
List of Vehicles 
scheduled/over
due for service

Supervisor calls or 
email Supervisor of 
owner of vehicle to 
schedule service

Need loaner 
vehicle?

Reserve loaner
(manual task)

Customer drops off 
vehicle in the morning 
for service that day, 
pickup loaner car if 

reserved

North County Fleet Maintenance Process AS IS
Process Owner: Tony Materra

Technician 
performs service Repairs needed Under warranty?

Supervisor 
schedules with 

vendor for repair

Technician takes 
vehicle to vendor 

for repairs

Supervisor calls 
customer and 

notify them of the 
repairs needed and 
estimated time for 

the  repairs

Parts in stock?
Technician places 
order for parts with 

Parts Specialist

Technician makes 
repairs

Vendor notifies 
Fleet when vehicle 

is finished

Pick up vehicle 
from vendor 

Parts come in, 
Parts Specialist 

notifies Technician 
that parts are in

NoForeman test 
drives vehicle to 
verify service is 
complete when 

necessary

Technician enters 
time and 

comments on work 
order, turn into 

supervisor

Supervisor notifies 
customer that 

vehicle is ready for 
pickup

Yes

No

Yes

Customer picks up 
vehicle and turns in 

loaner

Supervisor logs 
loaner back in 
(manual task)

Supervisor 
completes and 

closes work order

END

No

Yes

Weekly

No

Yes

Service times vary 
depending on type
of service and vehicle
A  40 minutes - 1.5 hours
B 1.5 hours
C 1.5 - 2 hours

Supervisor

Technician

Parts Specialist

Foreman


