Car Rental ChecklistPolicy: 101 – Fleet Car
Form#: 101-A








RENTER’S ACKNOWLEDGMENT:
☐  I acknowledge that I have reviewed the above checklist and accept the condition of the vehicle as 
       noted.

☐  I acknowledge that I have reviewed and will abide by the policy regarding the use of fleet cars. 

☐  I understand that any damage, toll fees, traffic tickets, and gas refills will be charged to your
       department’s MOCODE. 

☐  I understand that I must contact the Parking and Transportation Department immediately in the event
       of a traffic accident or vehicle damage. 



DEPARTMENT:_____________________________________________________  MOCODE:__________________


RENTER’S SIGNATURE:______________________________________________    DATE:_____________________


PARKING OFFICIALS SIGNATURE:____________________________________    DATE:_____________________
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Tail Lights Power Locks

Turn Signals Horn

Wipers Brakes

Vehicle Year:  Vehicle Color:



MECHANICAL AND ELECTRIC 

Verify the proper functioning of the following items.

Headlights Power Windows

Hood Lights and Lenses

Roof Tires (tread and pressure)

Doors (each) Trunk



Car Mats and Flooring

GENERAL INFORMATION

EXTERIOR INSPECTION: 

Check for any dents, scratches, or damage. Note location and severity

Front Bumper Mirrors

Rear Bumper Windows (cracks or chips)

Odometer Reading at Pick-up: Odometer Reading at Return:

Fuel Level at Pick-up: Fuel Level at Return:

Vin: 

Renter's Name:

Date of Rental: Date of Return:

Vehicle Make: Vehicle Model:

Steering Wheel Mirrors (rear view and side)



INTERIOR INSPECTION 

Check for cleanliness and signs of wear/damage. Be sure to note specifics.

Dashboard Seatbelts

Glove Compartment

Front Seats Audio System

Rear Seats Trunk Interior

Car Radio Air Conditioning/Heating
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		GENERAL INFORMATION

		Renter's Name:

		Date of Rental:								Date of Return:

		Vehicle Make:								Vehicle Model:

		Vehicle Year: 								Vehicle Color:

		Odometer Reading at Pick-up:								Odometer Reading at Return:

		Fuel Level at Pick-up:								Fuel Level at Return:

		Vin: 



		EXTERIOR INSPECTION: Check for any dents, scratches, or damage. Note location and severity

				Front Bumper								Mirrors

				Rear Bumper								Windows (cracks or chips)

				Hood								Lights and Lenses

				Roof								Tires (tread and pressure)

				Doors (each)								Trunk





		INTERIOR INSPECTION Check for cleanliness and signs of wear/damage. Be sure to note specifics.

				Dashboard								Seatbelts

				Steering Wheel								Mirrors (rear view and side)

				Car Mats and Flooring								Glove Compartment

				Front Seats								Audio System

				Rear Seats								Trunk Interior





		MECHANICAL AND ELECTRIC Verify the proper functioning of the following items.

				Headlights								Power Windows

				Tail Lights								Power Locks

				Turn Signals								Horn

				Wipers								Brakes

				Car Radio								Air Conditioning/Heating
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ACCESSORIES AND EQUIPMENT

Owner's Manual (present) Spare tire, jack and lug wrench in trunk

All keys and remote controls provided



All pre-existing damage photographed and documented



Any other observations or issues not previously noted.



ADDITIONAL NOTES
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		ACCESSORIES AND EQUIPMENT

				Owner's Manual (present)								Spare tire, jack and lug wrench in trunk

				All keys and remote controls provided





		ADDITIONAL NOTES

				All pre-existing damage photographed and documented

				Any other observations or issues not previously noted.
















