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	Responsibilities and 
Assignments
	Driver and monitor files will be reviewed for all Contractor locations by the Customer Service Coordinator.
On-site review of maintenance files will be completed by the TransPar Audit Team (includes System Manager and corporate resources).
On-site bus inspection will be completed by TransPar Audit Team.
Follow up of forms returned for further explanation and updates will be completed by the Transportation Coordinator and System Manager.
Final report narrative and editing will be completed by the TransPar Audit Team.

	Procedures
	There are three distinct parts to the Contractor audit process:
1. A review of all bus driver and monitor files;
2. A review of vehicle maintenance files;
3. An onsite inspection of all buses providing service within the statewide system.
Notes regarding the procedures to be followed in completing the audit are as follows:
· The audit of driver and monitor files will be done first.  The Contractor will send all statewide driver and monitor files to the System Manager with copies of all appropriate training and certification documents.  
· Maintenance files will be reviewed on-site. There are multiple maintenance garages servicing statewide buses. Visits to each maintenance location will be scheduled with advance notice for contractor readiness.  Key items to be reviewed in the maintenance audit process include preventative maintenance dates and inspection paper work. It is important to document failed inspections and reasons for failures. Re-inspection passing dates must be noted. 
· [bookmark: _GoBack]Physical inspection of all statewide buses will occur on site at contractor facilities. A Contractor employee will assist. All audit template criteria will be reviewed for compliance including vehicle age, mileage, seat condition, safety equipment and other contractually required equipment.  Cleanliness and overall appearance of the bus will be noted. 
· Contractor accident reports included and summarized accident spreadsheet.
· Other contractor checklists are completed for inclusion to include bus evacuations and monthly reporting.
· Follow up review of all audit processes will begin as soon as data is tabulated.  The review process takes approximately one to two weeks.
· Following review of all audit processes, deficiencies are reported back to the bus yards with 2 weeks to correct.
· Updated checklists and spreadsheets indicating corrected deficiencies are returned to the System Manager for final review.
· A narrative review is written outlining overall performance, areas of concern, areas of commendation and recommended corrective action.
· A final draft review is assembled for initial presentation to RIDE.
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