Inspection Report Instructions
The monthly inspection reports for School Buses, Board-Owned Vehicles (BOV) and Privately-Owned Vehicles (POV) were revised in 2022. KDE has incorporated feedback from school districts. The documents use a fillable PDF format for those who use online record keeping. However, if you prefer to print it out, you can still do so. Please follow the instructions listed below. The KDE format for the BOV and POV reports are not required. However, there must be some type of documentation for these vehicles showing they have been inspected.
NOTE: You MUST have Adobe Reader Version 11 or newer to properly view the Inspection Reports. If you need an updated version of Adobe, please contact your school district’s WebApps Admin Point of Contact (WAAPOC).

HOW TO PRINT INSPECTION REPORTS
1. Go to KDE’s Pupil Transportation Inspector SharePoint webpage
2. Under Technician Corner, select the Inspection Reports folder.
3. Select the School Bus and Vehicle Inspection Reports folder.
4. Select the inspection report you wish to view.
5. Once the inspection report is opened, click the Print[image: Icon of a printer]button on your browser. (The look of the print icon may vary based on your web browser).

HOW TO COMPLETE THE INSPECTION REPORTS ONLINE VIA FILLABLE FORM
1. Go to KDE’s Pupil Transportation Inspector SharePoint webpage
2. Under Technician Corner, select the Inspection Reports folder.
3. Select the School Bus and Vehicle Inspection Reports folder.
4. Select the inspection report you wish to view.
5. Once the inspection report is opened, click the Save [image: Icon of a printer] button on your browser. (The look of the print icon may vary based on your web browser).
6. Select where on your computer you would like to save the file and rename your file and click Save.
7. Go to the location of where you saved your file, right-click and click Open.
NOTE: You should be able to properly complete the fillable inspection report. Below is an example of what a BOV inspection report should look like. Notice how the drop-boxes have a red box around them. That means you are required to select one of the drop-down box selections. If you do not see the red box around the drop-down box, please contact Carl Meehan or Mikala Ferguson via email or telephone. You can view their contact information below.[image: Screenshot of the preventative maintenance inspection report for 9-passenger or less board owned vehicles. On the screenshot, required fillable form fields are outlined in the color red notating they must be completed.]
NOTE: Below is an example of what the drop-down box selections are. If you do not see a checkmark listed on your report,please contact Mikala Ferguson or Carl Meehan at the email or telephone number listed below.
[image: Screenshot of a drop-down box showing options for a checkmark, O, N/A and X as notated on the inspection reports.]



If you have any questions, please email Carl Meehan or call Carl at (502)-564-5279 Ext. 4442 or email Mikala Ferguson or call Mikala at (502) 564-5279 Ext. 4451.
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[ IBosrD OFEDUCATION
KENTUCKY DEPARTMENT OF EDUCATION
PREVENTATIVE MAINTENANCE INSPECTION REPORT FOR 9 PASSENGER OR LESS BOARD OWNED VEHICLE

ODOMETER:
INSPECTOR NAME (PLEASE PRINT)] ]

INSPECTOR SIGNATURE = ]

AN INPSECTION IS REQUIRED EVERY 30 DAYS
IN THE SPACE FOLLOWING EACH ITEM, PLEASE INDICATE THE CONDITION AS FOLLOWS
(V) Ttem Is Acceptable () Adjustments Made (N/A) Not On Vehicle (X) Repairs Needed (Write On Work Order)
ROAD TEST ONLOT REAR AXLE
TTEM Tuspection Condition| TTEM Tuspection Condition, TTEM Tuspection Condition

[Engine Ol (__ Qs Low) ~ | Transmission Shift - | Differential -
[Tenition Switch - | Steering Play - |Shock Absorbers -
[Engine Operation - |Brake Performance ~ [Axle Housings -
Oil Pressure - |Parking Brake ~ |Brake Lines -
[Instruments - [Hom - |Brake Linning -
[Pedals & Pads - | Windshield Washers - | Wheel Bearings -
[Drive Test (On Lot) - | Windshield Wipers - [Seals -
[Heater & Defroster - [Glass - |Fubs & Drums -
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