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Handbook Amendment: Coolant Top-Off Policy 

Effective: ​Feb 6, 2026

 Applies to: All Costa Oils Inc. Corporate Locations 

To reinforce our commitment to preventative maintenance and exceptional customer 

service, Costa Oils Inc. will implement the following coolant service policy: 

Standard Coolant Top-Off Procedure: 

●​ Technicians are to visually inspect the coolant reservoir during every service.​
 

●​ If the coolant level is below the manufacturer’s minimum indicator, technicians must top off 

the coolant to the minimum line at no charge to the customer.​
 

●​ Customers requesting additional coolant beyond the minimum line may receive a fill to the 

maximum indicator for a flat fee of $10.​
 

Operational Expectations: 

●​ Always inform the customer before performing a paid coolant fill.​
 

●​ Clearly communicate the value of maintaining proper coolant levels to help prevent 

overheating and engine damage.​
 

●​ Ensure all services are accurately reflected on the customer invoice.​
 

Failure to follow this policy may result in coaching or corrective action, as consistency in service 

execution is critical to the Costa Oils Inc. customer experience. 
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