
DW Transport Consultancy
Transport Admin & Compliance Readiness Checklist

Use this as a quick sense-check. Tick the evidence you can find quickly, mark anything unclear, and focus first on the red items. It is
an operational checklist, not a formal legal or compliance sign-off.

1. Operator licence and core records
□ Current operator licence details and operating centre information are easy to find. R / A / G

□ Maintenance arrangements, inspection intervals and defect reporting are documented. R / A / G

□ The person responsible for each key record and action is clear. R / A / G

□ Important correspondence, decisions and evidence can be retrieved without a panic search. R / A / G

2. Drivers and workforce
□ Driver entitlement, training and required checks are current and recorded. R / A / G

□ Tacho, working time, infringements and follow-up actions are reviewed consistently. R / A / G

□ Absence, agency cover, handovers and fatigue concerns are visible to the right person. R / A / G

□ Drivers know how to report defects, incidents, delays and changes to the plan. R / A / G

3. Vehicles, defects and evidence
□ Vehicle inspections, defects, repairs and safety-critical follow-ups are easy to trace. R / A / G

□ Dashcam, telematics, tacho and maintenance evidence can be linked to the right vehicle or job. R / A / G

□ There is a clear process for taking a vehicle out of service and returning it to work. R / A / G

□ Repeated defects, incidents or breakdown patterns are reviewed rather than simply closed. R / A / G

4. Planning, handovers and customer updates
□ One reliable version of the plan exists for the traffic office, drivers and management. R / A / G

□ Collection, delivery, ETA, delay and exception information is updated once and shared clearly. R / A / G

□ The same job details are not being re-keyed across several spreadsheets or systems. R / A / G

□ The operation can explain what happened when a customer queries a delay or invoice. R / A / G

5. Reporting and improvement
□ Management reports match what actually happened in the operation. R / A / G

□ The team can see avoidable admin, missed handovers, waiting time and repeated chasing. R / A / G

□ Actions have an owner, a due date and a way to show whether the change worked. R / A / G

□ Automation or AI is being considered only where the underlying process and data are clear. R / A / G

Three actions worth reviewing first
1. Where is the same information being entered, checked or chased more than once?

2. What evidence would take too long to find if there were an incident, dispute or audit question tomorrow?

3. Which small repeated task could be removed, automated or made visible first?

Want to talk through the result? Email dwtransportconsultancy@gmail.com for a 20-minute review. UK based, with full EU coverage.


