46&hl=en&start=12&zoom=1&tbnid=c-7EMR3Vn0Q0TM:&tbnh=113&tbnw=129&ei=ng5bUI72NcPftAbExIGYCw&um=1&itbs=1
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(See A, B, C service checks attached for Details)……. 

Equipment Specifications 

The maintenance program begins when the vehicles are ordered.  Management 
must consider use, route, terrain, cargo size, and weight when deciding what 
vehicle they need. 

Specifications for the vehicles should call for as much standardization as possible.  
Vehicle standardization can be by manufacturer and model type or specific 
requirement you may need from the vehicle. Advantages to standardization include 
reduced parts inventory, enhanced ability of mechanics to make repairs more 
efficiently and dependably due to familiarity with the various components, 
reduction of inadvertent abuse by drivers and, if the fleet has many similar units, 
better appraisal of the suitability for the task. 

Motor Vehicle Equipment 

Critical Equipment Maintenance -- Critical component parts which impact the 
safe operation of the vehicle must always be maintained.  They include: brakes, 
tires, suspension equipment, steering components, lights, mirrors, windshield and 
windows, wipers, seats and horn. 

Demand Maintenance -- To retain the safety and dependability of the vehicle, it is 
essential that periodic inspections, maintenance and service be performed (follow 
the manufacturer’s schedule of maintenance/GOL recommendations), including 
lubrication service, inspection/replacement of filters, engine drive belts, exhaust 
systems, etc. 

Driver Responsibility for Maintenance -- Management must require driver 
inspections to report vehicle safety defects.  Prior departure and enroute    checks 
should be mandatory.  A Vehicle Inspection Report should be completed monthly. 

Record Keeping 

Up-to-date records are an essential part of a complete vehicle maintenance 
program.  Record keeping forms should serve one of three purposes -- showing 
vehicle’s maintenance needs, indicating a schedule of work to be done, and 
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recording completed maintenance and costs.  The usual types of records which 
cover these requirements include: 

• Vehicle History Folder or Chart -- Provides a complete history of the costs 
of maintenance, parts and labor associated with the vehicle as well as when 
service and repairs were completed and by whom. 

• A,B,C service checks 
• Fuel consumption report 
• Non-scheduled job card 
• Driver monthly report 
• Vehicle accident report 
• Vehicle BI-weekly check  
• Vehicle daily routine check 
• Vehicle fuel log 
• Vehicle movement log 

These should all be kept at least for the life of the vehicle.   

 This documentation is a good claim defense in case of claim or accident.  In 
addition, review of the forms can lead to noting trends in types of vehicles, abuses 
by certain drivers (i.e. one driver wears out clutches faster than anyone else, you 
may decide to retrain him), as well as give you a cost control feature. 

You should be able to use this information to help you to determine when vehicles 
need to be replaced or to anticipate maintenance on another similar type (like kind) 
of vehicles. 

Basic definition of the three features in proper vehicle maintenance: 

Drivers Inspection: Routinely completed by the driver at least daily.  A cursory 
check of critical items such as tires, lights, brakes, glass etc.  We called this a 
walk-around inspection. 

Mechanics Inspection- Whenever the vehicle is brought in for any kind of service 
such as lube, oil and filter.  The mechanic should also make a routine inspection, 
more detailed than a driver would complete.   

(See routine check-ups under driver’s responsibilities.) 
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(See BI- weekly check by the driver chart) 

Service: This is the routine service completed on a vehicle such as LOF (lube, oil, 
and filter), radiator service etc., in order to keep the vehicle within manufacturer 
specs.   

Maintenance:  This is the fullest level of work, to forecast the needs of the vehicle 
such as replacement of belts and hoses before they break while in use.  Another 
example would be replacement of timing belts (not chains) on smaller vehicles.  
Can be scheduled by mileage or time and may be of different levels based upon 
these criteria. 

IMPORTANT OPERATIONAL HINTS TO FOLLOW 

SOME CAUSES OF ENGINE OVERHEATING 

1. Shortage of water 
2. Badly fitting or missing radiator cap 
3. Leaks from the radiator, water pump or hose connections 
4. Radiator cover in mud, leaves, grass, trash and so preventing the fan from 

blowing air through the radiator core. 
5. Broken or missing fan blade 
6. Loose slipping fan belt and so not turning the fan 
7. Defective water pump 
8. Dirty water used to fill up the radiator and thus the inside of the tubes are 

blocked up 
9. Formation of excessive rust deposits in the cooling passages of the engine. A 

rust inhibitor which reduces such deposit should be used in the cooling 
system. 

10. Thermostat in the cooling system (where fitted) remains closed thus 
restricting circulation of the water. 

11. Combustion gases in coolant ( leaking gasket or seals) 
12. Long hauls in heavy gear over hilly terrain with a heavy load can cause 

overheating 
13. Excessive speed 
14. In correct ignition timing (gasoline engine) 
15. Clogged air filter element 



 
 

19 
 

 SOME CAUSES OF EXCESSIVE TYRE WEAR 

1. Using the wrong type of tire for the load, speed, operating and ground 
conditions 

2. Using tires of unequal wear on either the front or rear respectively. 
3. High speed 
4. Fierce acceleration 
5. Sharpe braking, high speed cornering 
6. Under inflation, over inflation 
7. Vehicle/equipment overloading 
8. Overheating due to items 1-2-3-4-5-6 induces rapid tire failure with the 

danger of a blowout. 
9. Worn steering linkage, misaligned wheels, worn wheel bearings 
10. Abrasive ground conditions, rocks, corral etc. 
11. Impact damage to careless driving, striking Krebs, rock, mud wings, or 

vehicle body coming into contact with the tires. 

ENGINE OILS 

The use of correct grades of oil as recommended by the equipment/vehicle 
manufacturer is essential.  We however would recommend the use of either 
Synthetic or semi synthetic oils as these do not have to be changed as often as 
normal oils and provide a higher level of engine protection. These are available at 
‘Total’. 

 

 

 

          

 

 

 

 

Good quality synthetic 
or Semi-synthetic oil 
can save your engine 
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FACTS ABOUT ENGINE OIL CONSUMPTION 

FUNCTION OF THE ENGINE OIL 

Engine oil has the primary functions of lubricating, cleaning and cooling the inside 
of the engine and plays a major role in maintaining the engine in proper working 
order. 

ENGINE OIL CONSUMPTION 

It is normal that an engine should consume some engine oil during normal 
engine operation. The causes of oil consumption in a normal engine are as 
follows. 

• Oil is used to lubricate pistons, piston rings and cylinders. A thin film of oil 
is left on the cylinder wall when a piston moves downwards in the cylinder; 
high negative pressure is generated when the vehicle is decelerating and 
sucks some of this oil into the combustion chamber. This oil as well as some 
part of the oil film left on the cylinder wall is burned by the high temperature 
combustion gases during the combustion process. 

• Oil is also used to lubricate the stems of the intake valves. Some of this oil is 
sucked into the combustion chamber together with the intake air and is 
burned along with the fuel. High temperature exhaust gases also burn the oil 
used to lubricate the exhaust valve stems. 

IMPORTANCE OF ENGINE OIL LEVEL CHECK 

One of the most important points in proper vehicle maintenance is to keep the 
engine oil at the optimum level so that oil function will not be impaired. Therefore 
it is essential that the oil level is checked regularly. 

OIL CHANGES 

Change oil regularly together with the oil filters. Where an engine has not received 
regular oil change, the engine should be flushed out before new oil is put in. 
Excessive dirty oil leaves behind minute particles of dust, sludge which will 
contaminate new oil and thus can cause damage to the engine, bearing etc. Too 
long an interval in changing the oil will allow sludge to accumulate and can cause 
the oil by-pass valve to open during normal operation thus allowing dirt to be 
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circulated through the engine. Oil breathers must be clean. Dirt and water must be 
kept out of new oil containers. Regular oil and filter changes with oil maintained at 
the correct level are essential for long engine life. 

APPENDIX 

FLEET MAINTENANCE FORMS 

• A,B,C service checks 
• Fuel consumption report 
• Non-scheduled job card 
• Vehicle History File 
• Driver monthly report 
• Vehicle accident report 
• Vehicle BI-weekly check  
• Vehicle daily routine check 
• Vehicle fuel log 
• Vehicle movement log 
• Monthly return form 
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VEHICLE MOVEMENT LOG  
 
Ministry/Agency GSA code Registration # Make Model Vehicle Type VIN # Week # 
MPW GSA-MPW-01-29 RL-1724 Toyota Land cruiser SUV JTBED9FJ9CK009608 

 
# 4 

 
                                                                           Vehicle checks to be perform before starting the day’s work 

Oil 
M T W TH F S SU 

Water   M T W TH F S SU 
Radiator & windshield washer 

Brakes (Front &hand) 
M T W TH F S SU 

Front lights 
M T W TH F S SU 
 

Rear lights 
M T W TH F S SU 

Fuel 
Full M T W TH F S SU 
Medium M T W TH F S SU 
Low M T W TH F S SU Tools kit & Jack 

M T W TH F S SU 
Spare tire 
M T W TH F S SU 

Clean vehicle 
M T W TH F S SU 

Front signal lights 
M T W TH F S SU 

Rear signal lights 
M T W TH F S SU 

 

Date Start time End time Total time Start km End km Total km Origin (FROM) Destination (TO) Driver sign 
January 30, 2013 8:45 am 9:45 1 hour 4500 4510 10 Lynch street Paynesville John Brown 
 10:50 am 11:53 1 hour,3 min 4510 4520 10 Paynesville Lynch street John Brown 
          
          
          
          

          
          
          
          
          
          
          
          
          

NOTE: The fill out are just examples to help you in filling this form. 
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  FUEL LOG 

       Ministry/Agency MPW 
       GSA  code GSA-MPW-01-29 
       Registration # RL-1724 

  Liters Gallons      Tank  level    
Date Dashboard indicator Fuel qty. Fuel qty. Main Sub Delivery station Driver name Remarks 
January 5, 2013 4500  15   8th street TOTAL John Brown  
January 13, 
2013 

4850  20   SP UN Drive John brown  
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DAILY ROUTINE CHECK-UPS UNDER DRIVER’S RESPONSIBILITIES: 

BEFORE STARTING CHECKS 

Item Control Description 
1 Walk around check for any defects, and leakages 
2 Check engine oil level 
3 Engine coolant level 
4 Brake fluid level 
5 Clutch fluid level 
6 Windscreen washer water level 
7 Condition of radiator grill 
8 Condition of tires 
9 Electrolyte level in battery 
10 Power steering fluid level 
11 Windshield, front and rear 
12 Presence of inboard equipment 

• Spare tires 
• Wheel wrench 
• Jacks 
• Fire extinguisher 
• Triangular signal device 
• Bumper reflector stickers 
• Vehicle documents, insurance, registrations etc… 
• Movement and fuel logs 

 

OPERATIONAL CHECKS (after starting checks) 

Item Control Description 
1 Listen for abnormal noises 
2 Indicator lights on instrument panel 
3 Turn signals 
4 Head lights ( Bright and deem) 
5 Brake lights 
6 Reverse lights 
7 License plate lights 
8 Horn 
9 Interior lights 
10 Rear and side view mirror setting 
11 Seat adjustment and seat belt setting 
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VEHICLE BI-WEEKLY CHECK BY THE DRIVER 

Ministry/Agency Vehicle Type GSA code Reg.# Vin# 
MPW Toyota SUV GSA-MPW-01-29 RL-1724 JTBED9FJ9CK009608 
Date Checked 
 

Last Service? Current KM Next Service 
due?  

Engine  

January 15, 2013          A 4500      B 5L6199710 
 
Item Control Description Action 

Y /  N 
Observation 

1 Listened for abnormal noises with engine working and hood 
opened. Any unusual noises? 

 X       

2 Detected possible leaks under the vehicle? X   
3 Wash vehicle  X   
4 Inspect condition of radiator grill, clean and free of debris? X   
5 Engine oil level Ok? X   
6 Cooling fluid level ok? X   
7 Brake fluid level ok? X   
8 Power steering fluid level ok? X   
9  Windshield washer liquid level ok? X   
10 Clean air filter (air blowing) done? X   
11 Check battery: (Cables, water level, Cleaned Corrosion)? X   
12 Steering performance OK?  X Vehicle hauls on left side 
13 Tires state (wear and tire pressure) OK?    
14 Any unusual noises from the wheel whist in motion? X   
15 Are the foot brakes performing correctly?   X  
16 Is the hand brake working correctly?  X Hand brake don’t hold on cliff 

17 Exhaust pipe, any unusual noises? / Any looseness? X   
18 Shock absorbers noises or banging over bumps? X   
19 General greasing required? X   
20 General tightening of bolts done? X   
21 All seat belts working? X   
22 All lights, turning signals, and warning lights on dashboard ok?  X Rear left signal light off 
23 All Radios working? (If fitted)    
24 Door, windows, mirrors, seats, good condition and working?    
25 Presence of tool kit and first aid kit according to inventory? X   
26 Filled up the fuel tanks? X   
27 Note important comments in monthly report    
     
 
 
Urgent Work to be planned with mechanic: 
Wheel alignment, Light bulb to replace 
 
Driver’s Name Jon Brown 

Signature  

Date January 15, 2013 

NOTE: The fill out are just examples to help you in filling this form. 
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DRIVER’S MONTHLY REPORT 

Ministry/Agency Vehicle Make Model Year GSA code Registration # Mileage Driver’s Name 
MPW Toyota Land cruiser 2012 GSA-MPW-01-29 

 
RL-1724 500 km John Brown 

 
Fuel consumption & mileage: 
Km/Month 
beginning 

Km/ end of the 
month 

Total km 
done 

Total fuel Consumption 
Gal/100 km 

Next service 
category 

Next service km 

200 km 500 km 300 km 21.5 gals 7.2 gal/100 km  Service B 5300 km 
 
BI-WEEKLY CHECK-UPS 
Check-up # 1 Check-up # 2 
Date Done by Date Done by 
January 15, 2013 John Brown January 30, 2013 John Brown 

Remarks Remarks 
Low brakes, Hand brake does not hold on cliff.  

 
Remarks: notify any damage as soon as they occur and give as much details in a concise manner as you could. 
Spare parts consumption: List hereunder the exhaustive list of spare parts used for vehicle you are assigned to. 
 
Change of drivers: If for any reason another driver has use your vehicle, please report the date and name hereafter 

Fuel consumption calculation: 

Fuel consumption per 100 km = Total fuel x 100 /Total km done: Example: 21.5x100/300=7.2 gal/100 km 

NOTE: The fill out are just examples to help you in filling this form. 
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General Services Agency 

PRELIMINARY ACCIDENT REPORT  

Accident date Vehicle plate # 

January 10, 2013 
 

BC-250 
 

location Vehicle type 
12th street, sinkor 
 

Nissan Premiere sedan 

Driver name  
Varney Johnson  

 
Passengers People injured and details on injury 
Peter Kollie 
Mary Jones 
Hawa Adams 
Theresa Doe 
 

Head injury 
 
Broken left arm 

Action taken  
Called ambulance to take the injured to JFK Hospital. 
Called Insurance agent to the scene. 
 
 

 

Damage to non-GOL property  
Rear door matched in, and door glasses broken 
 
 

 
 

Damage to GOL property  
Front bumper and head lights broken 
  
 

 
 

Police report (supplied?) Date expected? Brief summary of contents? 
Police report expected January 11, 2013 
 
 

 
 

Accident description  
The vehicle bearing the plate # BC-250 was coming from 
the Paynesville to Monrovia right at the 12 street 
intersections, when vehicle bearing plate # RL-1724 
entering from the 12 street ran into the rear door of BC-
250 causing damage to it and injury to the passengers. 
 
 
 
 

 
 

I have filled in this accident report accurately and Attest that the information  above is correct 
  
Signature: 

 



 
 

4 
 

VEHICLE MONTHLY FUEL CONSUMPTION REPORT 

Ministry/Agency MPW 
Fleet Type VEHICLES 
Month January 2013 
 

     Gallons Liters Gallons/100 km Liters/100 km  
No GSA code Beginning km End km Total km Total fuel Total fuel Consumption Consumption Remarks 
1 PW-01-29 4500 7800 3300 235  7.2   
2 PW-02-5 5700 7500 1800 125  7   
3 PW-01-25 8675 10500 1825 145  8   
4 PW-01-6 9000 12500 3500 240  6.9   
          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
Fuel consumption per every 100 km = Total fuel x 100/total km 



 
 

5 
 

SERVICE A   (VEHICLE)      DURATION   1 – 2 Hours. 

Ministry/Agency MPW Make Toyota 
Service km 4500 Type SUV 
GSA code GSA-PW-01-29 Vin # JTBED9FJ9CK009608 
Registration RL-1724 Engine # 5L6199710 
 

No. Check Control Description Detail jobs,spares,consumables, Remarks 

1   Clean the engine All described jobs executed 
2   Change the engine oil Front left tire inflated 
3   Change the primary fuel filter  
4   Drain the fuel main filter  
5   Clean the air filter ( Air blowing)  
6   Check the level in gear/transfer box  
7   Check the oil level in axles  
8   Clean the axle breathers and hose  
9   Grease the transmission and steering systems  
10   Check the condition of the suspension & its insulators (rubber bushes, spring blades, shock absorbers)  
11   Check the condition of the front & rear engine mounts  
12   Check the condition of the exhaust pipe & and its insulators ( rubber mountings)  
13   Check the condition and tension of the fan belt  
14   Check the different warning lights of the dashboard  
15   Stick on the dashboard the next service km  
 

Next service B at 9500 km NOTE: The service sequence is always A, B, follow by A and then C 
Name of mechanic David Cole The periodicity of A service is every 5000 km coverage 
Signature   
Date January 30, 2013  
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SERVICE B   (VEHICLE)      DURATION  3 Hours. 

Ministry/Agency MPW Make  Toyota  
Service km 9500 Type SUV  
GSA code GSA-PW-01-29 VIN # JTBED9FJ9CK009608  
Registration RL-1724 Engine # 5L6199710  
 

No. Check Control Description Detail jobs,spares,consumables, Remarks 

1   Clean the engine  
2   Change the engine oil & oil filter  
3   Change the primary fuel filter   
4   Change the secondary fuel filter  
5   Clean the air filter ( Air blowing)  
6   Check the level in gear/transfer box  
7   Check the oil level in axles  
8   Clean the axle breathers and hose  
9   Grease the transmission and steering systems  
10   Check the condition of the suspension & its insulators (rubber bushes, spring blades, shock absorbers)  
11   Check the condition of the front & rear engine mounts  
12   Check the condition of the exhaust pipe & and its insulators ( rubber mountings)  
13   Check the condition and tension of the fan belt Fan belt adjusted 
14   Check the different warning lights of the dashboard  
15   Check the free play in steering systems & wheel bearings  
16   Check brake pads Brake pads replaced 
17   Stick on the dashboard the next service km  
 

Next service A at 14,500 km NOTE: The service sequence is always A, B, follow by A and then C 
Name of mechanic David Cole The periodicity of B service is every10,000 km coverage 
Signature   
Date February 28, 2013  
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SERVICE C   (VEHICLE)      DURATION   4 - 5 Hours. 

Ministry/Agency MPW Make  Toyota  
Service km 14,500 Type SUV  
GSA code GSA-PW-01-29 VIN # JTBED9FJ9CK009608  
Registration RL-1724 Engine # 5L6199710  
 

No. Check Control Description Detail jobs,spares,consumables, Remarks 
1   Clean the engine  
2   Change the engine oil & oil filter  
3   Change the primary fuel filter & secondary fuel filter  
4   Switch tires as necessary  
5  Clean the air filter ( Air blowing)  Air filter replaced 
6   Change oil in gear box &transfer box  
7   Change oil  in axles  
8   Clean the axle breathers and hose   
9   Grease the transmission and steering systems  
10   Check the condition of the suspension & its insulators (rubber bushes, spring blades, 

shock absorbers) 
Changed shock bushes &front stabilizer 
bushes. 

11   Check the condition of the front & rear engine mounts  
12   Check the condition of the exhaust pipe & and its insulators ( rubber mountings)  
13   Check the condition and tension of the fan belt  
14   Check the different warning lights of the dashboard  
15   Check door locks and hinges, window lifters and seats  
16   Check the free play in steering systems & wheel bearings  
17   Check brake shoes & brake pads ( write in logbook the level of wear) Brake shoes to be changed next service 
18   Check the shock absorbers, adjust if adjustable  
 

Next service A at 24,500 km NOTE: The service sequence is always A, B, follow by A and then C 
Name of mechanic David Cole The periodicity of C service is every 20,000 km coverage 
Signature   
Date April 30, 2013  
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VEHICLE NON-SCHEDULED MAINTENANCE JOB CARD 

Ministry/Agency MPW Model Land cruiser Color White 
Registration # RL-1724 Type SUV Km Reading 4500 
GSA code GSA-01-29 VIN # JTBED9FJ9CK009608   
Make Toyota Engine # 5L6199710   
 
Spares, consumables used, other labor cost   (Agreed prior to ordering work) 
Item Description Reference Qty Unit  cost Total cost Remarks 
1 Front wind shield WS-123 1 300 300  
2 Disc wheel assy 00098 2 175 350  
       
 Labor cost    150  
       
       
       
       
       
       
    Total 800  
 
Job Description 
Changed one pc front windshield 
Changed LH and RH front disc wheel 
 
 
 
 
 
NOTE: The fill out are just examples to help you in filling this form. 

                                             

(Workshop confirms that new genuine parts have been fitted) 

 

 

Name of Mechanic David Cole ( Toyota  garage) 
Signature  
Date January 15, 2013 
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 VEHICLE SERVICE HISTORY FILE 

IDENTIFICATION 
Ministry/Agency MPW Hand Drive Left hand TECHNICAL DATA ( Lubrication)  
GSA code 01-29 Key # KN002 Engine Oil Type SAE 

15W40 
Capacity 12 liters 

Registration # RL-1724 Country of assembly Japan Transmission Oil Type SAE 90 Capacity 5 liters 
Year 2012 Color White Differential Oil Type SAE 140 Capacity 7 liters 
Make Toyota Fuel type Diesel Transfer Box Oil Type SAE 140 Capacity 6 liters 
Model Land cruiser Voltage 12v Front /Rear axle Oil Type SAE 140 Capacity 5 liters 
Type SUV Alternator power 150 amps Power Steering Oil Type ATF Capacity 2 liters 
VIN # 9FCK009608 Transmission Type Manual Brake/Clutch Circuit Fluid Type DOT-3 Capacity 0.5 liters 
Engine # 5L6199710  Brake type, Rear Drum FUEL TANK CAPACITY Main Tank 25 gals   
Displacement 4.5 Brake type, Front Disc  Sub Tank 25 gals   
 
ALLOCATION/ HISTORIC FEARURES                                                                                       

SERVICE RECORD 
                                           COST 

DATE 
SERVICE 

          SERVICE 
TYPE 

 SERVICE  
KM 

LABOR  SPARES CONSUMABLES TOTAL REMARKS (spares, consumables used) 

A B C OTHERS 
 15/01/2013   x  4500 km 225 900 60 $ 1185.00  
           
           
           
           
           
 
NOTE: The fill out are just examples to help you in filling this form. 

Date Project/Assignment Remarks, Accidents, Major 
problems 

    

June 2, 2012 Lofa feeder road 
project 

Front windshield damaged     

  From accident     
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Ministry/Agency:  MPW                                                        Month:   January                                                                          Year:  2013                                                                    
                                                                                                       GOL MONTHLY VEHICLE STATUS FORM 
 
No YEAR MAKE  MODEL TYPE COLOR PLATE VIN  ENGIN GSA DON LOC. ASSIGN status COST L/ser 

km 
N/ser 
km 

Present 
km 

REMARK 

1 2011 Toyota L/cruiser SUV Black O-19 JTMHV09JFB4059536 133595 PW-01-1 GOL Mon Minister Oper. $60000 5000 10000 9800 Service close to 
maturity 

2 2012 Toyota L/cruiser SUV Silver RL-1724 JTBED9FJ9CK009608 5L6199710 PW-01-29 GOL Mon  Oper. $44500 6000 11000 10000  
3 2012 Toyota L/cruiser SUV Silver RL-1725 JTBED95J3CK009605 5L6199706 PW-01-30 GOL Mon  Oper. $44500 7000 12000 11500  
                   

                   
                   
                   
                   
                   
                   
                   
                   
                   
                   
                   
                   
                   
                   
                   
                   
                   
                   
                   
                   
                   
                   

NAME:   John Brown                                   POSITION/TITLE:   Transport manager                                         DATE: January 31, 2013 
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GENERAL INFORMATION 
 
Before you purchase a generator it is important that you take a little bit of time to 
work out what size of generator you need. It can be as damaging to a generator to 
be underutilized as it is to run it continually at either maximum or above maximum 
capacity. A Generator should be run at about 20% above its average daily 
requirement in terms of capacity. 

A generator should not be used for more than 12 hours straight, (4 hours for the 
small generators of less than 10 KVA which are not water cooled and probably the 
petrol type) if you have a 24 hour requirement you are advised to purchase two 
generators and alternate them. 

When you are using your generator as back up to city power and you have just 
started operating it after the city power has gone off. Then the city power comes on 
after say 15 minutes. It is best for the generator to continue running it for about 
another hour or two before switching back. It is not good for the Generator to be 
used in short bursts. 

When calculating your requirement concerning the size of your generator, there are 
certain things that you need to know about certain appliances that will have a big 
influence on your calculation. For example ‘Motor Starting’ is an important 
consideration when buying a Generator. It should be noted that when starting 
Induction-type motors, like those that run sump pumps, refrigerators, compressors 
and AC units, they typically require 3 or 3.5 times their listed running Watts at 
start up. By way of example; an AC Unit with 2000 watts at normal running can 
jump up to at least 7000 watts when first switched on. It is important when 
working out the size of generator you need, to make quite sure that all these 
considerations are factored into your calculation for the KVA size of your 
generator. 

Generators are not a perfect solution to your power supply needs as they are not 
only expensive to run, but they are notorious for their power surges which damage 
expensive equipment. The voltage regulators within generators are not usually 
adequate to protect large buildings with high volumes of delicate computer and 
other equipment. It is therefore recommended that when you use a generator either 
as your primary source of power or even as your standby power source, you invest 
in a robust voltage regulator designed for whole buildings which then can be 
switched between city powers to generator power as required. If this option is not 
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available it is recommended that you use small easily affordable voltage regulators 
on your individual delicate/expensive equipment taking care to read the wattage on 
the appliances you are plugging in and ensuring that you are not overloading the 
regulator. 

PROCUREMENT ADVICE AND CALCULATIONS 

So, what is a KVA? 

Generators are sold by kVA size. The Following explains what a kVA is: 
KVA = Kilo Volt Ampere, which is a measure of the power required. 
The calculation used to find the power (kVA) is: 
 P=V x A, where: 

• P is Power in Watts (W) 
 

o V = applied voltage in Volts (V) 
 

o A = the current in Amperes (A), and 
 

• The result is divided by 1,000 to denote the k for kilo. 
 
As such a voltage of 220 with 10 amperes being drawn would 
equate to 2200 watts which can be shown as 2.2 kilowatts or 2.2 
kVA. 
 

A few useful formulas: 
 
Power Conversion Formula 
1.0 kW = 1000 watts  
1.0hp = 749 watts 
Voltage x amps = watts 
 
The measure of kVA specifies the Wattage capacity of a transformer. Any higher 
Power output (or Voltage input) will cause the transformer to overheat and trip 
breakers. 
 
So, how do you calculate what kVA (Size) generator you will need? 
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The following is a simple guide on how to calculate what your needs are likely to 
be. It will be necessary to inspect your building room by room and just add up 
exactly what you usage requirement is. Each electrical appliance usually has the 
measurement of Watts and AMPS on them (or in the users hand book), but the 
table below is a rough guide that may assist but should not be relied on. You are 
advised to check each appliance. 
 
WATTAGE USED BY APPLIANCES 

Appliance Est. Watts  Appliance Est. Watts 
Computer 400  Kettle 2500 
Fax 500  Slow Cooker 200 
Printer 350  Radio Hi Fi  200 
Photo Copier 1600  Color TV 250 
Light bulb 100  Freezer/ refrigerator 700 
Fluorescent lamp 100  Video  1000 
Flood lamp 500  Coffer  Maker 1200 
Microwave 900  Hairdryer 1000 
Water Heater 4000  Washing Machine 4000 
     
     

Common Tools     

     
Appliance Est. Watts  Appliance Est. Watts 
Belt Sander 1020  8” Floor Sander 2000 
Jig Saw 400  Compressor 2200 
Cement Mixer 1320  12” Grinder 2500 
5” Circular Saw 1000  Hammer Drill 2500 
4” Angle Grinder 550  Lawnmower 10” Hover 1000 
Bench Grinder 400  Vacuum Cleaner 1100 
13 mm Drill 450  Steam Iron  1250 
Arc Welder – 130A 3500    
Pressure Washer 1hp 3500    

 

Important: If you are unsure always consult with the manufacturer’s handbook 
for the accurate information. 
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So for example if you have a building with the following equipment: 

10 computers X 400 watts= 4000 watts, 3 printers X 350 watts=1050 watts, a 
refrigerator=750 watts, 4 air condition units X 2000 watts x 3.5 surge= 28000 
watts. All added together= 33000 plus 20%= 40,000 watts, therefore you require a 
40 KVA generator. 

Pumps and Air Conditioners  

Pump Running Starting  Air Conditioners 
Well Pump 1/3 hp 750 1400-3000  Start at 3.5x the normal 

running wattage!!! 
Example: 
Running: 1000= 3500 
starting  

Well Pump 1/2 hp 1000 2100-4000  Running: 2000=7000 
starting 

Sump Pump 1/3 hp 800 1300-2900  (A/C’S are a very difficult 
load because of the high 
start-up surge. The best 
advice is to turn off A/Cs 
prior to engaging the 
generator. 

Sump Pump  1/2 hp 1050 2150-4100   

 
‘Regular routine maintenance will get the most out of generators. 
Generators are intricate pieces of equipment. A generator engineer will not only 
understand the mechanical, engine side of the operation but also the electrical. 
Many people get a mechanic in to repair the engine and completely ignore the 
electrical side of the maintenance. This can result in power surges and irregular 
functionality which in turn can damage delicate pieces of electrical apparatus 
within the building such as Computers, Servers and Photocopiers. 

 

 

 

Example of a 
Diesel GENSET 
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Diesel generator sets – used for either prime or backup (emergency) power – must 
be regularly maintained to ensure they provide quality power throughout their 
lifecycles. Whilst you should always consult the manufacturer’s 
handbooks/recommendations, generally smaller petrol generators will require a full 
service every 50 to 100 hours or 6 monthly, whichever is the sooner. Larger Diesel 
operated GENSETS will need a full service every 250 hours or six monthly 
whichever is the sooner.( please see six monthly recommended service attached.) 
Larger MACS who own many generators, or those who rely on genets extensively 
for prime power, may require an in-house engineer to maintain their genets. 
Smaller MACS, or users who own a generator to provide backup power in the 
event of an outage, may establish maintenance contracts with generator dealers 
and/or electrical contractors to maintain their genets. In either instance, the life-
cycle of power generators is well established and documented making routine 
maintenance fairly straight-forward. Best generator maintenance practice is 
following the maintenance schedule provided by the manufacturer of the generator.  

The long outstanding use of generators over time has provided the necessary 
knowledge to predict when certain components will fail or be in need of service. A 
fairly reliable maintenance schedule can usually be acquired from the manufacturer 
and can be employed by a local generator dealer or other electrical 
contractors/engineers with experience in power generation. Adhering to this 
schedule will ensure maximum service time for the generator and proper operation 
when it is called upon to provide power. Large generator manufacturers have 
established maintenance plans and will not only service their own generators, but 
many of the other industries major brand names as well.  

The main responsibilities of the maintenance contractors would be to inspect 
systems, study the technical data provided by the manufacturers, maintain records 
and take precautionary measures for safety as suggested by the manufacturers.  

Some of the steps taken to ensure smooth generator operation while carrying out 
scheduled maintenance include:  

 
•Timely removal of worn out parts or upgrading the components 
• Checking fluid levels 
• Battery inspection and cleaning of connections 
• Load bank testing 
• Verifying control panel readings and indicators 
• Changing fuel and air filters.  
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Small investments made in replacing components and maintaining generators on a 
regular basis can save expensive and unnecessary upgrades or even replacement of 
the entire GENSET in the future. 

When performing routine maintenance, each action taken should be logged, and 
the readings and various parameters are recorded along with the date of inspection 
and hour meter reading of the generator. These set of readings are compared with 
the next set of data collected. Any absurd variation of readings indicates faulty 
performance of the unit. 

• Load testing of automatic transfer switches in regular intervals keeps track 
of the component’s electrical and mechanical integrity in the actual 
mechanical transfer operation.  

• Other factors to be checked periodically are starting and timing relays. 
• Start signal continuity. 
• Utility phase sensing. 

Preventative maintenance thus ensures that you get uninterrupted power supply for 
all your needs.  

Fuel  
One of the most common problems associated with generators is dirty fuel and the 
effects it has on a generator engine. Dirty fuel usually comes as a result of 
improper fuel storage or refilling tanks in dusty conditions. If operators don't take 
steps to prevent contaminated fuel getting into the fuel system, they can run into 
problems with clogged fuel lines and injector pumps, which can turn into an 
expensive repair.  

To prevent contaminated fuel from getting into a generator, store fuel in a 
receptacle and keep it out of high traffic areas where dust and debris can 
contaminate. When refilling, insure the generator is not exposed to windy 
conditions where dust is more likely to enter the fuel tank.  

GENSET being 
serviced 
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In addition to keeping the fuel clean, it is important to refill under proper 
conditions. Adding fuel while the unit is running is extremely hazardous. Gasoline 
vapors can ignite when they come in contact with hot components such as the 
muffler, exhaust fumes or an electrical spark, resulting in an explosion that will not 
only severely damage the generator, but also cause serious harm to the operator. To 
prevent such a disaster, shut the generator down and allow ample cooling time 
before refilling.  

Another hazard associated with fuel is overfilling. Spilled fuel poses the same 
threat as fuel vapors when exposed to hot surfaces and electric sparks. To prevent 
spillage, keep the fuel level to one-half inch below the tip of the fuel tank. If a spill 
occurs when refilling, replace and tighten the cap and move the generator away 
from the spill before starting it.  

Oil  
Adequate lubrication is just as essential to generator engines as clean fuel. 
Maintaining the proper oil level between the minimum and maximum level 
indicated on the dip-stick is crucial. It is also extremely important not to overfill 
the engine oil. Oil filling must never exceed the maximum mark indicated on the 
dipstick.  

NOTE: If the generator consumes excess oil, the frequency of refilling must 
correspondingly be increased (for example: every 4 hours instead of every 12 
hours). There will however be a reason why the GENSET is doing this and the 
engineer should be called to diagnose the problem.  Overfilling the engine oil will 
lead to expensive damage to the engine since oil seals and piston rings will 
be damaged and require replacement. 

Oil changes should take place according to the schedule in the generator owner's 
manual, usually every 50 to 100 hours for small petrol GENSETS and 250 hours 
for Diesel Genets, depending on usage. If your generator does not come equipped 
with an hour meter, keep a log with time on and time off so you can track the 
generator usage. Also, keep an eye on oil consistency and clarity. You may not 
know how long it has been, but if the oil is black and opaque, it's probably time for 
a change.  
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As with refueling, it is important to avoid overfilling. When an engine contains too 
much oil, it will start burning oil and producing black exhaust, which has 
potentially damaging effects on the engine. Many generator engines come 
equipped with a low-oil shutdown feature that protects it from damage associated 
with low oil, keeping the oil level topped off will provide further protection.  

Visual Inspection 
Along with checking oil, it is a good idea to give a quick visual inspection of the 
unit before each use. Open up the air cleaner assembly and look at the air filter. If 
it looks dirty or plugged, replace it with a new one. Start the engine and look for 
anything that is loose or vibrating. If any adjustments need to be made, shut the 
engine down before tightening.  

Look at the generator itself. It should be clean and dry. If it looks dirty, wipe it 
down with a clean cloth or a soft bristle brush to remove dust particles and other 
debris. 

 Never wash with a garden hose or pressure washer. These can introduce water into 
the cooling air slots and can possibly damage the rotor, stator and internal 
windings of the alternator. Taking only a few minutes to visually inspect a 
generator before each use can add hundreds of operating hours to the life of the 
unit.  

Location  
Maintaining fuel and oil systems is useless if the generator is not placed in a safe 
operating location. The position of a generator can mean the difference between a 
reliable piece of equipment and a maintenance headache. Always operate 
generators on a level surface. Operating on an angle can cause the lubrication 
system to fail, locking up all the critical moving parts of the engine. In addition, an 
angular placement can throw off the fuel level in the carburetor, disrupting the 
spark plugs, pistons and crankcase.  

Generators resting on soft ground, like sand or soil, will often dig themselves into 
the ground from vibration, creating an uneven surface that will have the same 
effect as setting it on an angle. In addition, discharged air from the generator will 
stir up dust that can be sucked into the air cleaner, shortening service life. Dust can 
also be trapped in the cooling air, damaging the generator's rotor, stator and 
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windings. If a generator must be operated on soft surfaces, set it on top of a piece 
of plywood or a stable platform to avoid the damaging consequences of dust.  

In addition, the effects of bad weather can be detrimental. Generators are often 
used in rainy or icy conditions; however, rain and ice are potentially very 
damaging to generator components.  

Water conducts electricity. When it comes in contact with electrically charged 
components, it can transmit electricity to other surfaces on the unit, greatly 
increasing the risk of electrical shock to operators. Additionally, icing can occur on 
the carburetor, the crankcase and the breather system, causing serious damage to 
the engine.  

To avoid these situations, some operators will place a generator in an enclosed 
area. This can actually be much more harmful as generators produce carbon 
monoxide — a clear, odorless gas that can be deadly when inhaled. Another 
common mistake is building a small, encasing structure around the generator. This 
is potentially dangerous because generators need an unlimited amount of ambient 
air to breathe properly. Encasing them in a small structure will "suffocate" the 
breather system and cause the engine to overheat, greatly increasing the risk of fire.  

Rather than risking fire or exposure to carbon monoxide, position the generator in 
a location where it is sheltered from the elements, but still has room to breathe — 
about two feet on all sides.  

Factory Settings  

Beyond suggested maintenance procedures and placement, some operators believe 
they can improve the performance of their generator by tampering with factory-
installed governors and speed settings. In reality, generators are manufactured with 
the exact engine speed needed to produce the specified wattage.  

Tampering with engine speed can result in overheating and blowing out tools and 
attachments connected to the generator. Also, adjusting the speed setting will often 
cancel out any warranty coverage from the manufacturer.  

If a generator isn't performing as well as it should, check oil and fuel levels, inspect 
the air filter and reduce the load rather than adjusting the engine speed.  

Additionally, most manufacturers will set up a schedule in the owner's manual of 
when to perform maintenance tasks. Always refer to the owner's manual when 
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performing maintenance and call a dealer with any questions. Straying from the 
schedule or ignoring it all together will result in a shorter life span for a generator. 

Storage 

Another very important, yet often ignored, aspect of generator maintenance is 
preparing for storage a portable generator (the same applies to all). Before storing a 
generator for 30 days or more, some important steps should be taken to ensure it 
maintains its performing condition. A common problem associated with generator 
storage is stale fuel. When a fuel tank is left partially full and rests for more than a 
month or two, it becomes stale from the air in the tank. This can be solved by 
completely draining the fuel tank before storage. Another option is to fill the tank 
completely and add a fuel stabilizer. A fuel stabilizer will minimize the formation 
of fuel gum on the carburetor during storage and prevent the fuel from going stale.  

After draining or filling the fuel tank, clean the generator, as stated earlier; use a 
cloth or soft brush. Check that all of the cooling air slots and openings are open 
and unobstructed. Remove the battery and clean the posts. The battery should be 
fully charged before storage, keeping in mind it may need to be recharged after a 
long storage.  

Generators that are stored for several months need to be exercised every two to 
three months. Start the generator and run it for at least 10 minutes carrying a load. 
This burns off any moisture that has settled inside and prevents corrosion.  

When working with a portable generator, it's easy to let preventative maintenance 
slip through the cracks. However, neglecting simple maintenance tasks can result 
in costly repair and replacement fees. Devote a little time to generator 
maintenance, and your machine will not only be safer and more productive, but it 
will also last for years to come.  

Oil Consumption 
All generators consume some oil during operation.  Our experience with generic 
generators indicates that you can expect the generator to consume between 1/2 and 
3/4 of a quart of oil when operating over a continuous 24 hour period.  Therefore 
you should plan to check the oil every 12 hours, and be prepared to add 
quality Synthetic Oil or semi synthetic, (both of which can be obtained from 
Total). 
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 When checking the oil level always turn the generator off, confirm the existing oil 
level, add a little oil at a time until the right amount is present on the oil dip stick, 
then return the generator switch to the auto position.  

Never fill the oil level above the full level as indicated on the oil dip stick. Too 
much oil reduces the effectiveness of the engine lubrication system and can clog 
the air filter causing the generator to shut down. 

The importance of using genuine parts in the maintenance and repair of your 
generator cannot be overstated. Regular use of genuine parts produces efficiency 
and elongates the life span of your GENSET. 

Just as your generator engine is designed to perform a specific function, the 
engine oil filter, air filter and the specified type and weight of oil serve the critical 
function of helping keep the engine in good operating condition.  For example the 
oil filter is designed to filter the circulating oil at a specified pressure and 
volume.  The air filter is designed to filter air mixing with the fuel at a certain flow 
rate.  Replacing the oil and air filter at the recommended frequency with the correct 
genuine part is critical to maintaining the life and good operating condition of your 
generator engine.   

Likewise, the specified type and weight of oil is important to maintaining 
the proper lubrication and cooling of your engine.   

Appendix 

• Generator Log (Operator)  
• Generator Daily Check(Operator)  
• Generator Maintenance Log ( Facility Manager) 
• Maintenance Check List ( Mechanic/ Generator Technician)  
• Generator Service History File (Facility Manager) 

Generator monthly Return form 
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General Services Agency 
Government of the Republic of Liberia 

Monrovia, Liberia 

 

 

          GENERATOR OPERATOR WORKFORM 

          ASSET CODE: __________________________ 

          INSTITUTION: _________________________ 
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GENERATOR 
 

DAILY ROUTINE: 
 

Check the general condition of the generator 

Oil leakage 

Fuel leakage 

Bolts and nuts for looseness 

Components for damage or breakage 

Check the engine oil level 

Check the coolant level 

Battery electrolyte level 

Fill the tank with diesel and report the quantity on the log 
Book 
Check the voltmeter for proper voltage 

Warm up the engine without load for 2 or 3 minutes 

Log the hour meter daily 

Clean the engine 
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GENERATOR LOG 

Machine # Model/Year Brand Serial # Power output Ministry/Agency 
MPW-GEN-001 2008 Cummins 34023899 250 KVA MPW 
 

TECHNICAL DATA 

Date  Fuel qty. Start time Start Meter 
read. 

Stop time Stop meter 
read. 

Total run hrs. Ser. 
Meter 
read. 

Operator Remarks 

January 15,2013 25 gal 8:30 am 200 5:00 pm 208 8 hr., 30 min 450 hrs. John Akoi  
January 16,2013 25 9:00 am 208 6:00 pm 217 9 hrs.  Amos Doe  
January 17,2013 30 9:00 am 217 7:30 pm 227 10 hrs., 30 min  John Akoi  
January 18,2013 25 8:45 am 227 5;30 pm 235 8 hrs. 15 min  Amos Doe  
January 19,2013 25 8: 50 am 235 5:00 pm 243 8 hrs. 10 min  John Akoi  
January 20,2013 30 9:20 am 243 7:00 pm 252 9 hrs. 40 min  John Akoi  
          
          
          
          
          
          
          
          
          
          
          
          
          

 

NOTE: The periodicity of service is every 250 hours. 
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General Services Agency 
Government of the Republic of Liberia 

Monrovia, Liberia 

 

          FACILITY MANAGER WORK FORM 

          GENERATOR 

          INSTITUTION: ____________________________ 
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GENERATOR MONTHLY FUEL CONSUMPTION REPORT 

Ministry/Agency MPW 
Fleet Type GENERATOR 
Month January 2013 
 

      Gallons Liters Gallon/hr. Liter/hr.  
No Asset code Pw 

output 
Start meter End meter Total run hrs. Total Fuel Total Fuel Consume Consume Remarks 

1 PW-GEN-001 100 KVA 760 960 200 600  3   
2 PW-GEN-002 150 KVA 1500 1650 150 525  4   
3 PW-GEN-003 200 KVA 490 790 300 1250  5   
4 PW-GEN-004 250 KVA 900 1020 120 640  6   
           
           
           
           
           
           
           
           
           
           
           
           
           
           
           
 

Fuel consumption per running hour = Total fuel/Total running hour         
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GENERATOR MONTHLY SERVICE 

Ministry/Agency MPW Engine Serial # FGW 123456L09 
Service Hour Meter Reading 760 hrs. Alternator Serial # FGKOO59 
Asset # MPW-GEN-001 Power output (KVA) 250 KVA 
Make PERKINS Alternator Arrangement # 00043A 
 

No Check Item Control Description Detail all jobs,spares,consumables, and remarks 
   Look for fluid leaks, corrosion, torn gaskets  
   Check battery, clean connections, check electrolyte level, top up 

with distilled water 1/2'” above the plates. 
 

   Inspect the wiring for loose connections and cracks, and control.  
   Make sure the radiator is clean and air can flow thru it unrestricted  
  Clean air filter  Clogged air filter replaced 
    Replace fuel filter   
   Inspect fuel lines for leaks  
   Check fuel pressure  
   Check fan belt tension, adjust if necessary. Adjust fan belt 
   Note any unusual noises or vibration  
   Record fuel consumption and note if there are any changes  
   Change engine oil and filter  
   Fill up the fuel tank if below ¾ tank level  
    
          NOTE: The fill out are just examples to help you in filling this form. 

 
 

    
Next service at hour meter 1010 hrs.  NOTE:  

The service periodicity is 250 running hrs. 
for diesel GEN-SETS and 50-100 hours for gasoline 
GENSET or monthly, whichever is the sooner. 

Name of Generator Technician John Dodo  
Signature   

Date January 15, 2013   
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GENERATOR SEMI-ANNUAL SERVICE 
Ministry/Agency MPW Engine Serial # FGW 123456L09   
Service Hour Meter Reading 2510 hrs. Alternator Serial # FGKOO59   
Asset # MPW-GEN-001 Power output (KVA) 250 KVA   
Make PERKINS Alternator Arrangement # 00043A   
 

No Check Item Control Description Detail all jobs,spares,consumables, and remarks 
1   + The monthly checklist, do the following  
2   Inspect the enclosure if applicable, clean entirely  
3   Inspect drive belts and adjust as necessary  
4   Check coolant lines and connections  
5   Check for oil leaks and inspect lubrication system hoses and 

connectors 
 

6   Check for leaks and inspect fuel system hoses and connectors  
7   Inspect the exhaust system, muffler and exhaust pipe. Weld exhaust muffler 
8   Replace air cleaner  
9   Inspect air induction piping and connections  
10   Inspect the DC electrical systems, control panel and 

accessories 
 

11   Inspect the AC wiring and accessories  
    
    
    
Next service at hour meter 4010 hrs.  NOTE:  

The service periodicity is 1500 running hrs. 
For diesel GENSET/300-600 hrs. for gasoline GENSET or 
six monthly, whichever is the sooner 

Name of Generator Technician John Dodo  
Signature   
Date January 15, 2013  
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GENERATOR ANNUAL SERVICE 
Ministry/Agency MPW Engine Serial # FGW 123456L09     
Service Hour Meter Reading 4010 hrs. Alternator Serial # FGKOO59    
Asset # MPW-GEN-001 Power output (KVA) 250 KVA     
Make PERKINS Alternator Arrangement # 00043A    
 
No Check Item Control Description Detail all jobs,spares,consumables, and remarks 
1   + Monthly and Semi-annual checklist, do the following  
2   Clean the crankcase breather  
3   Change sparks plugs (Gasoline engine)  
4   Flush the cooling system  
5   Perform load bank testing  
6   Remove water from fuel tank (diesel –fuelled units only) Installed water separator 
7   Complete electrical system service, main stator, exciter stator 

cleaning and vanishing.  
 

8   Adjust valve clearance as per manufacturer’s recommendation  
    
    
    
    
    
    
    
    
Next service at hour meter 5510 hrs.  NOTE:  

The service periodicity is 3000 running hrs. 
For diesel GENSET/600-1200 hrs. for gasoline GENSET 
or 12 monthly, whichever is the sooner 

Name of Generator Technician John Dodo  

Signature 
  

 
Date January 15, 2013  
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GENERATOR NON-SCHEDULED MAINTENANCE JOB CARD 

Ministry/Agency MPW Serial # 34023899 Color yellow 
 Asset code MPW-GEN-001 Engine serial # 2162643 Hour meter reading 350 hrs. 
Make Cummins Alternator Serial # ALT0098 Fuel Type Diesel 
Model 2008 Power output 250 KVA   
 
Spares, consumables used, other labor cost   (Agreed prior to ordering work) 
Item Description Reference Qty Unit  cost Total cost Remarks 
1 AVR AVR-990H 1 275 275  
     30  
 Labor      
       
       
 `      
       
       
       
       
    Total 305  
 
Job Description 
Installed AVR 
 
 
 
 
 
 
 NOTE: The fill out are just examples to help you in filling this form.              
Name of Technician George Dolo 
Signature  
Date January 15, 2013 

(Workshop confirms that new genuine parts have been fitted) 
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GENERATOR SERVICE HISTORY FILE 

IDENTIFICATION 
Ministry/Agency MPW DC Voltage 24 V TECHNICAL DATA   
Asset code MPW-GEN-001 Country of assembly USA Engine Oil Type SAE 50 Capacity 15 liters 
Year 2008 Fuel type Diesel      
Make Cummins Engine Serial # 21862643 Fuel Tank Capacity 30 gals    
Model 2008 Alternator Serial  ALT-003      
Type Liquid cooled Color yellow      
Power output 250 KVA        
         
         
         
ALLOCATION/ HISTORIC FEARURES                                                                                       

SERVICE RECORD 
                               COST 

DATE 
SERVICE 

SERVICE TYPE Service 
hr. 

LABOR  SPARES CONSUMABLES TOTAL REMARKS (spares, consumables used) 

M SM A OTHER 

15-01-13 X    450 $75 $195 $60 $330 Changed air filter, oil , oil filter and fuel filter 
           
           
           
           
          
LEGEND: M-Monthly,    SM-Semi-annual,    A-Annual      NOTE: The fill out are just examples to help you in filling this form. 

Date Project/Assignment Remarks, , Major problems     
June 8, 2010 Main office Severe overheating causing 

cylinder head to crack 
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Ministry/Agency:  MPW                                                        Month:   January                                                                          Year:  2013                                                                    
                                                                                                       GOL MONTHLY GENERATOR  STATUS FORM 
 
No. Make/Desc. Mo/year S/N Engine Power Fuel Donor Loc. Assign. Cost Status L/ser hr. N/ser hr. Run hr. Remarks 
1 Blue Perkins P900E1 2AG13A 336N 900 KVA Diesel China emb. SKD  SKD $45,000 Operable 750 1000 986 Good 

                
                
                
                
                
                
                
                
                
                
                
                
                
                
                
                
                
                
                
                

 

NAME:   John Brown                                                POSITION/TITLE:   Transport manager                                         DATE: January 31, 2013 
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INTRODUCTION 

Modern bikes require less maintenance than they did in the 60’s and 70’s but they 
still need regular maintenance and attention. Motorcyclist should be able to do at 
least basic maintenance on their bikes. 

The more care and maintenance you give a motorcycle the longer it will last. 
Performing general maintenance on your motorcycle will also help you to prevent 
problems before they happen. 

There are many parts on a motorcycle that could be checked on a regular basis and 
there is nothing wrong with checking all these parts, but it is important to narrow 
down to the most important items so that you will be able to achieve reliability and 
safety. 

As a matter of safety, before you even start to ride your motorcycle, it is 
recommended to put your safety first. Here is a recommended full description of a 
motorcycle safety suit displayed below. Most important is at least the helmet which 
must be obligatorily provided by the MACS for its motorcycle users. 
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Motorcycle safety suit 



 
 

39 
 

Additionally, here is a basic list of some of the most important things to check on a 
motorcycle. By doing these basic checks it will make a difference. We have 
selected Battery, Oil, Tires, Brakes, Chain and Sprocket (Shaft drive, Belt drive), 
and Fuel. 

Things to Check Regularly 

Tires 

Tip: Keep a low pressure tire gauge (0psi - 80psi) in your motorcycle tool bag at 
all times. Try to remember to check your tire pressure every time you fill up for 
gas. (If you are really cautious and safety conscious you will check the tire 
pressure before every journey) 

Keep your tires correctly inflated. A tire that is very under-inflated generates a lot 
of heat which can lead to a blowout. Tires that run too hot also wear out more 
quickly. The most common motorcycle breakdown is for tire/wheel damage. 

Purchase a pencil-type tire gauge and use it regularly until you instinctively 'know' 
what your tires feel like correctly inflated. Use of the gauge and visual inspections 
must become second nature.  

Replace your tires sooner rather than later. If tread depth is 1-2mm it is time to 
replace your tires. Take a tip from the mad sport bikers and the canyon racers - 
they never skimp on their tires as they are often all that stands between them and 
the pearly gates. 

Brakes 

Tip: Brake fluid absorbs moisture over time and becomes less effective. Replace 
brake fluid every six months and your brakes will perform reliably at optimum 
performance. 

Motorcycles have up to two brake fluid reservoirs, one for the front, usually found 
on the handlebars and one for the back. Both should be checked regularly. Topping 
up should only be done from a new, sealed bottle as brake fluid tends to absorb 
moisture over time. If your brake pads are thin, replace them.  

Beware - brake fluid, if spilt on paintwork eats right through to the bare metal. 
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Also check the thickness of the brake pads. If you allow them to go right down to 
the metal your brake disc will be damaged, resulting in an unnecessary and 
expensive replacement. Fitting braided steel brake lines, as opposed to the cheaper 
alternative, will increase the performance of your brakes by roughly 50%  

Chain and sprockets, Shaft Drives, Belts 

Tip: Lube your chain (With the correct Lube Oil) after each ride when the chain 
is warm so the oil can easily soak in and get into all the tight spots of the chain. 

These items are essential to the well-being and safety of your motorcycle. If your 
motorcycle is not well maintained you will end up spending money all emergency 
non-scheduled maintenance.  

Chains: Lubricate them often with a commercial chain spray every time you fill up 
for gas. (Or at the end of each ride). Spray liberally on the side of the chain that 
comes into contact with the sprockets. Ensure that you spray both left and the right 
hand side of the chain. Position a piece of newspaper so that you do not dirty the 
rear wheel rim as you spray. Use a second piece on the floor to catch any drips. 
Wait five or ten minutes before you wipe all excess oil off the chain. This whole 
process is a lot easier if your motorbike has a center stand. Spinning the back tire 
will ensure that the rest of the chain is lubricated when it comes into contact with 
the sprocket and pinion. This is a task that is best done when you return home from 
your ride while the chain is still warm. 

Bike chains should never be taut! They must be able to sag between 3/4" to 1 1/4" 
at the mid-point between the two sprockets. The sag is used when the bike 
suspension moves up and down over uneven surfaces. 
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Shaft Drives: Even though shaft drives on motorcycles require little maintenance 
we would suggest replacing the shaft drive oil every time you change the oil on 
your motorcycle. This will lead to a very long life for the shaft drive. 

Belt Drives:  Some motorbikes do not have chains they have as an alternative 
Fiber belts which do not require a lot of maintenance. Every time you change the 
oil on your motorcycle check the belt tension and adjust if necessary. Make sure 
your belt is always clean. 

Fuel Tip: Check your fuel filter on a regular basis and replace every six months. 

Fuel is quite an often overlooked as a form of preventative maintenance on a 
motorcycle.  

Check the fuel filter (if you have one) to make sure it is not clogged and looks 
clean and clear. Replace fuel filters every six months. 

Check the fuel lines for weather damage and cracking, replace immediately if any 
is found. 

Adjusting the chain and 
sprocket 

 
Adjusting the clutch cable 

 

http://www.google.com/imgres?imgurl=http://0.tqn.com/d/motorcycles/1/0/r/9/-/-/Wrench2.jpg&imgrefurl=http://motorcycles.about.com/od/motorcyclemaintenanc1/ss/Chain_Maint_7.htm&usg=__dovRMYnt4r-Dn2r959N5hP2Fvh4=&h=267&w=400&sz=50&hl=en&start=3&zoom=1&tbnid=Xl3SbAJkYULuFM:&tbnh=83&tbnw=124&ei=3v5aUL3MN6nU4QS23oDQBA&itbs=1
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Generally untreated Petrol/Gas only lasts 6 months. After this time the petrol/gas 
starts to break down. Dispose of untreated petrol/gas older than 6 months rather 
than risk running it. Treated petrol/gas can last up to 2 years. 

Remember when parking your motorcycle for any length of time to turn the 
petcock (fuel tap) to the off position. This prevents any fuel potentially leaking out 
and flooding the carburetor or the engine. 

 
 
 

Oil Tip: Check your oil level when the motorcycle is cold before you go on a ride. 
If your dipstick (If there is one or visual oil level check) is not at its high or max 
level, top it up before going out.  

Regular oil and filter changes will keep your motorbike young and healthy. 

Oil level 

Make sure you regularly check and keep your oil level at its HIGH or MAX level. 
It is best to check your oil level while on the center stand or when it is in a level 
position. An under filled oil level can be disastrous resulting in a seized up engine. 
Too much oil over the Max level may flood your carburetor and air filter, which 
will then require replacement.   

You should also learn the quantity of oil on your particular motorcycle. The 
difference between the 'low' level and the 'high' level in ml e.g. if the difference is 
300ml you cannot purchase a 500ml tin and pour the whole can in! 

Here are some pointers regarding oil which are true for most motorcycles 

o The bike should be level as possible. 

Motorcycle Carburetor 
Cleaning and 
Adjustment 

http://www.google.com/imgres?imgurl=http://www.webbikeworld.com/t2/carb-adjustment/carb-adjustment.jpg&imgrefurl=http://www.webbikeworld.com/t2/carb-adjustment/&usg=__sO1S2uv_KXR7IRdK4TQUC-1fnGw=&h=263&w=350&sz=77&hl=en&start=2&zoom=1&tbnid=m96FjpURHFiWGM:&tbnh=90&tbnw=120&ei=bwJbUOfkI6qh4gSbuID4BA&itbs=1
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o The oil is best inspected cold and therefore it is advisable to inspect 
before you go out on a ride. 

o Be careful not to allow foreign matter and dirt to fall in during the 
inspection process.  

o With threaded dipsticks do not screw the dipstick in when taking a 
reading, just allow it to rest on the lowest thread. 

o High weather temperatures and humidity, long journeys, high speeds, 
heavy traffic stopping and starting, short trips and dusty conditions, 
can quickly degrade the quality of your oil. If you do ride in these 
conditions change your oil more frequently. 

o It is recommended you change your oil filter every other oil change. 
Provided you are using a good quality oil filter (e.g. ‘WIX’ or Your 
Motorcycle Manufacturer recommended Brand). If you are using an 
inferior low quality filter, then we would recommend you change the 
filter every time you change the oil. It is advisable to use a good 
quality filter 

o Motorcycles can and do use the same synthetic or semi synthetic oils 
as cars, although special synthetic motorcycle oils are available. It is 
advisable to use the specialist motorcycle synthetic oils if you can get 
them. 

o Always use the recommended oil weight for your motorcycle (e.g. 
10w40 or 20w50). Older (15+ year old) motorcycles run best on 
regular (non-synthetic oil), while new bikes like either. Refer to the 
manufacturer’s handbook. 

Battery 

Tip: Check the fluid levels on each chamber. If any chamber is low, carefully top 
it up. Use only distilled or deionized water, NOT tap water. Tap water has 
minerals in it that will damage your battery. 

Battery malfunctions are a very common cause for motorcycle breakdowns! 
Unfortunately on most motorcycles they are difficult to get at and therefore are not 
checked with the regularity that they should be. 

A battery only requires a little monthly maintenance to perform well. Keep the 
battery charged to 100%. 

When you notice that with your engine off the lights are dim or the starter sounds 
weak, follow the advice below. 
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o Check the electrolyte level.  
o Top up only with distilled or deionized water, wearing gloves and protective   

glasses.  
o Top up the battery in a well-ventilated area, Beware of fumes. 
o Keep the top of the battery free of grime. 
o Check the electrical cables, clamps, and battery case for obvious damage or 

loose connections.  
o Clean terminals and connectors as necessary.  
o Check inside the battery for excessive sediment, sulfating or mossing. 
o Use only distilled or deionized water, NOT tap water. Tap water has 

minerals in it that will not do the battery any good. 
o Should none of the above improve the battery performance; the likely action 

will be to replace the battery. 

APPENDIXES: 

• Motor cycle maintenance checklist 
• Motor cycle Service History File 
• Motor cycle Log 
• Motor cycle return form 
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                             General Services Agency 
Government of the Republic of Liberia 

Monrovia, Liberia 

 

          MOTORCYCLE LOG 

          PLATE:____________________________________ 

          GSA CODE: _______________________________ 

          INSTITUTION: ____________________________ 
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MOTORCYCLE LOG  
 

Ministry/Agency GSA code Registration # Make Model Engine # VIN # Week # 
Ministry of Public Works GSA-MOH-MC-

493 
MC-493 YAMAHA AG-100 3HA-183669 3HA-183789 2 

 
 

Date Fuel Qty. Start time End time Start km End km Total km Origin 
(FROM) 

Destination 
(TO) 

Operator  

January 15, 2013 1 gal 9:30 am 10 am 250 260 10 Lynch Street Paynesville Amos Koko 
  12 pm 12:45 pm 260 270 10 Paynesville Lynch Street Amos Koko 
          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
          
 TOTAL     TOTAL    

NOTE: The fill out are just examples to help you in filling this form. 
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General Services Agency 
Government of the Republic of Liberia 

Monrovia, Liberia 

 

          TRANSPORT MANAGER WORK FORM 

          MOTORCYCLE 

          INSTITUTION: ____________________________ 
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MOTORCYCLE WEEKLY CHECK 
Ministry/Agency MPW Make  YAHAMA 
Mileage  250 km Model AG-100 
GSA code GSA-MPW-MC-493 Serial # 3HA-183789 
Registration # MC-493 Engine # 3HA-183669 
 

No Check Item Control Description Detail all jobs,spares,consumables, and remarks 
1   Check Chain or belt for tautness. All job description executed plus complete cleaning 
2   Lubricate drive chain.  
3   Check tire pressure.  
4   Check Tires for cracks and wear.  
5   Check bolts for looseness and tighten.  
6   Check fuses and replace if blown, do not bridge fuses.  
7   Clean corrosion from battery wires and connectors.  
8   Check engine oil levels.  
9   Check battery levels.  
    
    
    
    
    
    
 
 

   

Next service at  February 7,2013  NOTE: Increase service interval base on 
Name of driver John Gibson  Environmental condition and the frequency 
Signature   In the usages. 
Date January 15, 2013   

NOTE: The fill out are just examples to help you in filling this form 
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MOTORCYCLE MONTHLY CHECK 
Ministry/Agency MPW Make  YAHAMA  
Mileage  1250 km Model AG-100  
GSA code GSA-MPW-MC-493 Serial # 3HA-183789  
Registration # MC-493 Engine # 3HA-183669  
 

No Check Item Control Description Detail all jobs,spares,consumables, and remarks 
1   + Weekly service, do the following.  
2   Change oil   
3   Clean or replace air filter.  
4   Check brake pads.   
5   Check brake disks for wear, and change if worn.  
6   Adjust chain and sprocket as required.  
7   Clean corrosion from battery terminals, lubricate and adjust 

if needed. 
 

    
    
    
    
    
    
    
    
Next service at  March 7, 2013  NOTE: Increase service interval base on 
Name of mechanic/driver John Gibson  Environmental condition and the frequency 
Signature   In the usages. 
Date February 7, 2013   
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 MOTORCYCLE SIX- MONTHLY SERVICE (full service) 
Ministry/Agency MPW Make YAHAMA   
Mileage 5250 km Model AG-100   
GSA code GSA-MPW-MC-493 Serial # 3HA-183789   
Registration # MC-493 Engine # 3HA-183669   
 

No Check Item Control Description Detail all jobs,spares,consumables, and remarks 
1   + Monthly service, do the following Changed air filter 
2   Change brake fluid Changed brake pad 
3   Change coolant  
4   Test battery to ensure it is working properly, 

change if necessary. 
Changed battery 

5   Check tires for wear, change as necessary Change tires 
6   Adjust engine valve  
7   Replace brake pads  
8   Replace Chain  
9   Check sprocket for wear, replace as necessary Changed sprocket assy. 
10   Do general lubrication  
11   Adjust clutch cable  
12   Adjust brake cable  
    
    
Next service  August 7, 2013  NOTE: Increase service interval base on 
Name of mechanic John Gibson  Environmental condition and the frequency 
Signature   In the usages. 
Date February 7,2013   
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Ministry/Agency:  Ministry of Public Works                                            Month:   January                                                                          Year:  2013                                                                    
                                                                                                       GOL MONTHLY MOTORCYCLE STATUS FORM 
 

No year Make Model color plate serial Engine GSA Donor Loc Assign Status cost km L/ser N/ser Remarks 
1 2012 Yamaha AG 100 Red MC 493 3HA183789 3HA183669 PW--493 GOL Mon Feeder rd. Oper. 4450 1500 1000 2000 Good 
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  

 

NAME:   John Brown                                                POSITION/TITLE:   Transport manager                                         DATE: January 31, 2013 
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