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Vehicle Checkout Log
Tracking office vehicles fairly: who took it, when, mileage, condition, and fuel, for every trip.

Vehicle details Vehicle: ______________________________    Log owner: ______________________________

Fuel card no.: ______________________________    Service interval: ______________________________

Trip register One line per trip: out and return on the same line so gaps are obvious. Mileage and fuel:

Date Driver Out time Return time Purpose Approved by Signature

Date Driver Start km End km Fuel added (litres) Fuel cost Fuel level on return

Condition notes Note the vehicle’s condition at checkout and return; log new damage so it cannot be disputed later.

Date Driver Condition on checkout Damage noted Condition on return

Month summary Trips this month: _______    Total km driven: _______    Fuel cost total: _______

Completion [ ] Every checkout has a driver, purpose, approval, and out time.

[ ] Mileage readings run in sequence with no gaps.

[ ] Returns are recorded with condition, fuel level, and signature.
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