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Purpose

This Executive Field Guide provides fleet owners, safety directors, compliance managers, and human resources professionals with a high-
level self-assessment to evaluate the overall condition of their Driver Qualification Files.

It is not intended to replace a comprehensive compliance review or legal advice. Instead, it is designed to help organizations identify
potential areas that deserve additional attention before an external review.

Who Should Use This Guide?

e  Fleet Owners e  Human Resources Professionals
e  Safety Directors e  Operations Managers
e  Compliance Managers e  New Entrant Carriers

‘When Should You Use It?

e Quarterly internal compliance reviews. e  Following mergers or acquisitions.
e  Prior to a New Entrant Safety Audit. e During annual compliance planning.
e  Before an FMCSA Compliance Review. e  After implementing new hiring procedures.

Executive Self-Assessment
For each question, answer:

Vv Yes
X No
== Needs Review

Driver Qualification File Organization

o Driver Qualification Files can be located quickly.

0 Records are organized in a consistent format.

o Files contain current documentation and properly retained historical records.
o Electronic records are secure and backed up.

Employment Application

o0 A compliant driver employment application is on file.
o Employment history appears complete.

o Unexplained employment gaps have been addressed.
o Required signatures and certifications are present.

Driver Qualification Documentation

o Driver licensing information has been verified.
o0 Medical qualification documentation is current.
o Required inquiries were completed.

o Supporting documentation has been retained.
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Annual Review Process

o Annual Motor Vehicle Record reviews have been completed.
0 Annual driver's certifications are current.
o Reviews were completed within required timeframes.

Quality Assurance

o Files are reviewed periodically.

o0 Missing documentation is corrected promptly.

o Responsibilities for Driver Qualification management are clearly assigned.
0 Management periodically reviews compliance performance.

Compliance Systems

o Written hiring procedures exist.

o Standardized review procedures are followed.

o Compliance deadlines are monitored.

o Internal audits are conducted on a scheduled basis.

Questions Every Carrier Should Ask
Before concluding your review, consider the following questions.

e  Could a knowledgeable reviewer understand how this driver was qualified simply by reading the file?
Does the documentation support each hiring decision?

Are compliance responsibilities clearly assigned?

Would this file reflect positively on the organization during a compliance review?

If an investigator requested this file today, would you be confident providing it without hesitation?

If any answer gives you pause, it may be time for a more comprehensive review.

The Chief's Tip
Do not wait for an audit notice to discover weaknesses in your Driver Qualification program.

Strong compliance programs are built through routine review, documented processes, and continuous improvement. A small issue identified
during an internal review is easier and less costly to address than one discovered during a compliance review.

Applicable Regulations
This Executive Field Guide relates primarily to 49 CFR Part 391.

Always consult current Federal Motor Carrier Safety Regulations and applicable FMCSA guidance when evaluating compliance
obligations.

Need a More Comprehensive Review?
This guide is designed to help identify potential areas for improvement, not substitute for a detailed Driver Qualification File audit.

CPO Consulting™ works with motor carriers to evaluate Driver Qualification Files, assess hiring and qualification processes, identify
compliance risks, and develop practical corrective action plans that strengthen both compliance and operational performance.

If you are uncertain about the condition of your Driver Qualification Files, ask the question before the auditor does.
CPO Consulting™
Compliance | Performance | Optimization
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