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(1) Stand in g Operating Pr ocedures for t he Us e of Non ­
Tactical Vehicles 

1. Situation . This Order promulgates policies and procedures 
for the accountabili t y and usage of all Non - Ta ctical Vehicles 
(NTVs) furnished by the installation . 

2 . Cancella t ion . 80 P4400 . 5F ; Command ing General (CG) Policy 
Letter 004 ~ 09 ; CG Policy Letter 13~14 ; a nd MCIEAST~MCB CAMLEJBu l 
4500 of 14 Aug 14 . 

3 . Mission. Provide policy , guidance , and standards f or 
al locating , operating , and maintainin g NTVs aboa rd the Camp 
Le jeune/New River Complex . All NTVs wil l be operated , 
inspected , and mainta ine d in compliance wi t h this Order . 

4 . Execution 

a . Commander ' s In t en t . Th i s Or de r establ ishe s procedu re s 
to ensure the Camp Lejeune/New River Complex staff , 
organizations , subordinate e leme nts , and tenant commands 
maintain a viabl e and safe NTV pr ogram . 

DISTRIBUTION STAT~M ~NT A: Approved for public release ; 
distribution is unlimited . 
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b . Concept of Operations . In accordance with the 
references , this Order will be adhered to by all MCIEAST-MCB 
CAMLEJ Ge neral and Special Staff Departments , subordinate , and 
tenant commands utilizing NTVs provided by MCIEAST-MCB CAMLEJ . 

5 . Adminis tra tion and Logistics . This Order will se rve as the 
primary source for NTV policies aboard the Camp Lejeune/New 
River Complex . Recommendations concerning the contents of this 
Order are invited . Such recommendations may be forwarded to the 
eG ' s MCIEAST - MCB CAMLEJ Assistant Chief of Staff (AC/S) , G- 4 , 
via the appropriate chain of command . 

6 . Command and Signal 

a . Command . This Order is applicable to MeB CAMLEJ and 
Marine Corps Air Station (MCAS) New River , their subordinate and 
t enant commands , and all personnel who operate MCB CAMLEJ NTVs . 

b . Signal . This Order is effective the da e signed. 

Commander 

DISTRIBUTION : A/C 
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Introductio n 

I . Mission . The mission of the Motor Transport Division (MTD) 
is to provide efficient , economical , and safe NTV services to 
installation and tenant organizations operati ng aboard t he Camp 
Lejeune/New River Comple x . 

2 . Organization 

a . The fleet Manage r is assigne d responsibilities fo r the 
administration , operation , allocation , and main t enance of a l l 
NTVs assigned to the Camp Lejeune /Ne w River Compl ex . In s upport 
of the MCIEA$T regional command role , the Flee t Manager provides 
direction and guidance regarding NTV operational and maintenance 
support issues . The term NTV covers commercially available 
owned , leased , or otherwise controlled passenge r and cargo 
vehicles , low - speed electric vehicles , trailer s , material 
ha ndling equi pment , eng i neer equipme nt , and ra ilway rolli ng 
stock . The t e r m passe nger carrying includes sedans , ambulances , 
buses , sport utility vehicles , pick - ups , and passenger vans . 

b . The Fleet Manager will continually review the quantities 
and types of NTVs and personnel requ ired to provide essential 
transportat ion support . Th e Fleet Ma nager will ensure t hat all 
NTVs are operated in the most efficient and cost effective 
manner, within the guidelines prescribed by the Department of 
Defense (000) and Headquarters , U. S . Marine Corps (HQMC) , and 
will make timely and appropriate recommendations to the CG 
MCIEAST - MCB CAMLEJ AC/S , G- 4 . 

3 . Resource Management . The CG MCIEAST - MCB CAMLEJ AC/S , G- 4 , 
retains the authority in determining the appropriate use of 
equipment resources . NTVs will be used for official government 
purposes only . Community services requests (i . e . , civic groups , 
religious organizations , scout activities , etc . ) are evaluated 
a g a i nst cur rent 000 and Marine Corps Orders , and t he possibl e 
l iability incurred as a result of pe rsonal inju r y , loss , o r 
damage of property . 

1 - 1 Enclo s u r e (1) 
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1 . Vehicle Classifications. Subsequent to the pooling of NTVs , 
resources are screened against mission requirements . Types of 
assignments are : 

a . " Class A 'l assigned NTVs are continually assigned to a 
section based on responsibility inherent to a position where 
immediate availability is deemed necessary . Class A NTVs are 
approved by HQMC. 

b. " Class B" assigned NTVs are fo r recurring dispatch for 
activities and functions which by their nature require the use 
of the same equipment on a regular and reoccurring daily basis . 
NTVs assigned in this category will not be assigned for purposes 
of convenience , to a specific billet , or to avoid the use of 
pooled NTVs ("Class C" assignment) . Class B assignments will 
only be considered when requirements cannot otherwise be met 
through the use of Class C NTVs , other means of transportation, 
or if it is determined to be the most cost effective . 

c. "Class C" assigned NTVs are for performance of service 
on an " on - call " basis and to provide equipment f or operation of 
certain sched uled services . On-ca ll dispatches provide services 
through a single short term dispatch of equipment , usually not 
longer than a duty day . 

2 . I?ooling 

a . NTVs wil l be operated from motor pools established by 
the Fleet Manager , except for those NTVs assigned as Class A or 
B. Class B NTVs are assets assigned to a unit or activity on a 
recurring basis for the use of official business . Class B NTVs 
will be dispatched by the unit or section to which assigned . 
Operators assume direct responsibility for NTVs assigned or 
dispatched to them . This responsibility includes safe 
operation, proper use , performance of such periodic maintenance 
as may be prescribed , and collection of operational data as may 
be required . 

b . Commanding officers (COs) and supervisors of sections 
having Class B assigne d NTVs will ensu re economical utilization 
of such NTVs . Centralized motor pools will be established in 
order to ensure proper dispatching, record-keeping , expenditure 
of funds , safety, and maximum utilization of this equipment . 

2 -1 E:nclos ure (1) 
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The fleet Manager is available to provide assistance upon 
request . Class B assigned NTVs will be made available to the 
Fleet Manager , upon request , to accomplish an assig ned mission . 

3 . Official Use 

a. Mi l itary , civilian , and contract employees may only use 
NTVs for official purposes . "Official purpose u involves using a 
NTV to perform the Marine Corps' mission . Guidance on use of 
NTVs is contained in reference (a) and is non-negotiable . NTV 
policies for the Marine Corps are outlined in reference (b) . 
Supervisors should familiarize themselves with these references . 
Personnel may only use NTVs when performing official government 
fun c tions or whe n travel i ng in the pe r forma nce of official 
duties . NTVs are not authorized for personal use or unofficial 
purposes . Supervisors must make decisions regarding use and 
assignment of NTVs based on legitimate official requ irements and 
not solely on the basis of rank , prestige, or personal 
convenience . NTVs are not authorized in support of private 
business or personal social engagements of military , civilian, 
contract employees , fami l y members , or others . Questions with 
regards to the official nature of an event will be vetted 
through the CG MCIEAST-MCB CAMLEJ (Staff Judge Advocate (SJA)) . 

b . Examples of personal business that do not justify the 
use of NTVs include , but are not limited to , the following : 

(1) Traveling to and from eating establishments , either 
on or off station , to include , but not limited to : a mess hall , 
Officer/Staff Non - commissioned Officer (SNCO) Club , base 
cafeteria , or a MCCS or commercial eating facility (e . g ., Food 
Court) unless specifica ll y required a s part of your duties, such 
as a commander inspecting a mess hall or a military law 
enforcement officer (while in a patrol status) eating in a mess 
hall . 

(2) Traveling to and from , or stopping at, any MCCS 
facility (e.g. , Marine Corps Exchange , Seven-Day Store, Food 
Mar t Gas St ation , or any club) to conduct pe rsonal business or 
for personal recreational purpose . 

(3) Traveling to and from , or stopping at , base 
recreational fac i lities , such as a fitness center , bowling 
alley , or a base theater to conduct personal business or for 
personal recreational purpose . 

2-2 Enclosure (l) 
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(4) Traveling to and from , or stopping at , a personal 
reside nce or parking NTVs at a personal residence or off-base 
location . 

(5) Travel to and from airports for official trave l. 
Special circumstances may be addressed and considered on a case­
by-case basis . 

c . Any member or employee who directs, authorizes , or 
utilizes NTVs for other than official purposes may be subject to 
administrative or disciplinary action . 

d . Ambulances , tank trucks , wreckers , fire trucks , dump 
trucks , and other special purpose NTVs will be used exclusively 
for the purpose intended . 

4 . Release from Liability . Except for active duty military 
personnel and civil service employees on official business, a 
Hold Harmless Agreement and Release from Liability (figure 2 - 1) 
form is required to release the United States Government , 
including all its subdivisions, officers, military personnel, 
employees and agents , from all liability for passenger injuries 
or deaths that may result from transporta t ion i n a NTV , whether 
caused by negligence or otherwise . The passengers also 
understand that the United States Government is not acting as a 
common carrier for hire and d oes not bear the liabilities 
attached to that status (passengers accept such transportation 
voluntarily) . 

5 . Transportation Support Request (TSR) 

a . Very Important Persons (VIP) Tra nsportation 

(1) Requests for VIP transportation services will be 
made through the requesting unit ' s or host command ' s S-4/G-4 a nd 
forwarded to the CG MCIEAST-MCB CAMLEJ AC/S, G- 4, Operations 
Division. Requests will be in writing or e-mail and must be 
submitted at least two worki n g days in advance . 

(2) Requests must include points of contact , date , and 
time vehicle is to repo r t , to whom , and destination of the 
vehicle , number and status of personnel to be transported , time 
and date of return , and any special requirements/instructions . 

(3) If request is approved by the CG MCIEAST- MCB CAMLEJ 
AC/S, G-4, Operations Division), the MTD will provide the 
reques t ed assets (as available) ; however , the requesting unit 
must provide operators for all passenger NTVs . 

2-3 Enclosure (1) 
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b . Routine Transportation 

(I) Requests fo r transportation services within the 
confines of Camp Lejeune/New River Complex will be submitted to 
the MTD Operations Manager via the r equesting unit's appropriate 
chain of command . An e-mail TSR (rigure 2-2) must be completed 
and submitted to : Vehic l e Requests@ usmc .mil at l east two 
working days in advance of t he s upport . When requesting 
transportation , include the following information : 

(a) Number of personnel and/or amount and type of 
cargo to be transported ; 

(bl Date a nd time of NTV pick- up ; 

(el Destination of NTV; 

(dl Whether or not ope rator is requested ; and 

(el Date and time NTV is to return ; 

(2) For II Marine Expeditionary Force (MEF) units , TSRs 
will be submitted through the Marine Air - Ground Task Force 
Movement Control Center (MMCC) for screening and forwarding to 
the MTD Operations Manager . 

(3) NTVs will be dispatched in the quantity and capacity 
required to meet the requirement . Determination of the quantity 
and capacity of NTVs required rests solely with the MTD 
Operations Manager or designated representative , consistent with 
vehicle availability , economy , and efficiency . Other methods of 
transportation may be more efficient, safe , and economical and 
as such directed for use . These include: 

(al Tactical wheeled vehicles . 

(b) Privately owned vehicle on a reimbursable basis . 

(c) Public , commercial , or contrac t ed transportation 
(e . g . , taxi , rental car , leased vehicle) . 

(4) Units utilizing NTV buses will appoint a unit leader 
to ensure proper conduct and safety is maintained . Equipment 
and weapons wi ll be properly stored to preclude damage . Opening 
the emerge ncy doors is prohibi ted except when required to leave 
the bus as a result of fir e , accident , or other similar 
emergency. 

2 - 4 Enclosure (1) 
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(5) The movement of heavy equipment (e . g ., tanks , 
Amphibious Assault Vehicles) requires a mi nimum of 10 working 
days lead time f or obtaining road permits . 

c . Cancel latio n of TSRs 

(1) When it becomes necessary to c ancel a TSR , such 
cancellation will be made as soon as possible , v ia the 
appropriate chain of command (II ME F un i ts via the MMCC) , by 
t elephone or e -mail (Vehicle Requests@usmc . mil) to the MTD 
Operations Manager . 

(2) In th e event NTV suppor t is not availabl e from the 
MTD, the TSR will be ret urn ed to the requesting unit sta ting 
such . This retur n correspondenc e allows the reques ting unit to 
pursue alternate means o f vehicle support (i . e ., commercial/ 
contract vehicles) . 

6 . Minimum Wal ki ng Di stance . A minimum walking dist ance is the 
one way distance between two poin t s that by virtue of being in 
the same general area makes it un r easonable to provide 
transportation . Minimum one way walking distance ru ling wil l be 
applied when it is determined that government transporta tion is 
not feasib le or cost e ffective . For the p urpose of NTVs , the 
minimum walking distance is established as one and one half 
miles . 

7. Pe rmissible Operating Di stance/Off - Base Trips 

a . The permissible operating distance (POD) established for 
NTVs to support administrative requirements arou nd the Camp 
Lejeune/Ne w River Complex is se t a t 150 miles (one-wa y) unless 
otherwi se authorized . 

b . Request s to e x c eed the POD and authorization to use the 
GSA Fleet Card for fuel pu rchase s will be s uppor ted by 
emergency, regulatory , or statutory requirements and submit ted 
bye- mail attachment (Request fo r Non-Tactical Vehicle Opera tion 
and GSA Fleet Ca rd Use Beyond Permissable Operating Distance , 
Figure 2 - 3) to the MTD Transportation Manager (vi a approp ria te 
chain of command) for approval a t least three working days pri or 
to the departu re date . Al l requests for transpor ta tion must be 
mission essentia l. Limitation o f NTV assets excludes the use of 
NTVs for Temporary Additional Duty (TAD) as signments outside the 
POD . For TAD assignments outs ide the POD , sponso ring unit 
orde rs will inc lude transportat ion fund ing for c ommercial ren tal 
vehicles . 

2-5 En c l osu re (1) 
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c . All POD requests from II MEF units will be routed 
through the MMCC for sc r eening . The MMCC will forward requests 
to the MTD Transportation Manage r for app r opriate support 
actions . 

d . Prior to dispatching NTVs off - base for trips outside the 
POD , units will ensure all safety checks , maintenance , and 
services - including a full fuel tank - are compl e ted as well as 
aut horization g r anted fo r use o f the GSA Fleet Ca r d as stated in 
in paragraph 7b above . Under no circumstances will the GSA 
Fleet Card be used to purchase food , lodging , or personal items . 

B. Dlspatched t o Residences . NTVs will not be d i spatched to , 
nor travel i n t h e proximity of , t h e domi cile of a ny person f or 
the purpose of transporting personnel to or from their home and 
place of employment/duty . This includes public quarters 
(hotels) , bachelor officer ' s quarters , and transient duty 
quarte r s . 

9 . MCCS . The CG MCIEAST- MCB CAMLEJ AC/S , G-4 may author i ze NTV 
bus service in support of authorized MCCS programs when such 
transportation can be provided wit hout detriment t o the mi s sion 
of t h e i nstal la tion . However , t hese services ma y r equire 
funding reimbu rs ement . 

10 . Emergency Vehicles 

a . " Emerge ncy NTVs " are defined as any law e n forcement , 
firefi g hting , a mbulance , crash and rescue , explosive ordnance 
disposal , or other response/pat r ol vehicles equi p ped with lights 
and sirens , to respond to emergency situations in an emergency 
mode . Range co n tro l , f l i g h t line , and wr ecker NTV s may a l so 
possess warning devices but are not cons i dered emergency NTVs 
and are subject to traf f ic regulations at all times. 

b . Operato r s of emergency NTVs are s ubject to all traffic 
regula t ions when not operating under eme r gency conditions . 
Emergency NTV operators will not operate their NTVs at any time 
at a speed that is not reasonable for weather , visibility , 
traffic , or roadway conditions . Per reference (c) , all 
emerge ncy NTV operators will pra c t i ce d u e regard for ot hers and 
only r espond i n t he emergency mode to true emergencies . 
Personnel are not allowed to "hang on" or remain in a standing 
position while aboard emergency NTVs . Operators are responsible 
for any negligent or reckless operation regardles s of the 
circums tances . 

2 - 6 Enclos ur e (1) 
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11. Licensing 

a. Civilians 

(1) Operato rs of NTVs under 10 ,00 0 pounds gross vehicle 
weight rating (GVloJR) must have a valid state driver's lice nse . 

(2) Prior to operation of any 4X4 NTV, operators must 
have a valid state driver ' s license and an OF- 346, U.S . 
Government Motor Vehicle Operator's Identification Ca rd (Figure 
2-4) . Operato r s mus~ thoroughly familiarize themselves with the 
designated vehicle's owner's manual. Upon demonstrating a clear 
understanding of the vehicle's ope rat io na l capabilities. the MTD 
Licensing Examiner will administer a 10 question test and 
endorse the operators' OF- 346. 

(3) Operators of NTVs 12,000 - 26 , 000 pounds 
have an OF- 346 and a valid state driver ' s license. 
medical certificate is also required. 

GVWR must 
A valid 

(4) Operators of NTV buses (must be at least 21 years o f 
age), special purpose vehicles (e .g . , emergency vehicles , 
boom/bucket trucks, garbage/sweeper trucks , dump trucks, 
communication/walk-in vans), and trucks over 26,000 pounds GVWR, 
must have a valid state Commercial Driver's License (COL) with 
appropriate endo rse ment or an Of-346 with COL equivalent 
cer tifica tion , and a valid state driver's license. A valid 
medical certificate is also required. 

(5) Operato rs of NTVs transporting hazardOllS materia l 
lHP.ZMAT) must be at least 21 years o f a ge to travel on state and 
Federal highways (less than 21 years of age operators are 
restricted to mili ta ry/Federal installations and will have an 
"ON BASE ONLY" stamped Of- 346), have an OF-346 wit h e quipment 
certification, a COL , o r an OF-346 with COL equiva l ent 
cer t ificat i on with HAZMAT endorsement. A valid state driver's 
license and medica l certificate are also required. 

b. Military Personnel. In addition to requirements 
ide ntified below, all military pe r sonnel under the age of 26 
must possess documented evidence of successful completion of the 
Nar ine Corps Safety Division approved Tra ffic Safety Course . 

(1) Operat ors of NTVs under 10 ,00 0 pounds GVWR must have 
a valid state driver 's license. 

(21 Pri o r t o ope rati on o f any 4X4 NTV, operators must 
have a valid state driver's l i c ense and an Of-346. Operators 
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must thoroughly familiarize themselves with the designated 
vehicle 's O\.,rner's manua l. Upon the operator demonstrating a 
clear understanding o f the vehicle's operational capabilities, 
the MTD Licensing Examiner will administer a ten question test 
and endorse the Of-34G. 

(3) Operators of NTVs 12,000-26,000 pounds GV\-JR must 
have a valid state driver's license and an Of 346 with proper 
equipment notations. A valid medical certificate is also 
required. 

(4) Operators of NTV buses, special purpose vehicles 
(e .g. , emergency vehicles, boom/bucket trucks, garbage/sweeper 
trucks , dump trucks, communication/walk- in vans), and trucks 
over 26,000 pounds GVWR, must have a valid state driver's 
license and an OF-346 with CDL equivalent certification. A 
valid medical certificate is also required. 

(5) Ope rators of NTVs transporting HAZMAT must be at 
least 21 years of age to travel on state and federal highways 
(less than 21 years of age operators are restricted to 
mi litary/federal installations and will have an ~ON BASE ONLY" 
stamped Of-346) and have an Of-346 with equipment and HAZt1AT 
certifications . A valid state driver's license and medical 
certificate are also required. 

c . Cont ractor s (with authority written in their respective 
cont ract s) 

(1) Ope rators must have a valid state driver'S license 
t o operate NTVs up to 26,000 pounds GV WR. 

(2) Prior to opera t ion of any 4X4 NTV, operators must 
have a valid state driver's license. Operators must tho roughly 
familiarize themselves with the designated vehicl e' s owner's 
manual . Upon the operator demonstrating a c l ear understanding 
of the vehicle's operational capabilities , the MTD Licensing 
Examiner will administer a ten question test and issue a 
Certificate o f Completion . Proof of training certification must 
be submi tted with the TSR when requesting a 4X4 NTV. 

(3) Ope ra tors of NTV buses, special purpose vehicles 
(e . g . , NTV emergency vehicles, boom/bucket trucks , 
garbage/s\.,reeper trucks, dump trucks, communication/walk-in 
vans), and trucks over 26,000 pounds GVWR must have a COL with 
endorsement for such vehicles. A valid medical certificate is 
also required. 
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(4) Operators of NTVs transporting HAZMAT must be at 
least 21 years of age to travel on state and Federal highways 
(includes government installations) , and have a CDL or 
applicable certification with HAZMAT endorsement . A valid state 
driver ' s license and medical certificate are also required . 

d . Specific Information 

(1) Bus Operators . Operators of NTV buses will be at 
least 21 years of age , have a current medical certificate, and 
have successfully completed a bus operator ' s course . All buses 
are divided into three categories : school bus , standard bus, or 
coach bus . Bus operators must have an OF- 346 with appropriate 
endorsements for each type bus (weight a nd capacity). 

(2) Emergency NTV Operator Training . In addition to the 
driver selection and training requirements ~n reference (a) , and 
prior to driver assignment of an emergency vehicle, the 
following is required: 

(a) All training will occur during on-duty time and 
at no cost or expense to the service member or civilian 
emp loyee, to include annual leave . 

(b) Before being assigned to operate police , 
ambulance, fire , crash and rescue , or other response/patrol NTVs 
equipped with lights and sirens (to respond to emergency 
situations in an emergency mode), operators successfully 
complete emergency NTV training . The NTV Emergency Vehicle 
Operator Training Course (EVQC) must be conducted by the unit's 
certified instructor . All emergency NTV operators will complete 
refresher training every three years . 

(c) NTV EVOC training will include instruction in 
applicable laws and regulations (Federal , state/local , and 
installation) ; safe operating practices under normal and 
emergency conditions (include hands-on , behind the wheel 
practice/training in collision avoidance and evasive 
techniques) ; and emergency NVT inspection and primary preventive 
maintenance (PM) . 

(3) For ammunition and explosives (A&E) material 
endorsement , refer to references (d) and (e) . 

(4) Personnel that require a license to operate material 
handling equipment (MHE) , refer to chapter 6 . 
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(5) Personnel that require a license to operate 
engineer , weight handling , and construction equipment refer to 
chapter 7. 

(6) For HAZMAT endorsement , military personnel must 
attend the Environmental Management Division (EMD) course EMI03 , 
"HAZMAT Transporta t ion for Drivers" . Civilians and contractors 
must receive endorsement per state requirement to travel on 
public roads . 

(7) Drug Abuse Testing . CDL operators in designated 
positions under provisions of employment are subject to the 
substance and alcohol testing rules . Active duty military 
personnel are e xempt from the testing rules . 

(8) Supervisors must conduct sig h t checks and semi­
annual reviews to ensure personnel operating NTVs possess valid 
licenses and medical certificates (if applicable) . Questions 
regarding licensing may be directed to the MTD Licensing 
Examiner. 

e. Issuance of Optional Form (OF-346) U. S . Government Motor 
Veh ic l e Operator ' s Identification Ca r d 

(l) Applicants will be screened based on driving reco r d , 
attitude , and aptitude. Commanders will conduct applicant 
interviews to determine qualifications based on past driv i ng 
record , physical , and mental capacity . Applicants must be 
trained and qualified in the operation of the NTV for which a 
license is being requested . An App l icat i on f or Government 
Vehicle Operator ' s Permit, NAVMC 10964 (Figure 2 - 5) , is the 
official document t o initia t e licens i ng a ction and must be 
submitted with blocks 1 through 17 completed , and 2 weeks prior 
to the ini t ial exam or expiration if the OF-346 is to be r enewed 
or upgraded . For license upgrades, renewals , and issuance of 
duplicate licenses refer to reference (d) . 

(2) Applicants under 26 years of age must possess 
docume n ted evidence of successful completion of the Marine Corps 
Safety Division approved Traffic Safety Course prior to applying 
for a government license . Civi l ians and military pe r son nel must 
first possess a valid state driver ' s license . 

(3) Personnel undergoing NTV driver training will be 
under the direct supervision of a qualified government licensed 
operator at all times . NTVs utilized for driver training will 
display a " STUDENT DRIVER " sign on the front and rear of the 
NTV . 
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(4) A medical certificate (military personnel obtain at 
unit ' s aid station ; civilian personnel obtain at Building 65 or 
personal physician) is required when operating NTV buses , 
special purpose equipment (e . g . NTV emergency vehicles , 
personnel aerial devices/bucket trucks , sweepe r trucks , 
communication/walk-in vans , dump truc ks , rubbish col l ection 
vehicles , HAZMAT vehicles , or wreckers) , material handling 
e quipment , weight handling equipment , engineering and 
construct i o n equip ment . Additionally , a medical certificate is 
required for all personnel to operate any vehicle over 12 , 000 
pounds GVWR , and must be renewed every three years . For HAZMAT 
and A&E operators , a medical certificate is required and must be 
renewed every two years . 

(5) Testing is admin istered on a tightly regulated 
schedule ; therefore , it is imperative that personnel be on time 
and fully prepared . If an appl i cant i s unable to attend , units 
are requested to notify the MTD Licensing Examiner at least one 
day prior for rescheduling . Exams rescheduled within two weeks 
wil l not require a new a pplication . Personne l who fail to 
report for a scheduled appointment will be reported to their 
command . 

(6) Upon s uccessful completion , the MTD Licensing 
Examiner will provide a copy of NAVMC 10964 and OF- 346 to the 
ope rator . Alteration o f an OF- 346 will void the license . 

(7) Results of all examinations will be provided to the 
operator for appropriate record actions with their command . 
Personnel who fail to qualify may submit for retesting within 
eig h t weeks withou t submitting a ne w a p plica t ion . 

(8) An OF-346 for material handling equipment (MH E) and 
eme r gency NTVs is valid for three years . All other NTV licenses 
are valid for four years or up t o the expiration date of a 
civilian operator ' s state driver ' s license . For military 
personnel , eight years from date of issue , unless r e voked , 
suspended , or separated from service . Endorsement o f 
"EXPLOSIVES DRIVER" and " HAZMAT " on the OE' - 346 is valid for two 
years . An OE'-346 is void upon separation from the military ; 
civilian employees must turn-in their OE' - 346 to the MTD 
Licensing Examine r whe n e nding employment aboard t h e Camp 
Lejeune/New River Complex. 

(9) An OF- 346 will be issued to opera t ors who 
successfully complete the EVOC t raining . The EVOC endorsement 
ensu res the operator has met the requirements of the course and 
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fully understands the responsibilities of operating an eme rg ency 
NTV in the emergency mode. The endorsement of " EVOC Qualified " 
on the license should not be confused with NTV specific 
training . Initial EVOC training and renewal training will be 
conduc t ed with a squad car . For emergency NTVs larger tha n a 
standard squad car , a NTV specific endorsement will be recorded 
on the OF-346 (e . g ., ambulances, rescue trucks , fire apparatus , 
and all emergency NTVs over 10 , 000 pounds GVWR) . 

f . Loss of Driving Pr ivileges . Violations o f installation 
regulations and traffic laws may result in revocation or 
suspension from operating NTVs . Commands will notify the MTD 
Operations Manager in the event an operator ' s driving privileges 
or license is revoked or suspended . 

12 . Dispatching 

a . General . NTVs must be dispatched . Automated or manual 
systems may be used . If a manual system is used , a Vehicl e and 
Equipment Operational Record (figure 2 - 6) and a Da i ly 
Dispatching Record of Vehicles (figure 2- 7) log will be 
completed and retained in accorda nce with reference (b) . 
Records or dai ly checklists for l oad lift in g equi pment will be 
comple ted and retained in accordance with reference (f) . All 
dispatchers must be appointed in writing by the appropriate 
command and possess desktop procedures for dispatching . 
Dispatchers will maintain absolu t e control and accountabil i ty of 
NTVs , to include fuel keys . 

b. Dispatching Procedures . 
allowing it to depart the motor 

Prior to dispatching a 
pool , dispatchers will : 

NTV and 

(I) Ensure the operator is properly licensed , rested , is 
in the proper uniform or civilian attire , and has the following 
items in their possession : 

(a) Armed forces Ide ntificat ion Card or contractor ' s 
identification card (as applicable) . 

(b) Valid state driver ' s license , COL , and medical 
certificate (as applicabl e) . Operators with out-a i -state 
license must read and understand state and local driving 
regulations including the Motor Transport SOP of the dispatching 
unit . 

(c) Driver ' s improvement card (for operators under 
26 years of age) . 
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(dl OF-346 , Government Motor Vehicle Operator ' s 
Identification Card , as required , with proper equipment 
endorsements . 

(el Accident - Identification Card (Figure 2-8) I 

Moto r Ve hicl e Accident Report (Figure 2-9) , and Statement of 
Witness (Figure 2 - 10) form . 

(fl Sa fe t y equipment (e . g ., fire extinguisher , etc . ) 
appropriate for the type of NTV load . 

(2) Validate that a NTV i s required and authorized for 
the stated mission . With the operator , ensure the NTV is 
serviceable , safe for operation , and appropriate for the 
assigned mission . 

c . NTV Turn-in Procedures . Upon completion of vehic l e use , 
dispatchers will : 

(1) Before releasing the operator , ensure all post 
operations checks and services are complete, equipment is clean 
inside and out , and the NTV is refueled . 

(2) Close ou t the Vehicle and Equipment Operational 
Record (figure 2 - 6) . 

(3) Report maintenance discrepancies to the Respo nsible 
Officer (RO) . 
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HOLD HARMLESS AGREEMENT AND RELEASE FROM LIABILITY 

I. .--"''''';;;;;r.;;;;;;:;;;;;;-;;;;;;;;;;;-''"''';;;;;,----- on my own behalf, In consideration 
(PooleefApplicants printod full name) 

and for the purpose of 
(Name of Event) 

release liability to the United States Marine Corps. and all personnel, agents, or employees, therein, 
acting officlally or otherwise; from any and all injuries Incurred enroute, during. or returning from this 
aclivity. I acknowledge that this agreement is limited solely for the purpose of the aforementioned activity 
and binds the United Siaies In no manner Whatsoever. Furthermore, I altest thaI this agreement is 
entered into voluntarily and thaI' understand Ihat participation in the aforementioned 8CUVity is also 
voluntary. I acknowledge that I have been provided the opportunity to ask questions as to any of the risks 
foreseeable in connection with the aforementioned activity and transportation connected torfrom this 
activity, which will be on ___ -..,:;:-:--:-:,---:;-_____ _ 

(Dale 01 Evenl) 

This agreement has been explained as to the above terms, provisions, and statements and I hereby 
accept all the said terms, provisions, and statements listed above as my own unconditionally and 
voluntarily. 

(Signature 01 Pootee/Applicant) (Date) 

PARENTS OR GUARDIANS AGREEMENT 

To be used when poolee/applicanl is a minor under 18 years of age. INlle hereby execute and subscribe 
to the above waiver aslhe parents or guardian of the named minor and consent to his/her being on the 
property, or using the indicated facilities on the stated military activity. lNoIe join(ly and severally, lor 
ourselves, our heirs, executors and administrators, agree to hold harmless the United Stales Marine 
Corps, its officers, personnel, agents and employees, acting officially or otherwise, against aU suits. 
actions, claims, costs or demands, whether ariSing from sote or concurrent negligence or otherwise 
(including Ihose resulting from death, personal injury and property damage) to which the United States, its 
officers, personnel, agents and employees may be subjecl by reason of being on the property or using the 
Indicated facil ities of the stated military activity for the activity described above. 

(Printed Name of Minor) Signature 01 (Parent or Guardian) 

EMERGENCY DATA INFORMATION 

Notify Address 

NAVMC 11 6BO (11·09)(EF) 

(Date) 

Telephone 

: 
i 

AdObo Designer 8,0 

Figure 2-1.--HOLD HARMLESS AGREEMENT AND RELEASE FROM 
LI ABILITY 
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Motor Transport Division 
TRANSPORTATION SUPPORT REQUEST (TSR) 

,MI NIMUM ~Ui8S, ADVANCE NOT IFICA lION REQUIRED) 
"EXCEPT" 

HEAVY EQUIPMENT REQUESTS (IE: TANKS AND AAV'S) WHICH REQUIRE A MINIMUM OF .10_WQRKING DAn ADVANCE NOTIFICATION 
TO OBTAIN ROAD PERMITS 

1. REOU£StlNG UNIT: ________ ___________ ______ _ 

2. m,OUESTOR (GS·M;·6 OR ABOVE): ________ _ _ _ ____________ _ 

3. POC{GS·S/E-6DR A80VE): ___________________ _ ___ _ 

4. POC PHQNE.: _____ ______ ___ _________ _ __ ___ 

5. MAJOR CO~tWINVIH<».·.E UNIT POC: ____________ ________ ___ 

6. MIlleR COMMIINDIHOME UNIT PHONE: ___ _________ __________ _ 

1. IllI.llNGPOC & PHDNU: _________________ _________ _ 

8. TYPE OF VEHICLE: _ _ _______ ______ ___ _____ _____ _ 

a NUMBEROFVEH~ES: _______ _ ______ ___ _ _____ ___ _ 

10. REPORT r O LOCATION: ___________ _______________ _ 

11. oeSTINATlON: 

' 2. REPORT TIME: _____ _ _ REPORT DATE: _ ______ _ 

13. RETURN TIME: RETURN OATE: _______ _ 

14. ISORIVERNEEOEO: _______________ _ ___ _ _ ___ ___ 

15, TYPE OF CARGO: _ _____________ __________ _ _ 

1 ~ NUM9EROFPAX: ______________ ________ ___ _ 

11. MISSION OF lHE VEHICLE: ___________ _ ____ ______ ___ _ 

18. RI:MAAKS: 

'SILLING INFORMATION REQUIREMEtfT : IF A NON RESIDENT UNlT Of THE CAMF' LEJEUNE/NEW RIVER COMPLEX. BILLING INFOllMA lION 
MUST BE PROVIDED TO THE COMPTROLLERS OFFICE (9\O,45\ '~OS9) PRIOR TO CHECKING OUT VEHICLES, 

'PER~USSllllt.E OPERATING DISTANCE (POD) REQUIREMENTS: IF TRAVeliNG OUTSKJe THE POO (I50MILES fROM THE CAMP LEJEUNEI 
NEW RIVER COMPlEX), A POD REQUEST MUST ACCOMPANY THIS TSR ANO DE fOOWAROED TO shena !onel@lmnc.milFOR 
ASSES SMENT. (n MEF UNIT REOUESTSARE TO BE ROUTEOVIAllnll!tmlllCC®u~mc.mlIONCE N'PROVEO,/lEOUESTORS WIll OE 
NOTIFIED AND PROVIDED VEHICLE RESERVATION CONl' IRMATION. 

'USE Of GMF.: IIIAVE RT:AOANQ UNOERSTANO THAT USE OF GME MUST 8E IN COMPlIANCE WllIl CG, MClEAST,I.\C8CAMLEJ POLICY 
t ETTER OO(·09. AUTilORIZED USE OF GME. 

PmledSignal\lfe: ___ __________ _ 

Signalure: 

RESERVATION NO: _____ _ ___ _ 

VEHIClE NO: ___ - - ___ -..,.- - -

o .ReQue.slOij"'I!Q!lI)'e(\ If Ihl' Unit Plans 10 nlqlM!t.t II short I"rmlono lorillb ¥ohldo(s), IlIIs form along wlill Iho Bua MolorTransport' , 
m. II, lIhould bo lorw.rdod 10 M. rlne Corps 8aoo, Camp LoJoun. Co·nlracUng. 

PROCESSING OfflCI.o\l· _____ ___ ___ __ _ 

MCIEAST,I.\CO CAl.\lEJJG·4ISMTI1 (9113) PREVIOUS EDITIONS 08SQlET(, AODSE 9.0 

Figure 2-2 .--TRANSPORTATION SUPPORT REQUEST (TSR) 
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UNITED STATES MARINE CORPS 
F: _. k. 

..~.~fFO>TO 

From: Co~nding Of tl cer or Officer in Charge 

11240 

'" DATE: 

To, Commanding General , Har lne Corps Installations Ea st - Camp Lejeune 
(Attn: Motor Transpo rt Division Ope rations Offi cer) 

Via: Unit Non-Tactical Vehicle RO (if using unit ' li ,."signed vehiCle) 

Subj : REQUEST FOR NON-TACTICAL VEHICLE OPERATtoN AND GSA FLEET CARD USE 
BE:YONO PERMiSSIBLE OPERATING DISTANCE 

I . The !ollrrwing information is provided : 

a . Purpose of trip : (Be speci fi c) 
b . Destination address : (8ase . City and State) 
c . Distance : (Nut:lber of road miln) 
d . Departure Date : (self-exp l anatory) 
e . Time of Departure : (self- explan"tory) 
f. Ptllnn"d return Daco, : (self - explanatory) 
g . Planned tiTne of ret(lrn : (se lf·expl ~nHory ) 

h. Driver ' s n~me and rank : (~elf-ey.planatory) 

i . A/Driver's name and rank : (~elf -e",p lanatory ~ee note 1) 

1. RO(lte : (Exact. rO(lte of trave l by road name/nllltlberl 
k . tlmnber~ of pa~ senqers : (self- expland.tory) 
I . Vehicle n(lmber and unit a,,,.igned to : (entire vehicle number) 
!II . Refuelinq wil l be accomplished with vehicle apecific GSA fleet card . 

(See note Z) 
n . Mi ss ion corrunandor/OIC for movement: (!iam" ar'ld phone number) 
o . Ju.sti fi clltion : (See nOte 3) 

Z . Point. of con t. ac t: concerning thi ,. mOltte! i .s ____ at. (910) 451 -:{xxx . 

SIGN ATURE 

NOTE 1 - Licen.sed ";"- driven are required for movement.s ou t side the POD . 
NOTE Z - tf the POD is approved th" driv". wi l l nee d to t a~e the GSA fl ee t 
Card to MTD for activa tion as in.s tructed i n approval . 
NOTE 3 Why use of non-tactica l ve hicle is required for this mission . 
NOTE 4 - Document must be signed and scanned into PDf format . 

figur e 2 -3 . - -REQUEST fOR NON - TACTICAL VEHICLE OPERATION AND GSA 
fLEET CARD USE BEYOND PERMISSIBLE OPERATING DISTANCE 
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Figure 2 - 4 . - -U . S . GOVERNMENT MOTOR VEHICLE OPERATOR ' S 
IDENTIFICATION CARD 
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APPLICATION FOR GOVERNMENT VEHICLE OPERATOR'S PERMIT / 1 1240) 
NAVMC 10964 IREV. 2.901IEFllP,oyjouI .dliion. or. ob,c>lelol 
ISuP<l'"'''' NAVFAe FORM 9· 1 1240110 fOR USMC u • • . 1 

PART I APPLICATION 
1. NAME (lost, fII'I ' . Mi"~"1 3. 55N IL.o.n '0l1l'i1 4. OROANI~ATION 

6. SEX 

PAST DRIVING RECORD 
, 2. STATE OF ISSUE 13. LICENSE NUMBER 14. ISSUE DATE 

17. COMM ANOING OffiCER'S SIGNATUR! 

' RECOMMEND TIiIllT THIS INDIVU)UAl Elf fXAMIHEO FOA 
OIJALIHCATIDN TO HOLO THE OF :,.0 

11';. X. 

PART II EXAMI NATION 

18. QUAlifiCATION TUTS (CHECXI 

TEST ." IJN SAT TEST .M iJNSAT 

PItYSICAl HEARING 

WRITTEN R[ ... e TIeN liME 

, 

1(5T 

VISION 

SX ILl 

11. DOB 

IS . CLASS OF VElllClE 

... UNSAT 

MAO DIATICROSS COUNTRY SPECIAL DIIAtlnCA TION 

19. RESTRICTIONS, IlItl) CHECK HERE IF NO NE D 
PART III LICENSE ACTION 

20. CATf:GOAV IChoclc Onol 21 . CLASS OF llCEN SE IChu~ an . ha. ~pplyl 

NEW 0 RENEW 0 UPGRADE C IDUPUCATE 0 COMMERCIAL 0 TAC TICAL 0 BUS 0 TMCTDII 0 
22. CLASSES OF VEIIiCLE S (Chock a ll lhal OpplyJ 

SEDANSJSTATIONWAGONS 0 l llUCKS TO TON D TRUCK·TRACTOR TO __ TON D BUSSES TO _ _ PASS 0 

23. SPECIAL OUAtiFICATIONS, 

SEMl fAAIUR REFUEUIl 0 
EMERGENCY VHtlCLE D 

RECOVeRY VEItJClE 0 
2_. VEIIICLEIEOUIPMENT CLASSES OUALlFlfO TO OPERATE LIST: 

26. SIGNATURE OF LICENSING £XAMJNER 

I CERTifY THAT TillS INDIVIDUAL IS OUALlflED TO OPERATE 
THE A!lOVE LISTED EQUIPMENT. 

TRUCK WIT H fULL TRAilER 0 
HAZAnODUS MATERIALS D 

ISlgnOllHol 

OHlE R (SrECI ~YI 

Adc"oo Designer 8.0 

Figure 2- 5 . --APPLICATION FOR GOVERNMENT VEHICLE OPERATOR ' S 
PERMIT 
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VEHICLE AND EQUIPMENT OPERATIONAL RECORD (11240) 
I "",no v_v,r._., , 

I I 
• 

I""" TIME MilES 

I I 

TOTAL I 

1M 
TOTAL 

, OUT 

TOTAL 

= .. ~~ ",~"'QI O[~S , 

1 

I. BEFOOE OPI':RATION ~ 2. OURINGOPEAA11()t.I AFTER OPERATION 

" 

, I 

S" SATISFACTORY NA '" NOT APPLICABLE X :: DEFECTIVE 

NAVMC 10627 (REV. l1 ·94) IF.F) (PREVIOUS eOITlON WlLl ll!: USED.) Adobe Designer 8.0 

Fi gure 2-6 . --VEHICLE AND EQUIPMENT OPERATIONAL RECORD 

2 - 19 Enclosure (1) 



DESTINATION 

• 
AA~~ w;"' 

;0. 

;; 

:~ 

;, 
:; 

" ;; 

;; 

~: 

;; 

iO 

;; 
;;' 

;; 

ii 

;; .. 
;~ 

TOTALS 

'0' 

""!W~l -~;~ '" lEo\G~ 

• 
.(lIRS , 

MCIEAST-MCB CAMLEJO 11240 . 1 

1 5 DEC 2015 

USER SIGNAlUflE 

• 

NOTE. . S>gnalu,es oltl>e d~PBlch". cl"l1~lc'. and use. 1n\l1e;)1o thai yt~e wa, dllpalched aod used (01 OfflelDI Government (ly,lness ONLY. 
Operator's SlgODlu,c 0110 /fldlca lcs dally OEFORE, OURING. and AFTER ope,alOr pl<lVClr\IM.I mllnten;l1\U theW 800 services were 
8teOmj)11Shed. 

REMAIlKS 

Figure 2 - 6 . - -VEHICLE AND EQUIPMENT OPERATIONAL RECORD­
CONTINUED 
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Figure 2-7 . -- DAILY DISPATCHING RECORD OF VEHICLES 
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ACCIDENT ~ I ENTIFICATION CARD 
(TIfIS FONM IS SU8JECTTO TifF. 

I'RIVAC Y AC1'01' 1974 · Sf:,'t: REVf:RSt:) 

~"! GOrrClSp:?~~nGO 'ego.d ng aCCIGOnt 
:mould be eddrenod 10: 

MAKE REFERENCE TO 
DATE OF AlOCIOt:N I 

MAKE Alilfj TYPE: O F VEHICLE 

Ri!(';ISTRATlON NO. 

1I.Ili lvER (1.(1</ ",,,,,~. jir-sf ""m~· m"""~ fllil/al) 

15:>N (LAST FOUR) I uRADE 

I ORGANIZATION 

PM~vlOuS EO"'ON DO Form 518, OCT 78 
I$OIISOLE1E. 

JuSob> P"'~ .. >Ional l 0 

++ 

++ 
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r---------------~ 

PRIVACY ACT STA TEMENT 

AUTHORlrY: &c 6J6". T/II~ J/. USC ami £0 
gJ91. 

PRINCIPAL PURPOSE: To pro~i<k f'C,ums 
'"w>f,n/III (m nccldM' w/," " Dof) o"',,~UI""r~d 
""h1C/~ lite /d,'mll)' 0/ 'he PC/SOlI ... 111, Ih" 
,,,,,It,,,II}' I<> acl ""lh~ mnllu. 
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Chapter 3 

Safety 

1 . Operator Responsibilities 
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a . General . Operators of NTVs will comply wi t h all local , 
state , and federal traffic regulations , as well a s t hose 
directed by military authorities . Per reference (el f the seni or 
membe r riding in a NTV , whether driver or passenger , is deemed 
to be in charge of that vehicle and is responsible at all times 
for its lawful operation . The operator of the NTV is 
responsible for the safekeeping a nd maintenance of all tools and 
accessories that are associated with the equipment . Missing or 
unserviceable tools and accessories must be brough t t o the 
attention of the RO . 

b . Driving Duration 

(1) Operators will be provided with at least eight 
consecutive hours of rest (off -duty) during a 24-hour period. 
Unit commanders will ensure tha t preceding a known prolonged 
work or sleep-loss period , off-duty time will be kept as free of 
work related requirements as possible a nd, ideally , should be 
spent at rest or asleep. 

(2) Per reference (g) , operators of NTVs will not drive 
more than 10 hours in a duty period (including rest and meal 
breaks) or when f atigued , ill , or under the influence of drugs 
o r alcohol . Operators will take r est breaks (at least 15 
minutes) every two hou r s of driving or every 100 miles, 
whichever occurs first . These breaks are in addition to regular 
meal breaks . Unit commanders in support of NTV operators in 
mission essential billets requiring shifts in excess of 10 hours 
(e.g . sec urity pat r ols , severe weather operations , training 
support , snow removal) , will develop specific written procedures 
to minimize the hazards of increased mission-required driving 
time and rest-recovery guidance . 

c . Eating , Drinking , and Cellular Phone Use . Eating , 
drinking , or the use of tobacco products is prohibited while 
operating a NTV . With the exception of personnel noted in 
reference (cl , the use of cellular phones or other similar 
electronic devices is prohibited while operating a NTV . 
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d . Vehicle Checks . Operators wi ll check the NTV for safety 
a nd service before operation , duri ng operation, and after 
operation . At minimum , operators will : 

(1) Check for presence of damage and pilferage of 
equipment . 

(2) Check for fire extinguishers (if appli cable) . 

(3) Check the instrument panel , brakes , clutch, steering 
mechanism , all lights , reflectors , and drain air tanks (if 
applicable) . 

(4) Ch eck engine oil, fuel (to include diesel exhaust 
fluid as applicable) , transmission fluid , brake fluid, 
windshield washer fluid , power steering fluid and coolant/anti­
freeze . Check for leaks , unusual noises, engine operation , and 
condition of belts and hoses . ror U. S . Marine Corps (USMC) 
owned NTVs , operators may stop by Building 1502 or Building 
ASll8 for f luids top off . Units possessing General Services 
Administration (GSA) NTVs may purchase fluids by taking the 
vehicle and respective GSA Fleet Card to an approved vendor . 

(5) Check tires for damage , wear , and proper inflation . 
Remove and replace defective , unserviceable or fl at tires and 
replace with t he spare . USM C owned NTVs with defective tires 
will be brough t to either Building 1502 or Building ASll8 in 
order to have the tires repaired or replaced . GSA NTVs will be 
taken to an authorized vendor. Tires should be replaced 
whenever the tread is less than 2/32 " (except Fire Apparatus 
Equipment which is defined at less than 4132 " ) in order to 
sa l vage tires suitable for recapping . 

(6) Check all wheel lugs for tightness . The operator of 
a loaded truck equipped with dual wheels that has been 
dispatched beyond 50 miles will stop at least once to inspect 
the NTV load and check for distressed tires . 

(7) Prior to conne cting a tractor to a semi-trailer , 
operators will inspect the king pin and fifth wheel plate for 
damage or deformity . In the event damage is identified , 
equipment will be inducted into maintenance . 

(8) Clean inside of NTVs daily , to incl ude the ca b and 
bed of trucks and scooters . Keep the outside of vehicles clean 
and wash weekly . 
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(9) Report any discrepancies in the remarks section of 
the Vehicle and Equipment Operational Record, NAVMC 10627 
(Figure 2-6) and notify the appropriate dispatcher and 
supervisor . 

e. Speed Limits . Operators will comply with posted speed 
limits . No person will drive a NTV at an excessive speed than 
is reasonable and prudent with due regard for traffic , road 
surfaces , weather conditions , and width of the roadway . The 
maximum speed in reverse is 3 miles per hour . The maximum speed 
limit on unimproved roads or cleared trails is 15 miles per hour 
where authorized . 

f. Backing . No ope ra tor wi ll back a NTV until such a 
maneuver can be made safely . Operators will physically check 
the surrounding area and sound the horn prior to backing . When 
it is determined that the NTV cannot be backed safely , the 
operator will not move the NTV until assistance can be obtained . 

g . Safe Driving . All personnel must wear safety belts when 
the NTV is in motion and are subject to state occupant restraint 
laws . Operators will not follow another vehicle so closely to 
preclude stopping safely and e as ily (apply the 3 second rule) . 
Operators of NTVs will always drive in the right hand lane 
except when making left turns on a dual highway or when passing 
a slower moving veh i cle or obs t ruction . 

h. Parking . When parking on a grade , operators should 
place the NTV in park/low gear , set the parking brake , and turn 
the front wheels towards the curb. Operators will remove the 
keys and lock any NTV prior to leaving it unattended . 

i . Alcohol, Narcotics , and Other Dangerous Substances . No 
person who is under the influence of alcohol , narcotics , or any 
other debilitating substances will be allowed to operate a NTV . 
The operator should consult a physician prior to driving when 
taking medication (also inform appropriate supervisor) . No 
person will consume alco ho l within eight hours prior to 
operating a NTV. 

j . Attire . All personnel traveling in NTVs will be 
properly attired . Service members will either be in uniform or 
in proper civilian attire . Civilians will be dressed in 
clothing that meets the standards of safety , decency , neatness 
and cleanliness . Clothing which is torn, ragged , excessively 
dirty , revealing, or contains messages inconsistent with Marine 
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Corps policies (e . g. , drugs or illegal activities) will not be 
worn . 

k. Vehicle Idling. Operators will not leave NTVs idling 
more than 5 consecutive minutes in any 60-minute period, except 
as required by maintenance and emergency NTVs . Fue l costs , 
heal t h and air quality concerns , and common sense make it 
appropriate to limit NTV idling . 

1 . Accidents/Incidents . Applicable government NTV mo t or 
vehicle command and operator responsibilities are contained in 
references (a) through (el and {el through (h), which include 
the immediate reporting of accidents or incidents occurring 
while havi ng custody of , or whe n opera t ing a NTV . Evidence of 
NTV accidents or incidents, not the result of normal wear and 
tear or defective workmanship, will be investigated by the using 
unit and a written report forwarded to the Fleet Manager . Upon 
validation of the report , the NTV may be reclaimed and not 
returned to the using unit , and the operator may be subject to 
unit disciplinary actions . The using unit will be charged for 
all costs incurred from accident or incident damages . 

2. Routes of Travel . Except under special approved 
circumstances through the CG , MC1EAST-MCB CAMLEJ AC/S , G- 4 or 
emerg ency substan t iated situations , ut il ization of NTVs wi ll be 
limited to improved roads (i . e ., asphalt , concrete , packed 
gravel) that can be traversed without injury to the occupants 
and damage to the NTV. NTVs will not be used for cross country 
or transit through water above the vehicle axle . The following 
roadways will not be utilized by NTV operators : 

a . Piney Green Road . 

b. Bear Creek/Queens Creek Road from Highway 172 to Highway 
24 . 

c. 
Cherry 
Road . 

Cutoff roads between Highway 24 and Route 70 to MCAS 
Point; Highway 1756 (Nine Mile Road) and Catfish Lake 

3 . Public Highways . The only public highways authorized for 
the movement of semi-trailers are : Highways 17 , 24 , 1-40 , 70 , 
1-95 , 172 , and 210 . Public highways not listed here in wi ll not 
be utilized without prior approval of the CG MC1EAST-MCB CAMLEJ 
(Director of Safety) . 
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a . NTVs will not be fueled in a closed building . 

b . Operators will turn off engine and lights while taking 
on fuel . 

c . Smoking and/or the use of lighters/matches is prohibited 
within 50 feet of t he fueling po in t . 

d . Us e of elec t ronic devices while fueling is proh ibi t ed . 

e . Fuel will be replenished at the installation fuel 
station using the NTV a ssigned fuel ke y . For tr i ps e xceeding 
the NTV tank capacity , units (via the appropriate chain of 
command) will request a GSA Fleet Card from the MTD 
Transportation Manager three days prior to the departure date . 
Under no circumstances will the GSA Fleet Card be used to 
purchase food , lodging , or personal items . 

f . NTV operators making extended trips beyond the normal 
operating radius (75 miles) from th e Camp Le jeune /New River 
Complex will submit a GSA Fleet Card Request bye- mail at least 
three days prior to departure to the MTD Transpo r tation Manager . 

g . It is prohibited to use the fuel key or GSA Fleet Card 
for any veh icle other tha n the as s igned NTV . 

5 . Passenger and Cargo Restrictions 

a . No person will be permitted to ride on a tailgate , 
run ning board , side , or on a ny ex posed part of a NTV . No part 
of a person ' s body, equipment , or weapon will protrude beyond 
the exterior of the NTVs cab . 

b . NTVs will not exceed the passenger capacity designated 
by the manufacturer . Transporting pe rsonnel in th e bed of a 
truck or cargo area is strictly prohibited (to include covered 
beds and cargo areas) . 

c . NTV operators will adhere to applicable Federal and 
State directives and the NTVs owner ' s manual for proper loading 
procedures . Care will be taken to not exceed the NTVs load 
limit. All cargo will be secured using appropriate straps/tie­
down devices . 
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d . NTVs will not be utilized to load or unload cargo 
directly from shipside . Suc h cargo must b e stag ed and the n 
loaded . NTVs will not be loaded aboard any type vessel or rail 
car . NTVs are not deployable . 

e . NTVs will not be operated on warehouse loading ramps , 
with the exception of certain MHE and scooters . 

6 . Loading and Speed Limits of Overloaded , Oversized , and 
Overweight NTVs 

a . NTVs may be weighed at G-4 , Distribution Management 
Division ' s Lot 201 . 

b . When NTVs exceeding the legal weight limitations and 
dimensions are required to operate on state highways , the MTD 
will obtain the necessary NC State Department of Tra nsport a tion 
(NCDOT) Highway Division approval . A copy of the NCDOT Permit 
will be provided to the operator and will be carried in the NTV 
at all t imes . 

c . Speed limits for overloaded/oversized/overweight 
vehicles are presc r ibed in the Moto r Vehi c le Laws of North 
Carolina and/or road posted . 

7 . Tra nsport a tion of Explosives and Dang e rous Mater i a l s 

a . On - Base Transportation Movement . Reference (e) outlines 
t h e regulations and requirements for operations involving 
inspection , loading , unloading , and transportation of ammunition 
and explosives aboard the Camp Lejeune/New River Complex . 
Commanders at all echelons must ens ure compliance with 
applicable directives before , during , and after movement of 
ammunition and explosives material . 

b . Off - Base Transportation . Re ference (e) prescribes the 
regulations and requirements for operations involving loading , 
u n loading , and transportation of a mmunit ion and expl o sives off 
the Camp Lejeune/New River Complex . Commanders at all echelons 
will ensure compliance with applicable directives before , during 
and af t er movement with ammun i tion a nd e xp los ives material . 

8 . Safety Precaution s 

a . Operators of NTVs are responsible for the safe operation 
of vehicles, passengers , and cargo . Commanders of units 
entrusted with NTVs have an inhere n t responsibility in t h e 
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enforcement of safe and proper operat i onal use . Effec t ive 
measures must be practiced to prevent the unnecessary loss of 
resources caused by unsafe driving practices and disregard of 
regulations . When an emergency stop must be made , the following 
actions will be immediate l y taken : 

(1) Every reasonable effort will be made to remove the 
NTV from traffic lanes and on to the shoulder of the road . 

(2) Emergency reflectors , if equipped , should be 
employed . Place the reflectors at a point b e twee n the disabled 
NTV and oncoming traffic. If near a curve or other area of 
limited line of sight , place the reflectors in a spot/direction 
that affords others ample warning . Emergency flashers will also 
be employed as long as the NTV is disabled . 

(3) When a convoy must stop under the conditions 
outlined above , the convoy commander is responsible for ensuring 
that adequate guards or emergency war n ing devices are utilized . 

b . Towed trailers will be connected 
means of two safety chains or cables , in 
Rear lights/reflectors will be utilized . 
weighing in excess of the NTVs rated tow 
prohibited . 

9 . Accident Reporting Reguirements 

to the towing NTVs by 
addition to the tongue . 

Towing any trailer 
capability is 

a . Prior to operation of NTVs , operators will ensure that 
SF-91 (Ope r a t ors ' Report of Motor Vehicle Accident) , SF-94 
(Witness St atement) and 005 18 (Accident Identification Card) are 
available and carried in the vehicle . For GSA leased NTVs , a 
copy of "A Guide to Your GSA Fleet Vehicle" will also be 
availab l e. GSA NTV accidents will be investigated as instructed 
in the pamphlet . 

b . NTV operators involved in accidents will : 

(1) Stop immediately and assess the situation . 

(2) Render any possible assistance to the injured . 
Avoid moving any seriously injured persons unless essential for 
their protection . 

(3) Warn other motorist of any existing highway hazard . 
During hours of darkness or poor visibility , use vehicle haza r d 
lights . 
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(4) Notify local and military police authorities 
immediately after taking above action. 

(5) Complete the SF-91 . If the operator is unable to 
complete the SF-91 due to injury or death , the next senior 
person directly responsible for equipment operations will 
complete the report . 

(6) Prov i de SF-94 to available wi t nesses . I f 
impractical or unable due to operator injury or death , the next 
senior person directly responsible for equipment operations will 
attempt to obtain witnesses point of contact information for 
follow - up contact by investigating authorities . 

(7) Comply with state and local laws governing the 
reporting of equipment accidents. 

(8) Remain at the accident scene until authorized to 
leave by proper authority . 

(9) Refrain from expressing opinions (orally or in 
writing) to claimants or their agents as to liability , 
investigation fi ndings , or the possibili t y of a claim approval . 

(10) Refer requests for accident reports to the 
installation SJA Office . Operators will not make official 
accident investigation reports available to a claimant , or to 
any individual or representative of any non-Marine Corps 
organization other than civil law enforcement authority while at 
the scene of the accident . Any correspondence regarding an 
accident which involves a Privately Owned Vehicle (POV) or 
public property should be addressed to the SJA Of f ice . 

(11) Complete DO form 518 , Accident/Identification Card , 
at the scene of the accident or as promptly as possible 
thereaf t er and provide copies to persons directly concerned with 
the accident . DO Form 518 provides any person involved in an 
accident with all of the information they require of the 
equipment operator . Do not disclose Social Security Numbers 
when filling out the DO Form 518 . 

(12) Complete all accident reporting forms and deliver 
the forms within 24 hours , or the next business day, to the 
Fleet Manager . Per references (b) and (g) , corrunanders of NTV 
using units may request an operator drug and/or alcohol test 
within t wo-six hours of a ny acc i dent involving NTVs and 
equipment . 

3- 8 Enclosure (1) 



MCIEAST-MCB CAMLEJO 11240 . 1 
, 5 D~ ~ 5 

c . The Fl eet Manager may elect to recall NTVs f rom commands 
that have operators who fail to report NTV or equipme nt 
accidents . Per reference (h) , the using uni t will be cha r ged 
for all cos t s resu l ti n g from accident o r incident damages . 

10 . Disabled/Roadside Ass i stance 

a . USMC Owned NTVs . In the event o f a brea kdown , services 
may be obtained during normal wor king hours by calling the MTD 
Maintenance Section at (910)451-5167 . After working hours , 
weekends and ho lidays , serv i ces may be ob t a i ned by calling th e 
MCIEAST-MCB CAMLEJ Command Duty Officer (COO) at (910)45 1-
24 14/3031 . This does not include USMC owned engineer equipment 
maintained by the Public Works Division (PWD) contractor . 

b . GSA Leased NTVS . In the event of a breakdown, services 
may be obtained by call ing the GSA Fleet Vehicle Assistance 
Center (866)400-0411 . 

11. Wrecker Service 

a . USMC Owned NTVs . Wrec ker service may be ob t ai ned during 
normal working hours by calling the MTD Main t enance Section At 
(910)451-5167 . Af t er working hou r s , wee kends and holidays , 
emergency wrecker servi ce may be obtained by calling the 
MCIEAST-MC B CAMLEJ COO at (910)45 1-2414/3031 . Th is does not 
include USMC owned engineer equipment maintai ned by the PWD 
contractor . 

b . GSA Leased NTVs . Wrecker service may b e obta ined by 
ca l ling the RO of the respective unit for an app roved vendor . 
Outside the POD , call the GSA Fleet Vehicle Assis t a nce Cen t er at 
(866)400 - 0411 . 

c . Wrecker Service , when requested by the PMO via t h e Fleet 
Ma nager , may be d ispa t ched to move pavs which are t o be 
impounded or retained by PMO . In this case , MTD or the 
government contractor will not be held liable for a n y damages . 

12. Gas Chamber Transportat i o n. Wi t h t h e exception of 
Emergency Medical Services , the use of NTVs to trans port 
personne l wh ich have bee n subjected to c hlorobenzalmalononitrile 
(CS) aeroso l or other noxious gas is strictly prohibited . 
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13 . Reporting of Missing License Plates 

a . NTV operators and ROs must report t h e loss or theft of 
license plates immediately to the reporting agencies (i . e . , 
Provost Marshal Office (PMO) and MTD). The agencies will take 
appropriate actions to notify the proper security authorities . 

b. A statement identifying the circumstances of the loss o r 
theft of the license plate must be verbally shared with the 
reporting agency at the time reported . On the first working day 
following the reported theft or loss , a written statement must 
be submitted by the unit . 
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Assignment, Accountability , and Utilization 

1. General . The primary objective of the NTV program is to 
achieve optimum relationship between equipment investment costs 
and productive use of mission essential equi pment . Thus, the 
NTV fleet is maintained at the smallest size required to provide 
official transportation under routine conditions . The total 
number of vehicles in use in the Camp Le jeune/New River Complex 
must not exceed t he allowance approved b y HQMC . 

2 . Assignments (Permanent/Tempora ry ) 

a. Requests for temporary loan NTVs will be sent via 
appropriate chain of command (II MEF units via the MMCC) , bye­
mail at least two days in advance (Vehicle request s@usmc . mil) . 

b . A minimum number of NTVs will be assigned as Class B 
vehicles (NTVs assigned t o a specific unit for a specific 
continuous purpose) . Requests for Class B NTVs may be addressed 
t o the Fleet Manager and wil l con ta in detai led justification 
(i . e ., type vehicle required , job to be assigned , estimated 
miles per month) . At a minimum , a nn ua l reviews will be 
conducted to ensure Class B NTVs are being used efficiently . 

c . The DoD requ ires all commerc ia l NTVs to be the minimum 
body size and maximum fuel efficiency necessary . NTV 4X4s 
whether owned or leased , mus t be fully justified in writing to 
the Fleet Manager . Occasional inclement weather or field use is 
not sufficient just ification . 

d . No individual or unit will acquire a NTV by any means 
unless expressly permitted to do so by the Fleet Manager . NTVs 
will not be transferred from one RO to another RO without the 
approval of the Fleet Manager . 

e . The Fleet Manager may redistribute assets at an y time, 
regardless .of current assignments , when it has been determined 
that such redistributions are in the best interest s of the 
command , or, if newly emerging requirements warrant . 

f . Contracted Commercial Leased Vehicles . NTVs obtained 
through a commercial short o r long term lease require monthly 
reporting of mileage and fuel usage . This da ta is requ ired to 
be reported to the MTD Production Control Section by the 25th of 
each month . 
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(1) Per re ferenc e (i) , ROs for NTVs will be appoin t ed in 
writing by the unit commander . A copy of the appointment letter 
will be forwarded to the MTD Supply Section . All ROs will be 
officers , SNCOs , or GS-5 and above civilian equivalents . This 
requ irement may be waived , via writt en request to the MTD Supply 
Section , on a case - by-case basis . 

(2) Within 15 days of assignment , the RO will inventory 
(physically sight) all assets and collateral equipment (i . e ., 
spare tire , jac k , jack handle , lug wrench). Once the asse ts and 
collateral equipmen t are inventoried , the RO will sig n the 
Consolidated Memorandum Receipt (CMR) maintained by the MTD 
Supply Section . This indicates that all NTVs and collateral 
equipme n t are accounted f or . 

(3) A CMR and Collateral Equipment Inventory 
reconciliation will be conducted quarterly . The RO must 
complet e and return the signed documents within 15 days to the 
MTD Supply Sec tion. 

(4) In the event of the RO being absent in excess of 60 
days (TAD , leave , etc . ) , appointment of a new RO and a joint 
inventory is required . Prior to departure , the RO is 
respons i ble for coordinating with the MTD Supply Se ction for the 
proper disposition (turn in or realignment) of all assigned 
NTVs . 

(5) ROs are respo nsible for the serviceability and 
accountability of all NTV assets to include NTV collateral 
equipment (e.g ., spare tires, jacks , jack handles , lug - wrenches , 
fire extinguishers , side racks, etc . ) issued with a vehicle . 
During issue and t urn - in of a NTV , an inventory of the 
collateral equi pment will be conducted. Missing gear or items 
damaged beyond normal wear and tear must be replaced by the RO ' s 
unit . 

(6) ROs are responsible for turning in all warrant y, 
recall , and GSA maintenance receipts to the MTD Production 
Control Section within three days of performed services . 
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(1) ~rior to assigning a Class B NTV to a unit , the MTD 
Production Control Section will inspect the NTV a nd note a ny 
discrepa ncies o n the Vehicle Assi g nment/Te r minatio n Form ( Figure 
4-1) . This will also serve as a temporary receipt for the fuel 
key and GSA Fleet Card (if applicable) until the asset can be 
added to the unit ' s CMR . 

(2) When turning in a NTV , the RO will : 

(a) Conduct an inventory of all collate ral equipment 
and replace missing accessories , if required , prior to turn - in . 

(b) Ensure the NTV is clean (inside/outside) and 
have all repairs , body work , and r equired PM/emission 
inspections completed prior to turn-in . Deliver the NTV , fuel 
key , a nd GSA Flee t Card (if appli c able) to the MTO Producti o n 
Control Section . 

(c) Ensure modifications are removed and the NTV is 
repaired/restored to its original condition , less fair wear and 
t ear . 

c . Spare Key Procedures . Any NTV operator may obtain a 
spare key from the MTD with prior approval from the unit RO . 
The unit RO may ei t her c a ll or e-mail fo r authoriz a tion . Th e 
authori z ed person must complete a NTV Spa re Key Re quest ( Figure 
4-2) form . The spare key must be returned to the MTO no later 
than close of business the day after it was issued . 

d . Lost Ke y Procedu r es . The unit RO must submit a Lo s t NTV 
Fuel/Igni tion Key (Figure 4 - 3) form for a vehicle ignition or 
fuel key to the MTD . A replacement ignition key will be 
obtained and procured at the expense of the unit ; the GSA Fleet 
Card wi ll not be used to purchase a replacement ignition key . A 
replacemen t fuel key will be prov ided by t h e MTO . 

4 . Procurement/Replacement. All new or replacement NTVs will 
be facilitated through MTD . Annual data call e-mails will be 
sent to t he ROs indicat i ng s u bmissio n i n s t ructions . NTV 
replacement is based on f our factors : budget resources , 
allowances , on-hand inventory , and projected vehicle retirement 
year . 
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a. The Fleet Manager will review the utilization of all 
NTVs at least annually . Units possess i ng Class B NTVs that do 
not meet established utilization rates will be required to fully 
just i fy the continued assignment of these NTVs . Insufficient or 
untimely submission of justifications may result in the NTVs 
being returned to the MTD . In all cases , the continuation of 
Class B NTV assignme nts can o n ly be autho r ized by the Fleet 
Manager . 

b . Target utilization rates are determined by averaging the 
total miles/hours of all equipment in each type/class . Any NTV 
not attaining a minimum utilization (i . e . , 75 percent of target) 
will be assessed for turn-in , reassignment , exchange , or remain 
assigned based on unit - written justification . 

c . NTV usage data is required to be reported to the MTD 
Production Control Section by the 25th of each month. A 
mileage/hour template format will be provided to each RO . 
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VEHICLE ASSIGNMENT I TERMINATION 
G4 . MOTOR TRANSPORT DIVISION 

MARINE CORPS BASE, CAMP LEJEUNE, Ne 
VEHICLE CODE: VEHIClE#: 

VEHICLE TIPE: 

FROM (CODE): TOICODE); 

APPROVEO BY: DATE: 

veHICLE CHECK YES NO REMARKS 
SPARE TIRE SIZE: 

JACK & LUG WRENCH 

MAINTENANCE CARD 

GASKEY 

ODOMmR READING : 
COMMEf.lTS: 

OLD VEHIClE#/TYPE CODE: NEW VEHIClE#!TYPE COOE: 

FROM R/O SIGNATURE: DATE: 

TO R/OSIGNATURE: DATE: 

ANY MODIFICATIONS TO GSA VEHICLES REQUIRE PRIOR APPROVAL 
fROM MOTOR TRANSPORT DIVISION fLEET MANAGER 

, • 11 PR£V10US (om MCII0/S...s6aro/JMT/ I' I , AOOH9.o 

Figure 4-1 . --VEHICLE ASSIGNM ENT/TERMINATION FORM 
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NON- TACTICAL VEHICLE (NTV) SPARE KEY REQUEST 

To obtai n a NTV spare key, the unit mu s t provide the rototor 
Transport Division (NTD) with the fol l owing information: 

1. Vehicle Number : 

2. Name & Rank or Pay Grade: 

3 . Copy of Picture 1.0.: 

4. unit or Sec tion: 

5 . phone Number: 

6. Supervisor Name & Rank or Pay Grade: 

7 . Phone Nwuber : 

r.tTD USE ONLY 

Date Key Signed Out: 

Da te Key Returned: 

Employee Initial: 

Fig ure 4-2 . --NON-TACTICAL VEHICLE (NTV) SPARE KEY REQUE ST 
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LAST NAME 

UNITED STATES MARINE CORPS 
MARINE CORPS INSTALLATIONS EAST-MARINE CORPS BASE 

PSC BOX 20005 
CAMP LEJEUNE Ne 26542-0005 

FIRST NAME M. 1. GRADE/RANK 

VEHICLE NUMBER : ________ __ 

LOST NON - TACTICAL VEHICLE (NTV) FUEL/IGNITION KEY (CIRCLE ONE) 

1000 
G-4/MTD 

UNIT 

1 certify that the U.S. Government ('lotor Vehicle FuellIgnition Key issued to 
was lost on or about under the following circumstances: 

Who lost the key: 

Where (i f known) was t he key lost : 

What ef forts were made to locate this key: 

What corrective action has been taken to avoid the loss keys in the future : 

I further certify that if recovered , the fuel or igni tion key wi l l be 
surrendered t o the Motor Transport Division . 

Signature/Date 

Figure 4- 3 . --LOST NON-TACTICAL VEHICLE (NTV) FUEL/IGNITION KEY 
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Inspection and Maintenance 

1. General . The tleet Manager is responsible for the 
maintenance, inspection , and required upgrade/modification of 
all NTVs aboard the Camp Lejeune/New River Complex . This is 
accomplished in concert with the units who are entrusted with 
the daily use, storage, and upkeep of the NTVs. Similar to 
efficient use and safe driving, diligent inspections and PM can 
extend NTV life and ensure adequate assets are available . 

2 . Responsibilities 

a . The Fleet Manager is responsible for funding NTV 
preventative and cor r ective maintenance costs , except in those 
cases of NTV accidents or incidents . Per reference (h), using 
units will be charged for damages assessed for accidents or 
inc idents in accordance with applicable laws , regulations, 
policies and procedures. 

b . Whenever NTVs are assigned to a unit , the unit is 
responsible for operator checks and maintenance . All operator 
level maintenance will be performed prior to delivering the NTV 
to the repair shop for maintenance. 

3 . Maintenance Categories 

a. Operator Maintenance . Operator maintenance is performed 
to detect existing o r potential malfunctions, and to ensure 
continued serviceability of the NTV . Operator maintenance 
generally c onsists of basic cleaning , fluid replenishment, and 
function checks as listed in the safety section of this order 
and the owners/operators manual . Failure to perform routine 
operator maintenance may result in reclamation of the NTV . 
Defects must be reported immediately to the unit dispatcher and 
RO. Personne l will not att empt to repair NTVs. 

b . Correc tive Maintenance (CM) . CM restores a NTV to a 
serviceable condition or determines it is not repairable . Units 
with USMC owned NTVs requiring repair will coordinate with the 
MTD Maintena nc e Section . Units with GSA leased NTVs will 
deliver the NTV to an approved GSA vendor (contact the RO for an 
approved vendor lis t) . Units will deliver/retrieve the NTVs 
to/from the maintenance activity as safe operation permits . 
Personnel will not attempt to r e pa ir NTVs . 
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c . Preventive Maintenance (PM) . PM includes mechanical 
inspections , cleaning , servicing, and lubrication based on 
either time or odometer/hour meter readings . PM identifies 
defects early , curtailing costly repairs . The MTD Production 
Control Section will schedule and notify the ROs via a monthly 
PM list . GSA NTVs will be taken by the uni t to a n approved GSA 
vendor (contact the RO for an approved vendor list) . MHE may be 
picked up/returned by the MTD Maintenance Section , depending on 
the location . Comp l iance wit h the monthly PM schedule must be 
adhered to by all units in o rder to minimize potentially unsafe 
operations . 

4 . Modifications 

a . Units desiring NTV modifications must submi t a written 
request with full justification and specifications to the Fleet 
Manager for approva l. Under no circumstances will a unit make 
unauthorized modifications o r changes to NTVs . Examples 
include , but are not limited to , insta ll ation of auxiliary 
lights , mobile radios and antennas , trailer hitches , and snow 
p lows . Installation of auxiliary lights , mobile radios and 
antennas or other electrical equipment will be performed by the 
MCIEAST-MCB CAMLEJ AC/ S , G-6 Department . 

b . Units authorized to modify NTVs must fund the 
modification , i ncur any maintenance expenses caused by the 
modificat i on , and restore the NTV to its original configuration 
upon turn-in . 

c . Permanent markings will not be placed on any NTV asset . 
Temporary marking of NTVs assigned to the Camp Lejeune/New River 
Complex will be in accordance wit h reference (b) and only 
completed with authorization from the Fleet Manager . 

5 . Inspections 

a . NTVs are subject to annual safe t y and emi ssion 
inspections, and may be inspected more frequently as required by 
law or the manufacturer . The Fleet Manager will ensure units 
are aware of t he inspection requirements as part of their 
monthly PM notification . 

b . Annual load testing and Annual Condition Inspections 
(ACI s) will also be arranged by the MTD Production Control 
Section . NTVs tha t fail either test or are allowed to lapse 
beyond the required inspection date (usually 12 months) , will 
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not be operated u n til the equ ipment is repaired and/or passes 
re-inspection/re - load test . 

c . Annual inspections will be conduc t ed on all GSA NTVs in 
compliance with the GSA Vehicle Lease Program . Early 
identification of prob l em areas and readiness concerns will lend 
to implementation of corrective actions and cost avoidances . 

6 . Maintenance Records . The MTD Maintenance Section will 
maintain vehicle record jacke ts , PM and repair records , and 
other forms in accordance with reference (b) . 

7 . Privately Owned Vehicle (POV) . POVs , parts , or accessories 
will not be parked , stored , ser v iced , repaired , or manufactured 
in any MTD facility . Gove r nme n t owned tools , equipment , parts , 
or supplies will not be used to service or repair POVs and 
privately owned property . 

8 . Accidents/Incidents 

a . Evidence of a NTV accident or incident which is not the 
result of normal wear and tear or defective workmanship , will be 
investigated by the using unit a nd a writ t e n report forwarded to 
the fleet Manager . Upon validation of t he report , the NTV may 
be reclaimed and not returned to the using unit , and the 
operator may be subject to unit disciplinary actions . Per 
reference (h) , the using unit will be charged for all repair 
costs resulting from accident or incident damages . 

b . The most common causes of accidents/i ncidents are : 

(1) Excessive speed . 

(2) Use in unauthorized areas . 

(3) Improper use of controls . 

(4) Racing or overloading engine p rior to the engine 
reaching the normal operating tempe r a t u r e . 

(5) Load exceeding rated capacity , i mproperly placed , or 
not properly secured . 

(6) Lack of lubrication or use of i mproper lub r i cants . 

(7) failure to perform scheduled PM inspections . 
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(8) Deferring maintenance and inspections . 

(9) Inadequate driver training . 

(10) Continued operation of a malfunctioning NTV , which 
may result in serious damage . 

(11) Pushing or pulling by another vehicle . 

(12) Exchange of unauthorized components (i . e ., 
batteries , battery brackets , etc . ) . 
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Material Handling Equipment (MHE) 

1 . General . The ~leet Manager is responsible for the 
administration , operation , and maintenance of all NTV material 
handling equi pmen t (MHE) assigned to organizations in the Camp 
Lejeune/ New River Complex. This is accomplished i n concer t with 
the units en trus ted with the daily use , storage, and upkeep of 
MHE . Similar to efficient use and safe operating , diligent 
inspections and PM can extend MHE life and ensure adequate 
assets are available . 

2 . Reguests , Pooling , and Control 

a . Request for assignment of MHE may be submitted to the 
Fleet Manager with a complete justification (i . e ., type 
equipment required, job to be assigned , estimated hours per 
month) . At a minimum , annual reviews will be conducted to 
ens ure MHE is being used efficiently . 

b . When a unit possesses MHE , the equipment will be pooled 
in order to ensure efficient , economical , and safe usage . 

c . All MHE assigned to the Camp Lejeune/New River Comp l ex 
will be made ava ilable upon reques t to the Fl eet Manager when 
required to accomplish a higher priority mission . 

3 . Operations 

a . Dispatching . Dispatching of MHE is not required . MHE 
is not considered over the road equ ipment. 

b . Licensing/Operation . Per reference (g) , all MHE 
operators (military and civilian) must be examined , trained and 
licensed (OF- 346). All operators (military and civilian) must 
have a valid MHE license (OF- 346) in their possession while 
operating the MHE , and a valid medi cal certificate. The license 
must delineate the specif i c type and safe working load of th e 
MHE the operator is qualified to operate . Per reference (b) , 
contractors with authority written in their respective contracts 
to operate MHE must have applicable commercial certification and 
a valid medical certificate . 

(1) Operators must thoroughly familiarize themselves 
with the designated MHE owner ' s manual . Upon demonstrating a 
clear understanding of the MHE's operational capabilities , the 
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MTD Licensing Examiner will admin i ster training and , upon 
successful completion , provide the applicable documentation 
(i . e ., OF-346 issuance/endorsement or Certificate of Completion) 
necessary to operate the MHE . 

(2) All MHE operators will wear appropriate personal 
protection equipment whenever operating or within close 
proximity of working MHE . Appropriate MHE personal protective 
equipment is defined as hard hat , steel toe shoes , and gloves . 
Eye protection and ear protection may be required depending on 
working conditions . 

c . Speed Limit. Operators will comply with all traffic 
regulations set forth in current regulations and lor as posted . 
The maximum speed limit for MHE under-load is seven miles per 
hour . Additionally, forklifts and warehouse-tractors will slow 
down at all cross aisles and other passageways. When entering 
or leavi ng buildings/facilities , the opera tor will come to a 
complete stop , sound the horn, and proceed only when safe . 

d . Direction of 
direction of travel . 

Travel . Operators will always face in the 
All loads will be ca rri ed in such a manner 

that the operator ' s vision is unob structed . 

e . Cargo and Passengers . The operator is responsible for 
all cargo being moved, inspecting and securing all questionable 
loads , and right of refusa l to transport unsafe or unlawful 
loads . Forklifts transpor ting cargo up ramps will be operated 
with the load upgrade ; carrying cargo downgrade will be done by 
backing downgrade with the load upgrade . All forklift loads 
being transported will be carried with the channel tipped back . 
MHE will never be used for personal transportatio n . No 
personnel other than the operator will ride on any load-lifting 
MHE . 

f . MHE Not in Use . Whenever forklifts are not in 
operation , the forks will be lowered and rested fl at on t he 
deck . Operators will never leave MHE unattended while the motor 
is running . 

g . Safety . Forkli f ts will no t be used for pushing , 
pulling , or tow ing other vehicles ; nor be pulled by another 
vehicle . When equipment has an overhead safety guard , it will 
be free of any material that may obstruct vision . Specific 
exceptions in the interest of safety may be made in writing to 
the Fleet Manager . Warehouse tractors wi ll not be used fo r 
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pushing, pulling, or towing other vehicles/equipment not 
designed f or ; nor be pulled by another vehicle . 

h . Fueling MHE 

(1) MHE will be turned off while taki ng on fuel ; indoor 
fueling is prohibited. 

(2) Smoking and/or the use of lighters/matches is 
prohibited within 50 feet of the fueling point . 

(3) Use of electronic devices while fueli ng is 
prohibited . 

(4) for fuel replenishmen t , contact the Base fuel Farm 
at Camp Le jeune or New River . 

4 . Maintena nce 

a . Operator Maintenance . Operator maintenance is performed 
to detect existing o r potential malfunctions , and to ensu r e 
continued serv i ceabil ity of the equipment . Operator maintenance 
generally cons i st s of cleaning , fluid replenishment , and basic 
function checks as listed in the owner/operator manual . Failure 
to perform r ou t ine operator maintenance may result in 
reclamation of the MH E a llowa n c e . Defects must b e r eported 
immediately to the unit supervisor/RO . Forklift ope r ators will 
conduct, complete , report, and re tain daily inspections as 
required per reference (f) ; the Forklift Operato r ' s Daily 
Checklist (Figure 6-1 ) will be used . Pe r sonnel will not a ttempt 
t o r epai r MHE . 

b . Corrective Maintenance . All MHE requiring r epairs will 
b e reported or delivered t o the MTD Maintenance Section, either 
at Building 1502 or Building ASl18 during operating hours . In 
the event r epa ir s are of a minor nature , as dete r mi ned by the 
MTD Main t ena nce Se ction , roadside assistance may be performed . 
Prior to any MHE b eing delivered to the MTD maintenance 
facilities as a result of breakdown , the roadside mechanic may 
be d isp atched to d e te rmine if repairs can be performed on - site . 
Dependent u pon the location , the size , and the mobi l ity of the 
MHE , the MHE may r equi re vehicle escorts to/from the maintenance 
facility . Personnel wil l not a tt empt to repair MHE . Units that 
have electric forklifts with standa lone bat t e ry charge r s , 
contact MTD Qual ity Assurance personnel for assista nce . 
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c . Preventive Maintenance (PM) and Annual Condition 
Inspection (ACI) . PM includes mechanical inspections , cleani ng , 
servici ng, and lubrication based on either time or odometer/hour 
meter readings . PM identifies defects early , curtailing costly 
repairs . The MTD Production Control Section will schedule and 
notify the ROs , via a monthly PM list , of the forklifts which 
are due for an Aer . Compliance with t he mon t h l y PM schedule 
must be adhered to by all units i n order to min imi z e potentially 
unsafe operations . MHE may be picked up/returned by the MTD 
Maintenance Section, dependent upon the location , s ize , and 
mobility of the MHE . In addition , the MHE may require vehicle 
escorts to a nd/ o r from the maintenance facility . 

d . Load Tes t. 
forklifts that are 

Load tests will be performed annually on all 
used to lift a mmunition. Date tested/date 

due will be affixed on the equipment . 

e . Modifications and Markings . Marking and painting of MHE 
wi l l be in accordance with reference (b) . MHE will have the 
load capacity and the gross weight of the vehicle stenciled or 
labeled at a place on the vehicle that is visible . These 
capacities will no t b e exceeded a t any time . No other symbols , 
markings , accessories , or modifications are authorized unless 
approved by the Fleet Manager . 
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FORKLIFT OPERATOR'S DAILY CHECKLIST 

Check each item before the shift starts. Put a check in the box if item is OK. 
Explain ilod unchecked Items at bottom and report them to your supervisor. 

Depending upon type forklift used, some items may be N/A. 
DO NOT USE AN UNSAFE FORKLIFT I 

Section: 
Forklift serial number: 
Hour meter reading: 

Date: Time: 
Operator name (print): 

CHECKS MARK 
R are nate , rec 0 excessive wear or damage. ug nuts are tight. 

FORKS AND MAST are not bent, worn or cracked. 
LOAD BACK REST EXTENSION is In place and not bent, cracked or loose. 

ATIACHMENTS(lf equipped) opera te okay and are not damaged. 

FORKLIFT BODY Is free of excessive lint, grease or 01 1. 

ENGINE Oil is full and free of leaks. 
HYDRAULIC OIL Is full <lAd free of leaks. 

RADIATOR is fu ll and free of leaks. 

FUel lEVEL is okay and free of leaks. 
BATIERY CONNECTIONS are tight. 

BATTERY elECTROLYTE is full. 

BATIERY CHARGE level is okay while holding full forward tilt. 
COVERS over battery and other hazardous parts are in place and secure. 

LOAD RATING PLATE Is present and readable. 
WARNING DECALS and operators' manua l are present and readable. 
SEAT BelT or restraint is accessible and not damaged, olly or dirty. 

ENGINE runs smooth and Quiet without leaks or sparks from th e exhaust. 
MOTOR runs smooth without sudden acceleration 

HORN Is working. 

TURN SIGNAL (if equipped) operates smooth ly. 
LIGHTS (head, tall and warning) work and are aimed correctly. 

GAUGES and instruments are working. 
LIFT AND LOWER operates smoothly without excess drift. 

TILT functions smoothly forward and back. 

CONTROL lEVERS are labelled, not loose or binding, and freely return to neutral. 
STEERING is smooth and responsive, free of excessive play. 

BRAKES work and function smoothly without grabbing; no fluid leaks. 
PARKING BRAKE will hold the forklift on an indinde. 

BACKUP ALARM (if equipped) is working. 
LPG COMPLIANCE PLATE is present and readable. 

I 

Figure 6-1.--FORKLIFT OPE RATOR ' S DAILY CH ECKLIST 
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Engineer Eguipment 

1. General . The fleet Manager is responsible for the 
administration of all engineer equipment assigned to 
organizations in the Camp Lejeune/New River Comp lex . This is 
accomplished in concert with the units who are ent rusted with 
the daily use , storage, and upkeep of engineer equipment . 
Similar to efficient use and safe operating , diligent 
inspections and PM can extend engineer equipment life and ensure 
adequate assets are available . 

2 . Reguests and Pooling 

a . Request for assignment of engineer equipment may be 
submitted to the Fleet Manager with a complete justification 
( i . e . , type equipment required , job to be assigned , estimated 
hours per month) . 

b. When a unit possesses over the road engineer equipment , 
the equipment will be pooled and dispatched in order to ensure 
efficient , economi c al , and safe usage . 

3 . Operations 

a . Dispa tching . Automated or manual systems may be us e d . 
If a manual system, a Vehicle and Equipment Operational Record 
( Figure 2 - 6) and a Daily Dispatching Record of Vehicles (Figure 
2 - 7) log will be completed and retained in accordance with 
reference (b) for over the road engineer equipment (e . g . , truck 
t ank , oil dis t ributor ; t ruck cleane r , catch basin) . 

b . Licensing . Supe r visors of military , civilian , and 
contractor personnel operating engineer equipment must validate , 
via letter to the Fleet Manager , that the operator has the 
requisite s kills to safely and effectively operate the engineer 
equipment . Contractors (wi th authority writ t en in their 
respective contracts to operate engineer equipmen t) must have 
applicable commercial certification and a valid medical 
certificate . 

c . Safety . Engineer equipment will not be used for 
pushing , pulling , or towing ot her equ ipment/ve h icles ; nor be 
pulled by a no t her engine e r equipme n t/vehicle (unless author i zed 
e xcavating techniques allow a road scraper to be pushed by a 
bulldozer ) . 
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d . Fueling Engineer Equipment 
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(1) Equipment will be turned off while taking on fuel ; 
indoor fueling is prohibited . 

(2) Smoking andlor the use of lighters/matches is 
p r ohibited within 50 feet of the fueling point . 

(3) Use of electronic devices while fueling is 
pro hibited . 

(4) For fuel replenishment, contact the Base Fuel Farm 
at Camp Lejeune or New River Complex . 

4 . Utilization . NTV usage data is required to be reported to 
the Heavy Equipment supervisor by the 25th of each month . A 
mileage/hour template format will be provided to each RD . 

5 . Maintenance 

a . Operator Maintenance . Operator maintenance is performed 
to detect existing or potential malfunctions , and to ensure 
continued serviceability of the vehicle . Opera t or maintenance 
generally consists of cleaning , fluid replenishment , and basic 
function checks as listed in the owners/operators manual . 
Failure to perform routine operator maintenance may result in 
reclamation of the engineer equipment allowance . Defects must 
be reported immediately to the unit supervisor/ROo Personnel 
will not a t tempt to repair engineer equipment . Operators of 
cranes will complete and retai n a daily crane operator ' s daily 
checklist inspection prior to operating in accordance with 
reference (f) . 

b . Corrective Maintenance . All engineer equipment 
requiring repairs will be reported or delivered to the Heavy 
Equipment Section, at Building 902 , during operating hours . In 
the event repairs are of a minor nature , as determined by the 
Heavy Equipment Section, roadside assistance may be performed . 
Prior to any engineer equipment being delivered to the 
maintenance facilities as a result of breakdown , the roadside 
mechanic may be dispatched to determine if repairs can be 
performed on-site . Dependent upon the loc ation , the size , and 
the mobility of the engineer equ i pment, the equipment may 
require vehicle escorts to/from the mainte nance facility . 
Personnel will not attempt to repair engineer equipment . 
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c . Preventive Maintenance (PM) . PM includes mechanical 
inspec tion s , cleaning, servicing, and lubrication based on 
either time or odometer/hour meter readings . PM identifies 
defec ts early , curtailing costly repairs . The Heavy Equipment 
Section will schedule and noti fy the ROs via a monthly PM list. 
Compliance with the monthly PM schedule must be adhered to by 
all units in order to minimize potentially unsafe operations . 
Engineer equi pmen t may be picked up/returned by the He avy 
Equipment Section , dependent upon the location , size , and 
mobility of the equipment . In addition , t he engineer equipment 
may require vehi cle escorts to andlor from the maintenance 
facility. 

d. Modi f ications a nd Markings . Marking and painting of 
engineer equipment will be in accordance with reference (b) . 
Cranes will have the load capacity and the gross weight of the 
vehicle stenciled or l abeled a t a place on the vehicle that is 
visible . These capacities will not be exceeded at any time . No 
other symbols , markings , accessories , or modifications are 
author ized u n less approved by the Fleet Manager . 

e . Inspection , Testing , and Certification . Cranes and 
winches will be conducted in accordance with reference (fl . 

f . Accidents/Incidents . This is discussed in chapter 5 , 
paragraph 8 of this Orde r . 

6 . Maintenance Records . The Heavy Equipment Section will 
maintain vehicle record jackets , PM and repair records, a nd 
other forms in accordance with reference (b) . 

7 . Disabled Engineer Equipment . Contact the 
Section , Public Works Division , for support . 
the road type engineer equipment. 
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