	Vehicle Breakdown Report Owner: Director, Operations
Department: Operations
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	To :(Rental Co. Name)……………………………………………….… ……………City………………………………………………………

	Care Of : Mr.…………………………………………………Tel.……..…………………Email :.………………………………………………

	                    This to inform your office that, we are encounter some difficulties and breakdown for one of our vehicles, details of these difficulties listed as following:

	· Car No. :………………………………………………………………………………………………….…………………………………..

	· Car Model: ………………………………………………………………………………..…………………………………….………….

	· Responsible Driver: ……………………………..…………………………………………………………………………………

	· Contact Person ……………….…………………………………………… Tel. No…………….………………………………...

	· Vehicle Location…………………………………………………………………………………………….…………………………..

	

	Required Service/ Maintenance

	(1)…………………………………………………………………………………………………………………..……………………………………..

	(2)……………………………………………………………………………………………………………………………………………..…………..

	(3)………………………………………………………………………………………………………………………………………..………………..

	(4)……………………………………………………………………………………………………………………………………………..…………..

	(5)………………………………………………………………………………………………………………………………………..………………..

	(6)……………………………………………………………………………………………………………………….………………………………..

	(7)……………………………………………………………………………………………………………….……………………………………….. 

	(8)………………………………………………………………………………………………………………….……………………………………..

	(9)…………………………………………………………………………………………………………………….…………………………………..

	(10)……………………………………………………………………………………………………………………….………………………………

	Other Details :

	……………………………………………………………………………………………………………………………………………………………..

	……………………………………………………………………………………………………………………………………………………………..

	……………………………………………………………………………………………………………………………………………………………..

	As per the above details, we need to send one of your maintenance staff to check the vehicle, and provide us a replacement vehicle if the required repair needs more than Two hours.

	

	Fleet Supv./ Coordinator Name……………………………………………….……………………Signature: …………………………
Cc. Fleet Manager
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