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Subject: Vehicle Damage Definitions; Recording Damage on Rentable 
Vehicles and Damaged Vehicle Movement Process 

Procedure No.  
 

F 0101-0108  
 
F = Fleet Tab  
0101 = Section One + Procedure Number One 
1206 = Month and Year Procedure Released 

Distribution: Location Managers, CSC’s, DM’s, GM, Reservations, Risk, 
Accounting & Training  

Date:  
 

January 31, 2008 
 

Company Wide 
Implementation Date: 
 

February 10, 2008 

Replaces Procedures:  F 0101-1204, Dated December 6, 2004, Company Wide 
Implementation Date January 23, 2005, F 0101-1106, Dated 
November 6, 2006, Company Wide Implementation November 
20, 2006, F 0101 – 1206, Dated December 27, 2006,  
Company Wide Implementation January 1, 2007 
 

Other References: Procedure No. R0101-0104, Revised VIR and Claims Set Up 

Purpose To Communicate: 
• Damage Identification and Recording Procedures 
• Vehicle Panic Buttons  
• Vehicle Radio Operation  
• A Safety Issue  
• Damage Definitions 
• Recording Damage On Rentable Vehicles - New 
• Removing Recorded Damage Once Repaired - New 
• Vehicle Movement Procedures 
• Vehicle Check – In Procedures 
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Being a good neighbor… 

 
Vehicle Panic Buttons  Do not use vehicle panic buttons to locate vehicles. Our 

locations operate in dealerships and neighborhoods and we 
want to do our part in keeping noises down in our business 
communities. 
 

Vehicle Radio Operation 
 
 
 

 
 
Safety Issue 

Vehicle radios should be turned down and off on our lots. If 
you’d like to listen to the radio while you are prepping or 
transporting a vehicle, please do not have the sound turned up 
loud and make sure to turn the radio down and off once 
you’ve parked the vehicle. 
 
Making sure a vehicle’s radio is turned down and turned off is 
an added safety measure for our internal and external 
customers. We do not want customers to be startled when 
they turn on a vehicle’s radio. Please be mindful that a 
blasting radio is never a good service to provide to our 
customers. 
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Damage Definition 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Normal Wear and Tear 
 
 
 
 
 
 
 

Damage is anything besides normal wear and tear. Damage other 
than normal wear and tear will require the completion of a 
Vehicle Incident Report (VIR) and a Claims Entry screen set up. 
This damage would include the following: 

• Dents larger than a quarter (25 cents)   
• Scratches larger than a quarter (25 cents)  
• Scratches where the paint is broken and the primer or the 

metal can be seen  
• Any bent, broken or missing parts 
• Interior seat, vehicle carpet and  trim panel damage that 

goes through the material 
• Tire, wheel or rim damage including a flat tire 
• Head lamps, tail lamps, side markers that are cracked 
• Cracked or scratched windshield glass 
• Bulls eye in windshield 
• All door glass 
• All 1/4 glass 
• All side glass 
• All back glass 
 

Normal wear and tear that will not require the completion of a 
Vehicle Incident Report (VIR) and Claims Entry screen set up. 

• Dents smaller than a quarter (25 cents) 
• Scratches  smaller than a quarter (25 cents) 
• Scratches where the paint is broken and you can not see 

the primer or the metal 
• Interior seats, vehicle carpet, trim panels surface damage 

that does not go through the material 
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Damage Recording For 
Rentable Vehicles 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Stop. You must set up the Claim first…before Recording 
the Damage. You will need the Claim Number to complete 
Damage Recording process. 
 
From the RentWorks Main Menu… 

1. Select the Fleet Folder 
2. Select Vehicle Fleet 
3. Click on the Binoculars  
4. Type in the Unit # 
5. Hit the Tab Key 
6. Select your Unit #  now highlighted in blue 
7. Click on the “Change This Record” Icon 
8. Click “OK” to the Warning Change Message 
9. Click on the “Vehicle Damage” Icon 
10. Click on the appropriate damage symbol (Dent , Scratch 

 or Missing ) and drag it to the damaged area on the 
vehicle’s diagram. 

11.  Click on the “Save”  Icon on the Vehicle Damage 
Screen  

12.  Click on the “Save”  Icon on the Vehicle Fleet 
General Screen 

13. Click on the “Notes”  or  Icon to Add a note 
14. Type the word “Claim” and then the number of the claim 

in the Summary field 
15. Next to the claim number in the Summary field - type the 

location of the damage. For example: Driver Side 
16.  In the “Notes” section, type “where the damage is” and 

“what the damage is”. For example: Drive Side Door 
Scratch 

17. Do not check the Display Automatically box 

18.  “Save”  the note 

19.  “Exit” the Vehicle Fleet – General Screen. 
 
Note: Step by step “viewable RentWorks screen instructions” 
follow from pages five (5) to thirteen (13).  
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Removing The Damage 
Recorded On Rentable 
Vehicles 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once the vehicle has been repaired, you must remove the 
vehicle’s damage from its Damage Diagram. Follow the same 
steps of placing damage on a vehicle, except steps 10 and 15 are 
changed. 
 
From the RentWorks Main Menu… 
 

1. Select the Fleet Folder 
2. Select Vehicle Fleet 
3. Click on the Binoculars  
4. Type in the Unit # 
5. Hit the Tab Key 
6. Select your Unit #  now highlighted in blue 
7. Click on the “Change This Record” Icon 
8. Click “OK” to the Warning Change Message 
9. Click on the “Vehicle Damage”  Icon 
10. Click on the Damage Symbol (Dent , Scratch  or 

Missing ) that is located on the Vehicle’s Diagram and 
drag it back to the grey area. You may release the symbol 
anywhere in the grey area. 

11.  Click on the “Save” Icon on the Vehicle Damage 
Screen  

12.  Click on the “Save”  Icon on the Vehicle Fleet 
General Screen 

13. Click on the “Notes”  or  Icon to Add a note 
14. Type the word “Claim” and then the number of the claim 

in the Summary field 
15. Next to the claim number in the Summary field - type 

“Damage Repaired” 
16.  In the “Notes” section, type “where the damage is” and 

“what the damage is”. For example: Drive Side Door 
Scratch 

17. Do not check the Display Automatically box 

18.  “Save”  the note 

19.  “Exit”  the Vehicle Fleet – General Screen. 
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Vehicle Movement 
Procedures for Drivers 
 
 
 
 
 
 
 
 
 
 

1. Before moving any vehicle, check the vehicle for inside or 
outside damage that requires a Vehicle Incident Report 
(VIR) to be completed. 

2. If damage other than normal wear and tear is found, have the 
location employee check the system to see if there has been 
a claim set up for the vehicle’s damage already.    

3. If there has not been a previous claim set up on the damage 
found, a VIR and claims set up must be done before the 
vehicle is moved. 

Important Note: The Claims set up may take some time; 
another vehicle may have to be selected for the vehicle 
movement. If necessary, consult traffic for further instructions. 
4. If the vehicle is OK to be moved, have the sending location 

employee complete a Check In / Ready Slip showing where 
the damage is on the vehicle.  

5. The driver will give the Check In / Ready Slip to the 
employee at the receiving location. 

Important Note: Damage, other than normal wear and tear on a 
vehicle without a completed Check In / Ready Slip from the 
sending location will become the responsibility of the driver. 
 

Location Employee’s 
Responsibility for 
Driver Movement of 
Damaged Vehicles.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

When a driver informs you damage other than normal wear and 
tear has been found on a vehicle… 
1. Check RentWorks to see if there has been a claim set up for 

the vehicle’s damage already.  (See page six (6) on how to 
look up a damage vehicle claim.) 

2. If a claim does exist, you must decide if the vehicle is 
acceptable for renting. 

3. If deemed rentable, prepare a vehicle Check In / Ready Slip 
noting the damage and give it to the driver for the receiving 
location. 

Important Note: Damage, other than normal wear and tear on a 
vehicle without a completed Check In / Ready Slip from the 
sending location will become the responsibility of the driver. 
4. If not deemed rentable, follow procedure #R0101-0104 for 

body shop assignment. 
5. If the damage has not already had a claim created, a VIR and 

claim set up must be done before the vehicle is moved. 
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Receiving Location’s 
Responsibilities. 
 
 
 

1. When a vehicle arrives by a driver, inspect the vehicle for 
any damage that may have occurred during the vehicle’s 
movement. 

2. If damage is found, ask the driver if he / she has a vehicle 
Check In / Ready Slip noting the damage from the sending 
location. 

3. If the driver does not have a vehicle Check In / Ready Slip 
noting the damage check RentWorks to see if a claim already 
exists for the damage. (See page six (6) on how to look up a 
damage vehicle claim.)  

4. If no claim exists, have the driver complete a VIR, take 
pictures of the damage and create a claim in RentWorks. 

Important Note: Damage, other than normal wear and tear on a 
vehicle without a completed Check In / Ready Slip from the 
sending location or existing claim set up for verification will 
become the responsibility of the driver.  

 
Vehicle Movement 
Procedures for all 
Location Employees 
 
 
 
 

 1. Before moving any vehicle, check the vehicle for inside or 
outside damage that requires a Vehicle Incident Report (VIR) 
to be completed. 

2. If damage other than normal wear and tear is found, check 
RentWorks to see if the damage has already had a claim 
completed. (See page six (6) on how to look up a damage 
vehicle claim) 

3. If there has not been a previous claim completed on the 
damage found, you must complete a VIR and claim set up in 
RentWorks before moving the vehicle. 

4. If a claim does exist, you must decide if the vehicle is 
acceptable for renting. 

5. If deemed rentable, prepare a vehicle Check In / Ready Slip 
noting the damage to give to the receiving location. 
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Preparing Vehicles for 
Rentals 
 
 

1. Before renting any vehicle, check the vehicle for inside or 
outside damage that requires a Vehicle Incident Report (VIR) 
to be completed. 

2. If damage other than normal wear and tear is found, check 
RentWorks to see if the damage has already had a claim 
completed. (See page six (6) on how to look up a damage 
vehicle claim.) 

3. If a previous claim was not done on the damage, you must 
complete a VIR and claim set up in RentWorks before the 
vehicle is rented. 
 

Vehicle Check In 
Procedures 
 

1. Check the return vehicle for inside and outside damage that 
will require a Vehicle Incident Report (VIR) to be completed. 

 Start on the passenger side and circle the vehicle 
completely checking the outside, top, bottom, tires and all 
glass. 

 While confirming the fuel and mileage numbers …check 
the inside of the vehicle for damage. 

2. If damage is found … have the customer complete a  
Vehicle Incident Report (VIR) as outlined in procedure  
# R0101-0104. 

3. Continue the Claim Set Up as outlined in procedure  
# R0101-0104. 

 
 Note: Remember, damage considered to be “normal wear and 
tear” does not require a VIR or Claim Set Up in RentWorks. 
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How to Look Up a 
Damage Vehicle Claim 
in RentWorks. 

Employees can check on claims in RentWorks by unit # 
following these instructions: 
1.  Under the Main Menu select the Fleet folder. 
2.  Select Vehicle Fleet file. 
3.  Click on the look up icon  (binoculars). 
4.  Type in unit # then hit the Tab key. 
5.  Select unit # by double clicking on the appropriate unit #. 

6.  Select claims icon  (clipboard). 
 A list of claims will display if applicable to the desired 
unit #. 

7. If claims are displayed, double click on the claim #. The 
Claims Management screen will appear. 

8. Click on the Notes tab to read the note or notes listed to 
determine if damage matches damages on vehicle. 

9. If claim reveals damage matches current condition of vehicle... 
 First you must decide if the vehicle is acceptable for 
renting 

 If deemed rentable and the vehicle is being moved by a 
driver, prepare a vehicle Check In / Ready Slip noting 
the damage and give it to the driver for the receiving 
location.  

OR… 
 If deemed rentable and the vehicle is remaining in your 
fleet to rent, note the damage on a vehicle Check In / 
Ready Slip and attach it to the vehicle keys. 

 If not deemed rentable, follow procedure #R0101-0104 
for body shop assignment. 

10. If no claims appear after step number six (6) above is 
followed, then a VIR must be completed and a claim created 
in RentWorks before the vehicle is moved or rented. 

 
Note: Step by step “viewable RentWorks screen instructions” 

follow from pages nineteen (19) to thirty one (31). 
 
 
 
 
 



Rental Leasing Services 

WI 2410-1          Only valid in Electronic Format       Rev 01-31-08        Page 19 of 31 

 
 
 

• From the Main Menu… select the Fleet folder. 
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• Select Vehicle Fleet file. 
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• Click on  to perform the vehicle lookup 
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• Type in the Unit #. 
• Press the Tab key. 
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• Double Click on the Unit #  

Or  
• Highlight the selection and Click on the OK button. 
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• The Vehicle Fleet General screen will appear. 
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• Click on the Claims Icon  (clip board). 

 
 
• If there are any claims, a list will appear. 
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• Click on the Notes tab. 
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• Select the note you want to review. 
• Click on the View button. 
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• Read the vehicle damage information to see if it matches the damage on the 
vehicle to be moved or rented. 

• If the vehicle is being moved to be rented and the damage matches… 
 First you must decide if the vehicle is acceptable for renting 
 If deemed rentable and the vehicle is being moved by a driver, prepare a 

vehicle Check In / Ready Slip noting the damage and give it to the driver 
for the receiving location. 

 If deemed rentable and your location is renting the vehicle, note the 
damage on a vehicle Check In / Ready Slip and attach it to the vehicle 
keys. 

 If not deemed rentable, follow procedure #R0101-0104 for body shop 
assignment. 

 Click on the Exit button to exit the note’s screen. 
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• Click on the Exit Door Icon  to exit the Claim’s Notes section. 
 

 
• Click the OK button to exit the claim. 
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• Click on the Exit Door     to exit the Vehicle Fleet file. 
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• This will return you to the Main Menu. 

 
Vehicle Check In / Ready Slip 

 
Truck Check In / Ready Slip  

 


