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1.  PURPOSE.  This regulation outlines policies and procedures for dispatch, maintenance, utilization, and accident reporting of nontactical vehicles (NTV).  NTVs ARE TO BE USED FOR OFFICIAL USE ONLY.





2.  SCOPE.  This regulation is applicable to following organizations and activities, except Directorate of Public Works (DPW) and Directorate of Information Management (DOIM) special purpose vehicles:





    a.  Installation units, activities, tenant activities, and contractors.





    b.  USAR activities supported by Fort Sill and active duty personnel assigned to those activities.





    c.  Temporary vehicle users and other units/activities mobilized at or otherwise satellited on this installation for logistical support.





3.  RESPONSIBILITIES.





    a.  Installation Transportation Officer (ITO), Fort Sill, will be responsible for the following:





    (1)  Exercise technical supervision over administration and operation of vehicles assigned to Directorate of Logistics (DOL) and used by the U.S. Army in the Fort Sill area of responsibility.





    (2)  Allocate vehicles in accordance with requirements within available resources.





    (3)  Maintain necessary records for requirements, authorization, distribution, operation, utilization, and maintenance of vehicles.





    b.  Transportation Motor Pool (TMP) will be responsible for the following:





    (1)  Provide necessary vehicle support to Fort Sill units and activities, Interservice Support Agreement (ISA) customers, and authorized customers in Oklahoma and Arkansas, as defined in AR 5-9.





    (2)  Assure efficient and economical utilization of vehicles.





    (3)  Assign and withdraw vehicles as required.





    c.  Using activities are responsible for the following:





    (1)  Commanders and supervisors of activities utilizing vehicles are responsible for the following:








2


USAFACFS Reg 56-1, 4 Nov 91





    (a)  Appointing transportation coordinators and alternates in writing who are authorized to submit requests for one-time vehicle use and semiannual vehicle justifications for their units/activities.  Transportation coordinators should not be appointed lower than battalion level for troop units and should be at staff level for non-troop units.  (Exempt Reports Control, AR 335-15, paragraph 5-2d).





    (b)  Ensuring transportation coordinators or alternates do not request transportation unnecessarily and that currently assigned vehicles are utilized to maximum extent.  





    (c)  Centralizing, consolidating, and scheduling details in order to accomplish designated tasks with a minimum of waiting time for the vehicle being utilized.





    (d)  Loading vehicles to fullest possible extent within authorized weight capacity in order to eliminate unnecessary trips.





    (e)  Releasing vehicles immediately upon accomplishment of missions.





    (f)  Ensuring user drivers perform daily operator maintenance on vehicles.





    (g)  Reporting any apparent misuse of vehicle furnished.





    (h)  Notifying TMP Operations Section, Building 2035, immediately following a vehicle accident involving activity’s driver personnel, and instructing driver to report to Accident Report Clerk located in Building 2035 to complete the necessary accident report forms.  If vehicle operator is unable to report or complete forms, operator’s supervisor must accomplish this requirement.





    (i)  Ensuring energy resources are not wasted or misused.  Idling of engines solely for the purpose of keeping vehicle cool or warm will not be permitted.





    (j)  Ensuring proper utilization, safety, security of vehicles, and maintenance and completion of log book forms.





    (k)  Submitting detailed semiannual justifications (see appendix A), which are due to TMP by 1 Oct and 1 Apr.  (Exempt Reports Control, AR 335-15, paragraph 5-2d.)





    (2)  Vehicle operator will be responsible for the following:





    (a)  Carry on his/her person a valid current license for type vehicle being operated, and be sure vehicle is properly dispatched.  (See appendix B).
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    (b)  Inspect for damage before and after operation.





    (c)  Perform operator maintenance before, during, and after operations.  Copies of operator daily maintenance, FS Label 5, are in equipment log books.  (See appendix C).





    (d)  Check for properly operating instruments.





    (e)  Determine accident report forms, SF 91 (Operator report on Motor Vehicle Accidents), DD Form 518 (Accident-Identification Card), and DA Form 2404 (Equipment Inspection and Maintenance Worksheet) are in the equipment log book.





    (f)  Do not operate vehicle with a safety fault or fault that would do further damage to vehicle.





    (g)  Record all deficiencies on DA Form 2404 (Equipment Inspection and Maintenance Worksheet).  Take vehicles with major deficiencies, if operative, to TMP, Building 2035, as soon as possible.  If inoperative, request maintenance wrecker by call 351-2063 during duty hours or 351-4912 during 


non-duty hours.





    (h)  Wash and wax vehicle as necessary.





    (i)  Be sure operator’s name is on log book before operating vehicle.





    (j)  Remove ignition key and lock vehicle when left unattended.





    (k)  If vehicle is equipped with seat belts, fasten them prior to putting vehicle into motion.





    (l)  Verify clear visibility in all directions being moving vehicle.  Use a ground guide when backing if visibility is obscured.  If a ground guide is not available, dismount from vehicle and see that all is clear before backing.





    (m)  Do not leave vehicle unattended with motor running.





    (n)  Notify TMP of any accident by the fastest means available and assure vehicle is not removed from accident scene until accident has been investigated (See appendix D).
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    (o)  Report to TMP, Operation Section, Building 2035, to complete accident report as soon as possible.  If operator is unable to make a report, his/her supervisor must do so.  Failure to comply with any of the above could result in withdrawal of individual’s Motor Vehicle Operator’s Permit.





    (p)  Comply with requirements of USAFACFS Reg 700-13 concerning emergency roadside repair, credit card, and Oklahoma Turnpike Authority Pikepass (OTAP) usage.





4.  REQUESTING TEMPORARY OR ONE-TIME TRANSPORTATION.





    a.  For one-time transportation requirements, designated transportation coordinator or alternate will submit requests to TMP, to arrive not later than 72 hours before transportation is required, excluding Saturdays, Sundays, and holidays.  (Exempt Reports Control, AR 335-15, paragraph 5-2d).  Only under unusual circumstance will transportation request be accepted if placed after 1430 the day before the transportation is desired.  Submit requests in triplicate on FS Form 833 (Request for Motor Transportation) (see appendix E).





    b.  Requirements originating from USAFAS will be submitted to Motor Operations Officer, Office of the Director of Training, USAFAS.  Requests for mass transportation support will be routed through USAFAS Scheduling and Support Branch.





    c.  Requirements originating in any office of USAFACFS will be submitted directly to TMP Operations Section, Building 2035.





    d.  III Corps Artillery units requiring vehicle support beyond their capabilities will route requests to Headquarters, III Corps Artillery.  Headquarters, III Corps Artillery, will exhaust all resources within its command in an effort to support requirements.  If support cannot be rendered in III Corps Artillery, route request directly to TMP.





    e.  User drivers will be used to the maximum extend for all transportation requests.





    f.  USAFATC requests will be routed through USAFATC S4.  Mass transportation requests will be routed through USAFATC S3.





    g.  Submit requests for vehicles on recurring dispatch (those required daily over an extended period of time) in a memorandum, in triplicate, to arrive at TMP NLT the 20th day of the month preceding the month for which transportation is requested.  Summarize intended use of each vehicle in “Remarks” section.  Full justification for each vehicle will be submitted semiannually with recurring requests as specified in appendix A.
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    h.  Forms and records used by sub-motor pools and USAR customers to dispatch vehicles are as follows:





    (1)  DA Form 2401 (Organizational Control Record for Equipment).  To be maintained for all dispatch of vehicles and forwarded to DOL, ATTN:  


ATZR-LST-B, Fort Sill, OK  73503-5100, NLT the first working day of each month.





    (2)  DA Form 2404.  To be used by operators to record improper operating condition of vehicles.





    (3)  Computer generated dispatch sheet.  This sheet shall be carried in vehicle at all times.  Sheet will be closed out as of last dispatch day of month, summarized (ending mileage and total POL used in month), and mailed to DOL, ATTN:  ATZR-LST-B, Fort Sill, OK  73503-5100.





    (i)  USAR vehicles will not be dispatched for more than 150 miles one way except for trips to supporting installations and for notification of next of kin.  Exceptions or requests to use the vehicle for transportation to summer camp, annual training sites, or other training requirements will be submitted in writing, to include detailed justification, to DOL, ATTN:  ATZR-LST, Fort Sill, OK  73503-5100.





5.  UTILIZATION OF NONTACTICAL VEHICLES.





    a.  TMP will review utilization of vehicles on daily assignment every 30 days.  Data revealing poor utilization of each vehicle will be analyzed.  If practicable, vehicles will be reassigned in order to improve utilization.





    b.  TMP is authorized to recall vehicles assigned on daily dispatch to meet urgent task requirements beyond the capabilities of daily operating fleet.  Vehicles will be recalled on a rotation basis and normal using activities will be advised the preceding duty day of the requirement for their vehicle.





    c.  Vehicles on assignment to an activity that are not dispatched by 0830 on normal duty days will be made available by TMP for general dispatch.





    d.  Except for emergency vehicles, range vehicles, game ranger vehicles, and environmentalist vehicles, operate vehicles only on improved surface roads.  Dirt range roads are not considered improved surface roads.





    e.  Vehicles will not ford more than 12 inches of water (sedans and station wagons, 6 inches) and will use only fords with concrete bottoms.  Speeds through water will not exceed 3 miles per hour.
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    f.  Emergency service vehicles for starting or towing vehicles assigned to TMP may be contacted by calling 351-2063 during normal duty hours.  Wrecker service is available until 2230 and may be reached by calling 351-2907.  After 2230, call the FOD at 351-4912 for emergency services.





    g.  Vehicles other than designated emergency vehicles will not be used to push any other vehicle.  Vehicles will be pushed or towed only by a wrecker or an authorized tow bar.  Government vehicles will not be used to jump start non-military vehicles.





    h.  TMP is responsible for ensuring each vehicle dispatched to a destination outside the Lawton area has been safety checked and is equipped with a spare tire, jack, lug wrench, credit card, and OTAP, if required.





    i.  Vehicles shall be used for official business only.  Vehicles shall not be used to drive to or drop personnel off any AFFES or installation concession, recreation, or entertainment facility.  (See appendix F).





6.  MAINTENANCE AND SERVICE FO VEHICLES.





    a.  GSA schedules service on GSA owned fleet in conjunction with manufacturer’s specifications for oil change, lubrication, and other maintenance requirements.  ITO specifies service of other vehicles.








    b.  USAR vehicles should be serviced when vehicles visit Fort Sill or Fort Chaffee when possible.  Maintenance may be accomplished at commercial facilities or other GSA maintenance facilities when approved by Fort Sill GSA Fleet Manager, DOL, Fort Sill, OK.  Maintenance service may be performed within 10 percent of the time or miles scheduled to coincide with visits to Fort Sill.





7.  SECURITY OF VEHICLE KEYS, LOG BOOKS, CREDIT CARDS, AND PIKEPASS.





    a.  Secure vehicle when unattended.





    b.  Do not immobilize vehicle by removal of integral operating parts.





    c.  Security and safeguarding of ignition keys/log books/credit cards/OTAP for vehicles within the TMP area is the responsibility of all TMP personnel.  Direct responsibility lies with the using activity/unit supervisors for vehicles kept outside of TMP facilities.
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    d.  Dispatches are directly responsible for log books for all vehicles in TMP compound and sub-pool compound during their tours of duty except for vehicles covered in paragraph e below.





    e.  Shop foremen and supervisors in charge of shops or other work areas are directly responsible for log books for vehicles which have been brought to their shop areas for inspection, scheduled service, emergency repair, or any other type maintenance.  Maintenance supervisors area also responsible for the following:





    (1)  Accepting log books from drivers turning vehicles in for maintenance.





    (2)  Ensuring against vehicles being parked outside shops unless log books and keys have been removed and secured inside respective shop or work areas.





    (3)  Ensuring ignition keys accompany vehicles being processed from one ship to another within TMP and that keys are removed and vehicles are secured overnight.  Ignition keys must be secured in a locked metal container when held overnight.





    (f)  All spare ignition keys will be secured in lockable metal container fastened to wall in TMP operations building.
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APPENDIX A





JUSTIFICATION OF STATIC DISPATCHES





1.  Justification for use of vehicles on recurring basis will contain information indicated paragraph 2 below.  Justification is based on requirements, not on present assignments; therefore, it is not necessary for vehicle to be assigned in order to submit justification to fill a need.





2.  Justification will be submitted by memorandum in exact format listed below  State complete questions and answers.  Justifications submitted with answers only will not be accepted.  Impact statement of what will happen if vehicle is not provided is a vital part of justification and must be included.





    a.  Justification period:  (check one) (  ) 1 Apr - 30 Sep (  ) 1 Oct - 


31 Mar.





    b. Tag number:





    c.  Activity using the vehicle and telephone number:





    d.  Type of vehicle required.





    e.  Type f vehicle on hand.





    f.  Average number of trips per day.





    g.  Average miles per day.





    h.  Number of passengers and/or quantity of cargo transported per trip.





    i.  Hours vehicle is operated per day (travel time plus loading and unloading)





    j.  Statement of mission or function to be performed.





    k.  Statement why on call service is not adequate.





    l.  Impact statement.  (What will happen if vehicle cannot be provided?)
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APPENDIX B





DRIVER’S LICENSE REQUIRMENTS





See AR 600-55 and USAFACFS Supplement 1 thereto for complete rules concerning licensing.





1.  A current state operator’s permit may be used to operate small four wheel, single drive axle vehicles under 10,000 pounds gross vehicle weight rating (GVWR), providing operator complies with all restrictions specified on licence.  SF 46 (U.S. Government Operator’s Identification Card) is not required for of these type vehicles.





2.  SF 46 is required for the following types of vehicles:





    a.  Van/carryalls/buses capable of carrying nine or more passengers.





    b.  Vehicles will all wheel drive capability.





    c.  Vehicles equipped with emergency equipment (warning lights, sirens, etc).





    d.  Vehicles of 10,000 pounds GVWR or greater.





    e.  Mopeds, motorbikes, and motorcycles.





3.  Possession of a valid state permit is not a prerequisite to obtaining SF 45 and operating vehicle.  A vehicle may be operated under provision/possession of valid, current SF 46 if operator does not have valid state permit and has not had driving privileges under any local, state, or federal statute.





4.  SF 46 cannot be used in lieu of valid state permit to operate any type of privately owned vehicle.  Operation of short term lease or commercial rental vehicles requires possession of valid state operator’s permit for type/classification vehicle leased or rented.
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APPENDIX C





VEHICLE OPERATOR DAILY MAINTENANCE








OPERATOR’S DAILY MAINTENANCE





BEFORE OPERATIONS�
DURING OPERATIONS�
AFTER OPERATIONS�
�
A.  Damages (bent doors, fenders, broken glass, etc.)





B.  Leaks (check under hood and vehicle, for oil, fuel and water leaks.





C.  Check oil and water (fill if necessary.)  If contaminated turn vehicle into shop.





D.  Logbook must be in vehicle.  Daily TRADOC Form 573R must be up to date.





E.  Check horn, headlights, signal lights and stoplight.  (If not working properly bring to shop for repairs.)





F.  Inspect tires for correct pressure, damage; inflate if necessary.�
A.  Check instruments (such as oil pressure, temperature, alternator or generator and fuel gages.)





B.  Check brakes (including emergency brake.)





C.  Engine (listen for unusual noises, such as knocks, vibrations, etc.)





D.  Clutch (check for slippage, grabbing, etc.)





E.  Steering (check for looseness.  Hard to steer vehicle pulling to left or right.)�
A.  Check fuel, oil, water.  Refill if necessary.





B.  Check all drive belts (fan, steering, for cuts, looseness, etc.)





C.  Battery (fill with water if necessary.  Clean case top of battery and terminals free of corosion.)





D.  Inspect tires for damage.  Inflate as necessary.





E.  Clean inside of cab free of debris.





F.  Secure all mounted equipment, tools, etc.











�
�



FS Label 5 (Trans) 1 Aug 78
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APPENDIX D





INSTRUCTIONS FOR ACCIDENT REPORTING





1.  On-post accidents must be reported immediately to TMP.  Do not remove vehicle from accident scene until accident has been investigated by military police.  SF 91 must be filled out in ink at the accident scene and if possible, immediately turned in to Accident Report Clerk, Building 2035.  Instructions are specified in FS Label 14, in equipment log book, and in appendix E, this regulation.





2.  Off-post accidents will be immediately reported to civil authorities and to TMP.  Do not remove vehicle from accident scene until police have completed their investigation.  SF Form 91 must be filled out in ink at the accident scene and mailed to DOL, ATTN:  ATZR-LST, Fort Sill, OK  73503-5100, within 72 hours.  If there is damage to private property, forward claim report with SF Form 91.





3.  All operators will do the following:





    a.  Stop and investigate, no matter how slight the accident seems.





    b.  Take steps to prevent another accident at the scene.  This may include warning other traffic and bystanders or asking people to be careful about matches and cigarettes in the presence of spilled fuel.





    c.  If anyone appears to be injured, summon nearest medical help.





    d.  Notify law enforcement officials.





    e.  Do not sign or make a statement as to responsibility, except to your supervisor or to Government investigator only.





    f.  Be courteous.  Do not engage in arguments at the accident scene.





    g.  Complete the following accident report kit:





    (1)  SF 91, Operator’s Report of Motor Vehicle Accident.





    (2)  OF 26, Data Bearing Upon Scope of Employment of Motor Vehicle Operator.





    (3)  Form CA-1, Federal Employee’s Notice of Traumatic Injury and Claim for Continuation of Pay/Compensation, if required.
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    h.  Get the facts including registration information of other vehicle(s) involved, permit information, and insurance information from other driver(s) involved.  When requested to do so, give similar information on your registration and permit to other driver(s) and law enforcement officials.





    i.  Make immediate report, either in person or by telephone, to your official supervisor, TMP, and state, county, or municipal authorities as required by law.  Turn in your completed accident report kit to TMP within 24 hours.  If off-post, turn in completed kit within 72 hours or upon return to Fort Sill, whichever occurs first.
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APPENDIX E





SAMPLE COPY OF FS FORM 833, REQUEST FOR TRANSPORTATION








REQUEST FOR MOTOR TRANSPORTATION





1.  THRU:  TRANSPORTATION COORDINATOR         DATE SUBMITTED:  2 Nov 89


    ORG:  P&PD, DOL�
�
2.  TO:  DIO, TRANSPORTATION DIVISION


         MOTOR TRANSPORT BRANCH


         ATTN:  OPERATIONS SECTION�
3.  NAME   Dena Rae Smith


    ORG    P&PD, DOL   


   PHONE   1-6742/4445


�
�
4.  TRANSPORTATION REQUIRED:





FROM 0800 13 Nov 89
