
The fleet manager’s  
productivity checklist

This checklist provides daily, weekly and quarterly steps to maintain  
fleet performance, improve safety and control costs for a mid-sized fleet.

Daily high-impact tasks

Concentrate on these essential activities to keep your fleet running efficiently and safely.

Task 1
Track fuel use – Use tools like MyGeotab to 
monitor fuel consumption and identify wasteful 
behaviors (e.g., idling, sudden acceleration).

Action – Schedule coaching or training for 
drivers who show high fuel consumption.

Outcome – Immediate savings and reduced  
fuel costs.

Task 2
Review key metrics and prioritize actions –   
Check dashboards to monitor vehicle health,  
safety performance and fuel usage.

Action – Focus on top 1-2 tasks for the day 
based on the data, such as coaching high-risk 
drivers or addressing urgent maintenance.

Outcome – Keeps attention on activities that 
have the most impact.

Task 3
Optimize routes based on real-time data –  
Adjust routes dynamically to minimize delays  
and fuel consumption.

Action – Use tools to review traffic and weather 
information and make route changes as needed.

Outcome – Increases operational efficiency  
and reduces travel time.

Task 4
Communicate with your team – Send daily  
updates to drivers and team leads about key  
issues like route adjustments, weather updates  
and safety reminders.

Action – Use digital tools for quick,  
clear communication.

Outcome – Keeps everyone informed and on  
the same page, reducing miscommunication.

Task 5
Perform vehicle health checks –  
Utilize telematics data to identify vehicles  
needing maintenance.

Action – Prioritize inspections to prevent 
breakdowns and avoid costly repairs.

Outcome – Reduces the likelihood of 
unexpected downtime and maintains 			
vehicle readiness.
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Weekly focus areas

These tasks help you monitor trends, address safety  
concerns and keep operations on track. 

Task 1
Review safety and compliance reports –  
Look for patterns in safety incidents and 
driver behavior.

Action – Update protocols or make policy 
adjustments based on recent trends. 

Outcome – Helps reduce incidents and 
maintain a safe fleet.

Task 2
Hold focused team meetings –  
Meet with smaller groups to discuss 
specific challenges, successes  
or areas needing focus.

Action – Use data to guide the 
conversation and set clear goals. 

Outcome – Encourages continuous 
improvement and team coordination.

Task 3
Conduct a fleet maintenance review –  
Review data to identify vehicles that  
require attention due to high mileage  
or repeated alerts.

Action – Schedule coaching or  
training for drivers who show high  
fuel consumption.

Outcome – Immediate savings and  
reduced fuel costs.

Quarterly strategic tasks

Plan and execute these tasks to support long-term 
success in fleet management.

Task 1
Assess fuel use and costs – Conduct a 
detailed analysis of fuel patterns.

Action – Implement strategies to reduce 
waste and improve route planning.

Outcome – Manages costs and  
boosts efficiency.

Task 2
Update driver training programs –  
Adjust training based on recent  
performance data and feedback.

Action – Schedule coaching or  
training for drivers who show high  
fuel consumption.

Outcome – Immediate savings and  
reduced fuel costs.

Task 3
Review financials and supplier contracts 
– Compare actual expenses to the budget 
and review supplier agreements.

Action – Look for cost-saving 
opportunities or better terms.

Outcome – Ensures cost control and 
maximizes value from partnerships.

Task 4
Check technology and  
compliance updates –  
Review software and hardware updates 
along with compliance requirements.

Action – Apply updates that improve fleet 
operations and adhere to regulations.

Outcome – Maintains efficient,  
compliant operations.

Looking for more  
ways to optimize 
your fleet?

Tools & resources
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