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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 . 
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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 

6- 5 Enclosure (1) 



Chapter 7 

MCIEAST-MCB CAMLEJO 11240 . 1 

1 5 DEC 1015 

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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(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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