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Pre-Delivery Inspection Checklist Instructions 
 

Purpose: 
To ensure that all operations on the repair order were completely and accurately performed and that 
the vehicle is complete and ready to be delivered to the customer. 
 
Data input: 
 
Customer:  Enter customer’s full name 
Date:   Enter the date the checklist is being filled out 
R.O #:   Enter the customer’s R.O. number 
Inspected by:  Enter the name of the personnel whom is checking over the vehicle and  

completing the checklist 
All Work on R.O.  
Completed: Check the R.O to make sure that all of the work required is complete, enter a 

check mark (P) in the applicable space provided 
Identify any  
overlooked  
operations or  
missing parts: Make a note of any operations not completed or missing parts 
 
Pre-repair Checklist 
Reviewed for  
additional damage 
to be corrected: Look back at the Pre-repair checklist which was filled out upon arrival of the 

vehicle, make sure all additional damage to be corrected is completed, if this is 
complete, enter a check mark (P) in the space provided 

Alignment 
Completed: Enter a check mark (P) in the space provided, if complete, if applicable 
Headlights Aimed: Enter a check mark (P) in the space provided, if complete, if applicable 
A/C Recharged: Enter a check mark (P) in the space provided, if complete, if applicable 

 
Columns:  For instance, 

Look at the first item under the heading of exterior, Hood Operation. Now, look  
   at the vehicle being inspected and check the hood operation. If the operation  

of the hood is O.K. put a check mark (P) in the space provided.  If the hood is  
NOT operating properly make an (X) in the space provided.  Continue this  
same procedure for each item. There is also a section for test driving, things to  
look for.  

Corrections  
Required:  Enter a check mark (P) in the applicable space provided 
 
Make any corrections that are required.  Once corrections are complete, repeat the process above. 
 
If no corrections are required, review this form with the customer and have them sign it at delivery. 
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Pre-Delivery Inspection Checklist 

 
Customer: ___________________________________________________________________ 
 
Date: ___________________ R. O. #: _____________ Inspected By: ____________________ 
 
All Work on RO completed: Yes _____ No ____ 

Identify any overlooked operations or missing parts: __________________________________ 

Pre-repair Checklist Reviewed for additional damage to be corrected _____ 

Alignment competed  _____ (as applicable) Headlights aimed _____ (as applicable) 

A/C Recharged    _____ (as applicable) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
    
 
 
 
 
 
Corrections Required:  Yes _____ No _____ 
 
Customer Signature: ________________________________________ 
 

Exterior    Check:  
Hood Operation 
Front Door Operation   Left ____ Right _____ 
Rear Door Operation    Left ____ Right _____ 
Deck lid / Tailgate Operation _____ 
Glass intact & clean   _____ 
Wiper Arms & blades  _____ 
Radio Antenna   _____ 
Headlamps – L     Inner_____ Outer_____ 
Headlamps – R     Inner_____ Outer_____ 
Side Lights – Front     Left  _____ Right _____ 
Side Lights – Rear      Left  _____ Right _____ 
Tail Lamps      Left  _____ Right _____ 
Brake Lights      Left  _____ Right _____ 
Turn Signals – Front    Left  _____ Right _____  
Turn Signals – Rear     Left  _____ Right _____ 
Remote Mirrors   _____ 
Door Locks    _____ 
Door Regulators   _____ 
Alignment of Body Parts  _____ 
Trim, mouldings, emblems  _____ 
 
Exterior cleaned   _____ 
Checked for over-spray  _____ 
Compound removed from  

jambs and openings  _____ 
Wheels & tires clean  _____ 
Chrome & glass clean  _____ 
 

Interior:    Check:  
Interior Clean   _____ 
Door jambs clean   _____ 
Operation of all accessories  _____ 
Check for water leaks  _____ 
 
Engine components:  
Engine Oil    _____ 
Transmission & brake fluids _____ 
Coolant    _____ 
Washer solvent   _____ 
Fuel     _____ 
Water leaks    _____ 
Battery terminals    _____ 
Battery charged   _____ 
 
Test Drive: 
Horn     _____ 
Radio operation & pre-sets  _____ 
Other electronics re-set  _____ 
Brakes     _____ 
Steering control   _____ 
Transmission shifts   _____ 
Squeaks, rattles   _____ 
Alignment    _____ 
Wind leaks    _____ 
Charging systems   _____ 
A/C Blowing Cold    _____ 
Warning lights   _____ 
Test Drive Complete  _____ 
 


