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Introduction  
This document presents vehicle and facility maintenance policies and procedures for the assets 
procured, operated, and maintained by Canby Area Transit (CAT) a department of the City of 
Canby. 
 
CAT is supported by other City departments. For vehicle and facility maintenance the Transit 
Department relies on the City of Canby’s Facilities, Fleet and Parks Departments to maintain all 
City owned properties, buildings, and equipment, including federally funded assets used for the 
transit services provided by Canby Area Transit. The City strives to operate safe, clean, and 
well-maintained facilities and equipment, using the most efficient and cost-effective 
maintenance practices, products, and personnel resources. 
 
The attractiveness and functionality of CAT’s vehicles and facilities are a source of City pride. 
Maintaining the condition of these assets in a way that increases safety and extends the useful 
life of the assets is the desired outcome of this policy and the goals and objectives described in 
the document. To keep pace with current industry standards, this plan must be flexible and 
capable of change and adaptation. This document will be reviewed regularly. As conditions 
change, the document will require revisions or modifications. 

Mission 

City of Canby’s stated mission is to maintain and improve the quality of life and environment for 
all within the Canby Community. As a department of the City of Canby, Canby Area Transit has 
established the following mission statement: To serve the citizens of Canby with accessible, 
dependable, and efficient Public Transportation. 
 
Both facility and vehicle maintenance play critical roles in the provision of safe, comfortable, and 
reliable transportation to our passengers, and effective and efficient service to the community.  

Transit Asset Management 

In 2016, the Federal Transit Administration (FTA) published a rule, 49 CFR Part 625, to require 
public transit providers that receive Federal transit assistance to undertake certain transit asset 
management activities. Transit asset management is the strategic and systematic practice of 
procuring, operating, inspecting, maintaining, rehabilitating, and replacing transit capital assets 
to manage their performance, risks, and costs over their life cycles, for the purpose of providing 
safe, cost-effective, and reliable public transportation.  
 
MAP-21 required the establishment of a National Transit Asset Management (TAM) System that 
would include a definition of “state of good repair;” requirements that recipients and 
subrecipients of federal transit funding develop transit asset management plans. The FTA 
established new guidelines for State Departments of Transportation. Specifically, §625.27 
requires that States, acting as sponsors, develop a group TAM plan for all subrecipients under the 
Rural Area Formula Program (Section 5311). The sponsor is responsible for setting unified targets 
for the plan participants and sharing that information with MPOs that house their participating 
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providers. In 2018, ODOT developed its Oregon Statewide Tier II Transit Asset Management Plan 
in accordance with the guidelines established by the FTA.  
 
The City of Canby along with 52 other Oregon public transit providers has requested to 
participate in the State of Oregon’s Tier II Transit Asset Management Group Plan. So, in addition 
to the asset inventory records maintained by the City, Canby Area Transit is a part of the 
statewide Tier II Transit Asset Management Plan. 

Vehicle Maintenance 

The City strives to protect federal and local investments through quality maintenance of CAT 
equipment and rolling stock. Creating a culture of safety, performing timely repairs, consistant 
preventive maintenance, utilization of warranties, regular cleaning and frequent inspections will 
save resources and maintain assets that will serve City of Canby residents for many years. 
 
Canby Area Transit relies on the City’s Fleet Department for the maintenance and repair of buses. 
The Fleet Department utilizes both City staff and contracted service providers, as appropirate, to 
maintain the CAT fleet. 

Goals and Objectives (Fleet)  

The goals and objectives of the vehicle maintenance program are: 
 
1. Maintain vehicles to promote the safety and comfort of passengers, operators, and protect 

the public. 

• Conduct regular pre-trip inspections to identify vehicle and equipment problems and 
ensure vehicles are in good operating condition. 

• Conduct basic Preventive Maintenance service routines in a timely manner to identify 
vehicle problems and keep vehicle systems in good repair. 

• Conduct vehicle repairs in a timely manner and in accordance with industry’s best 
practices.  

• Maintain a clean appearance for vehicles through regular interior and exterior cleaning.   

2. Manage Preventive Maintenance and repair activities to promote the reliability of the service 
by minimizing service interruptions due to vehicle or equipment failure. 

• Regularly inspect vehicles to identify and correct problems to prevent service 
interruptions.  

• Schedule repairs promptly to minimize service interruptions. 

• Utilize subcontractors as needed to perform specialized services and to supplement City 
maintenance staff efforts. 

• Schedule preventive maintenance activities to maximize fleet availability during service 
peaks. 

• Analyze repair, road call and tow data to identify trouble-prone components or systems 
for pro-active attention. 
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3. Maintain vehicles and equipment to promote cost-efficiency of operations. 

• Maintain and repair vehicles to ensure their operation at peak efficiency, including fuel 
efficiency, emissions systems, etc. 

• Analyze fleet fuel usage and repair data; identify vehicles which may need remedial work 
or may need to be made inactive. 

• Maintain vehicles and related equipment to fulfill manufacturer’s warranty requirements 
and pursue warranty repairs where applicable; research and follow up on any applicable 
recalls or service bulletins. 

• Maintain vehicles to maximize the useful vehicle life, including the life of key components 
such as tires, brakes, batteries, etc. 

• Manage the maintenance program to be cost effective in terms of staff time, service 
vendors and parts and supplies costs. 

Standard Operating Procedures 

Effective operation of the Canby Area Transit (CAT) fleet requires cooperation between the 
subcontracted service provider’s staff and the City’s Transit and Fleet Department staff. These 
guidelines apply to City and subcontractor staff who operate CAT vehicles: 
 
1. At the start of each driving shift, the driver performs a pre-trip inspection to ensure safety 

and accessibility items are operational and that any defects are recorded on the Daily Vehicle 
Inspection Report (DVIR). Additionally, safety issues are reported directly to the dispatcher 
and when necessary, vehicles are removed from service until inspected and cleared for 
service by a mechanic. 

2. Each driver records beginning and ending miles for the route(s). 
3. Each day, dispatch staff record vehicle miles driving for that day in the TripMaster database. 

At the end of the month an ending odometer reading is recorded for each vehicle. 
4. Vehicle condition and mileage is entered daily into the fleet database by city staff (Fleet 

Maintenance Pro). The program flags the following vehicles for preventive maintenance (PM) 
within the specified miles:  

o Admin vehicle: 300 miles 
o Minivan: 300 miles 
o Transit Van: 500 miles 
o Cutaway Bus: 400 miles 
o Coach Bus: Two (2) at 800 miles and One (1) at 1,000 miles 

 
This allows staff to easily identify vehicles due for PM and assure that the service is performed 
on or before the service due mileage. Work is scheduled in-house or outsourced as needed 
to meet the maintenance deadlines. 

5. Specific components of each vehicle are scheduled for inspection, lubrication, cleaning, or 
replacement at regular intervals. The intervals are determined by published information from 
the vehicle or component manufacturers. In addition, such inspections may include other 
items or incorporate shorter intervals as recommended by maintenance staff or 
management.  
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6. At each service, maintenance staff record service date, odometer reading, service items, parts 
used, parts cost, and labor hours in Fleet Maintenance Pro as work is performed. 

7. At regular intervals Fleet Department staff audit the data collection process and verify the 
completeness and timeliness of the database records. Management also works with 
maintenance staff to revise maintenance policy and checklists as needed, to upgrade 
database capabilities. 

8. Monthly, preventive maintenance detail is reviewed for timely performance of PM services 
for the prior month. Quarterly, management review and consult with maintenance staff to 
ensure adequate resources are available for the workload. 

Process and Forms 

As described in the Standard Operating Procedures section of this document, City and contractor 
staff utilize database software, reports, and forms to manage the operation and maintenance of 
the CAT fleet. CAT operates four (4) basic vehicle body types in revenue service. These vehicle 
types are: . 

• 35’ Coach 

• 23’-28’ cutaway style (standard and low-floor) 

• Transit Van  

• Minivan.  
Further, CAT operates both diesel and gas buses from multiple model years and manufacturers.  
 
Copies of the following documents are included as appendices: 

1. Appendix A: Vehicle Inventory 

This attachment lists the CAT vehicles in the fleet as of the date of this document. 

2. Appendix B: Daily Vehicle Inspection Reports (DVIR) 

The DVIRs are used by drivers each day and reviewed daily by dispatch, City Transit and Fleet 
Department staff. 

3. Appendix C: Vehicle Preventive Maintenance Inspection Checklists 

These checklists show the components inspected by the mechanics during each preventive 
maintenance inspection.  

4. Appendix D: Annual Vehicle Inspection Report and Forms 

As required by ODOT and the FTA, in addition to recording annual inspections in the database 
a paper copy of the Annual Vehicle Inspection Report is filed for each CAT vehicle annually. 
The associated forms detail by vehicle body style the items and components inspected 
annually. 

5. Appendix E: Lift or Ramp System Safety Inspection Form 

All CAT vehicles have either a ramp or a lift for wheelchair access to the vehicle. This 
equipment is inspected and maintained according to manufacturer’s recommendations. 

 
6. Appendix F: Security Camera Preventive Maintenance Checklist  

All CAT vehicles except the minivan have AngelTrax security camera systems. This 
equipment is also inspected and maintained according to manufacturer’s 
recommendations.     
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Facility Maintenance  

Guarding the public investment in Canby facilities requires the same effort described in the 
Vehicle Maintenance section of this document. The City maintains CAT facilities and equipment 
by creating a culture of safety, performing timely repairs, consistant preventive maintenance, 
utilization of warranties, regular cleaning and frequent inspections which save resources and 
maintain assets that will serve City of Canby residents for many years. 

Goals and Objectives (Facilities) 

The following describes the policy elements employed to ensure that facilities receive a level of 
care and maintenance which allows them to remain in a state of good repair throughout their 
service life. 

1. At the highest level the goals and objectives for the maintenance of the City’s transit facilities 
are to: 

• Ensure that City facilities perform effectively and efficiently. 

• Ensure that associated risks are adequately addressed and effectively managed. 

• Establish priority levels based on possible impacts to the delivery of services. 

• Identify and implement best management practices. 

• Establish practices that meet or exceed all statutory and industry requirements. 

• Clarify the appropriate separation of duties between City departments and 
subcontractors to assure all maintenance tasks are accomplished. 

• Maintain a clean appearance of facilities through regular cleaning.   

2. Maintain facilities and equipment to promote cost-efficiency of operations. 

• Maintain and repair facilities to ensure their operation at peak efficiency. 

• Analyze energy or water usage and repair data; identify solutions as appropriate. 

• Take full advantage of manufacturer’s warranties, track warranty status on all facilities 
and sub components. 

• Establish maintenance practices that maximize the useful life of the facility.  

• Manage the maintenance program to be cost effective in terms of staff time, service 
vendors and parts and supplies costs. 

Canby Area Transit Facilities: 

The City of Canby owns one facility on behalf of Canby Area Transit that was funded in part with 
Federal Transit Administration funds. The Canby Transit Center is located at 100 NE 1st Avenue, 
Canby, OR 97013. 
 
Canby Transit Center includes: 

• Shelter Paved Area: concrete/pervious-paver waiting area with two (2) bus shelters, four (4) 
benches, two (2) trash cans, two (2) bike racks, one (1) information triosk, two (2) bus stop 
signs, lighting, landscaping and security cameras.   

• One (1) prefabricated cinderblock building with one (1) driver breakroom/locker room, 
one (1) restroom for drivers, one (1) public restroom, and a utility room.  
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• Gazebo Paved Area: contrete waiting area with one (1) cinderblock gazebo with a 4 faced 
clock, round brick bench inside the gazebo, seven (7) round planters, three (3) trash cans and 
one (1) bike rack. 

• An asphalt driveway with sidewalk and accessable area for buses to board/deboard riders. 

Standard Procedures 

The Facilities and Parks Departments of the City cooperatively oversee the maintenance of the 
Canby Transit Center. The Facilities Department staff manage a contract for janitorial service of 
the driver breakroom/locker room and driver restroom. They are also responsible for general 
upkeep of the building and maintenance of fixtures and equipment both inside and outside the 
building. Parks Department staff clean the public restroom. They also clean the  bus shelters and 
oversee the trash removal, sweeping, graffiti removal and general cleaning and landscaping of 
the paved  portions of the facility.  
 
The facility janitorial serivce workers and the Parks Department staff attend to the general 
cleanliness of the Canby Transit Center at least two (2) times each week. At which time the 
general condition of the facility is also inspected and issues are addressed as needed. Parks and 
Facility Department staff are available upon request to address any issues that arise during CAT’s 
daily operation. The Facility Department maintains all equipment, fixtures, appliances and the 
general upkeep of the facility. 
 
A system for logging janitorial and maintenance tasks as well as facility safety and condition has 
been established. A janitorial log is available to the contracted janitorial staff. Additionally, City 
staff maintain a notebook which contains checklists and logs for maintenance tasks, janitorial 
monitoring, faciltiy repair and inspection tasks. 

Process and Forms 

As described above, the Facilities and Parks Departments of the City oversee the maintenance of 
the Canby Transit Center. The Facilities Department manages a contract for janitorial service of 
the driver breakroom/locker room and driver restroom; and are responsible for general upkeep 
of the building. The Parks Department maintains the public restroom, the  bus shelters and trash 
removal, sweeping, graffiti removal and general cleaning and landscaping of the facility. Copies 
of the following documents which provide more detail regarding the tasks performed are 
included as:   
 
Appendix G: Task Outlines (Checklists)  

The Facilities and Parks Maintenance Tasks and Weekly/Monthly Outline and the Facilities & 
Parks Maintenance Tasks Quarterly/Annually Outline are checklists of the tasks with the 
associated frequency that the tasks are performed. 
 

Appendix H: Facility Maintenance Log Forms 

The Janitorial Log, Weekly/Monthly Maintenance Log, and Quarterly/Annually Maintenance Log 
list the tasks from the checklists according to the department or service provider responsible for 
the task. 
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Appendices List 

 

Appendix A: Vehicle Inventory 

Appendix B: Daily Vehicle Inspection Reports (DVIR) 

Appendix C: Vehicle Preventive Maintenance Inspection Checklists 

 Coach 10,000 Mile 
Coach 8,000 Mile 

 Gas Cutaway 4,000 Mile 
 Transit Van 5,000 Mile 
 Minivan 3,000 Mile 

Appendix D: Annual Vehicle Inspection Report and Forms 

 Annual Vehicle Inspection Report Form 
 Coach Inspection Forms 
 Cutaway Inspection Forms 
 Minivan Inspection Forms 

Appendix E: Lift or Ramp System Safety Inspection Form 

Appendix F: Security Camera Preventive Maintenance Checklist  

 AngelTrax  

Appendix G: Task Outlines (Checklists)  

 Weekly – Monthly Outline 
 Quarterly – Annually Outline 

Appendix H: Facility Maintenance Log Forms 

 Janitorial Log 
 Weekly – Monthly Log 
 Quarterly – Annually Log 
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Appendix A: Vehicle Inventory 
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Coach DVIR: 

 

Appendix B: Daily Vehicle Inspection Reports (DVIR) 
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Cutaway DVIR: 
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Transit Van/Van DVIR:  
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Coach 10,000 mile 

 

Appendix C: Vehicle Preventive Maintenance Inspection 
Checklists 
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Coach 8,000 mile  
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Gas Cutaway 4,000 mile 
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Transit Van 5,000 mile 
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Minivan 3,000 mile 

Preventive Maintenance (3,000 mi or every 6 months; whichever is first) 
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Annual Vehicle Inspection Report 

 

Appendix D: Annual Vehicle Inspection Report and Forms 
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Coach Inspection Forms 
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Cutaway/Transit Van Inspection Forms 
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Minivan Inspection Forms 
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Appendix E: Lift or Ramp System Safety Inspection Form 
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Appendix F: Security Camera Preventive Maintenance 
Checklist 
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Appendix G: Task Outlines (Checklists) 
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Janitorial Log 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

  

Appendix H: Facility Maintenance Log Forms 
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Weekly – Monthly Log 
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Quarterly – Annually Log 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


