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Chapter 1

VEHICLE OPERATIONS GOALS AND RESPONSIBILITIES

1.1. Vehicle Operations Flight Goal . The goal of the vehicle operations organization isto provide effi-
cient and economical transportation services to support the mission. Federal law and Department of
Defense (DoD) policies place restrictions on the use of Air Force vehicles and services.

1.2. Responshbilitiesand Authorities:

1.2.1. Headquarters United States Air Force Directorate of Transportation, Vehicle & Equipment
Divison (HQ USAF/ILTV):

1.2.1.1. Develops policy guidance to ensure the effective administration of the operation, mainte-
nance, and use of Air Force vehicles and watercraft, including the Air Force executive motor vehi-
clefleet.

1.2.1.2. Maintains liaison between the DoD components on vehicle issues.
1.2.1.3. Places vehicle management policiesin internal audit programs.

1.2.1.4. Develops and manages Air Force Specialty Code (AFSC) 2T1X1 functional training pol-
icies and administers functional manpower requirements.

1.2.2. Headquarters United States Air Force Directorate of Supply, Combat Support Division (HQ
USAF/ILSR):

1.2.2.1. Implements vehicle acquisition and requirements policies specified in this AFI.

1.2.2.2. Implementsvehicleloans and exchanges with other military services, and where directed,
other Federal agencies.

1.2.2.3. Overseesthe Foreign Buy and |ease programs.

1.2.2.4. Manages vehicle authorization ceilings and adjustments.
1.2.2.5. Controls vehicle authorizations and inventory.

1.2.2.6. Programs and manages the vehicle procurement program.
1.2.2.7. Programs budgets for AF railroad acquisitions.

1.2.3. Warner Robins Air Logistics Center, Support Equipment and Vehicle (SEV) Management
Directorate, WR-ALC/LE:

1.2.3.1. Responsible for worldwide integrated weapon systems management (cradle-to-grave) for
vehicles, ABO & Personal Safety, chemical/biological defense programs, and Equipment Allow-
ance.

NOTE: San Antonio Air Logistics Center (SA-ALC) manages the Federal Stock Class catalog for water-
craft.

1.2.3.2. Managesthe Air Force vehiclefleet. Programs, budgets, acquires, provisions, distributes
and disposes of vehicle assets to meet customer requirements at minimum overall cost. Approves
lease with option to buy contracts.
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1.2.3.3. Utilizes a number of DoD and commercia procurement activities to procure Air Force
government motor vehicles.

1.2.3.3.1. Genera Services Administration (GSA)
1.2.3.3.2. Defense Supply Center, Columbus, Ohio (DSCC)
1.2.3.3.3. U.S. Army Tank-automotive and Armaments Command (TACOM)

1.2.3.4. Item Managers (IM) work directly with MAJCOM transportation staffs to satisfy world-
wide vehicle asset requirements. They compute and defend the buy and budget requirements
annually at the Vehicle Buy Budget Review. They initiate procurement documents, redistribute
assets, and maintain visibility and control over all Registered Equipment Management System
(REMYS) items. Only vehiclesregistered according to guidance in thisinstruction and listed in the
Vehicle Management Index File (TO 36A-1-1301) are REM S items. IMs ensure:

1.2.3.4.1. Ensure coordination with MAJCOM/LGTs prior to issuing disposition instructions.

1.2.3.4.2. Ensure coordination with MAJCOM/LGTSs prior to finalizing vehicle specification
for new procurements.

1.2.3.5. Vehicle engineering staff develops specifications on new Air Force vehicles and equip-
ment. They evaluate contractor questions, engineering change proposals (ECP), first article vehi-
cles, and engineering data packages during the procurement cycle. They write repair procedures
generated from materiel deficiency reports (MDR), design modification packages, evaluate vehi-
cle and vehicle equipment for nuclear safety certifications, and direct testing in support of engi-
neering evaluations.

1.2.3.6. Vehicle technicians provide technical assistance on the vehicle fleet. They investigate
and implement corrective actions reported through the MDR system, issue time compliance tech-
nical orders (TCTO), and update technical orders by analyzing MDR submissions, suggestions,
test reports, and failure data. They also participatein first article testing.

1.2.3.7. Maintenance Division manages the vehicle depot overhaul program. They work with all
the MAJCOMSsto identify depot overhaul requirements, schedule vehicles for overhaul, and mon-
itor repairs to ensure the timely production of a quality product.

1.2.3.8. Support Equipment Section monitors Allowance Standards (AS) for vehicles to support
Air Force missions and TA 457 (Vehicle and Locomotive Management Document) for tools and
equipment to maintain the Air Force vehicle fleet. This section:

1.2.3.8.1. Assign alowance ID to the MAJCOM approved basis of issue.

1.2.3.8.2. Coordinate basis of issue changes to Allowance Standard 019 with MAJCOM/LGT
prior inclusion in allowance standard. Any disagreements between MAJCOMs will be
resolved by AF/ILSR.

1.2.3.9. Contracting Division initiates and administers al contracts.
1.2.4. MAJCOMs:
1.2.4.1. Develop command policies.
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1.2.4.2. Develop and implement management controls and oversight guidance to prevent vehicle
misuse. Controls will include vehicle misuse prevention in MAJCOM checklists and review offi-
cial use compliance during base authorization validation visits.

1.2.4.3. Conduct vehicle authorization reviews of all installations and activities under their juris-
diction a minimum of once every three years.

1.2.4.4. Maintain acurrent record of all assigned Air Force government motor vehicle registration
numbersin the MAJCOM module of On-Line Vehicle Interactive Management System, OLVIMS
(except for the District of Columbia).

1.2.4.5. Develop and maintain vehicle authorization listings (VAL) in the MAJCOM Automated
Information System (MAJCOM module of OLVIMYS).

NOTE: Parent commands of tenant units with vehicle requirements provide a VAL to the host base trans-
portation units annually. A courtesy copy of the VAL goesto the host MAJCOM.

1.2.4.6. Manages vehicle authorization ceilings and adjustments to include the establishment of
Allowance Standards, Basis of Issues, and approval of special Allowance Source Codes.

1.2.4.7. Procures, manages, inventories, and controls Air Force owned and/or operated watercraft
in excess of 32 feet in length. Air Force watercraft are boats and vessels used to support an Air
Force mission. Those purchased with nonappropriated funds, such as Morale, Welfare and Recre-
ation boats are not in this group.

1.2.4.7.1. Air Force units with watercraft must operate them safely in accordance with Air
Force policy directives, instructions, and MAJCOM supplements that embrace good marine
practices and Coast Guard recommendations. Equip and maintain vessels with fire fighting
and life saving equipment prescribed in Title 46, Code of Federal Regulations. Operate and
maintain vessels in compliance with environmental standards. Units will ingtitute strong ves-
sel safety programs that include accident prevention and procedures for reporting all safety
related incidents and mishaps.

1.2.4.7.2. Approve watercraft requirements. Maintain record keeping for cost analysis, reas-
sign vessels within the command, and arrange disposition of vessels after coordination with
other MAJCOMSs.

1.2.4.7.3. Ensure tracking and reporting of all watercraft related costs are accomplished.
Develop procedures for and use of the AF Form 615, Unit Water craft Operations and Cost
Summary Report.

1.2.4.8. Validate and approve MAJCOM specific Allowance Standard basis of issue for inclusion
in AFEMS.

1.2.5. Wing Commanders:
1.2.5.1. Supportsthe Air Force misuse prevention policy.
1.2.5.2. Actsastheinstallation approval authority for the following:
1.2.5.2.1. Services mass transportation requests

1.2.5.2.2. Emergency mass transportation support (see guidance in Chapter 9).
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1.2.5.2.3. Useof motor vehiclesto on-base military dining facilities (see guidance in Chapter
2).

1.2.5.2.4. Detouring school routes because of heavy traffic, blighted urban or residentia dis-
tricts, or potentially dangerous construction, industrial areas, or during severe weather.

1.2.6. Logistics Group Commanders:
1.2.6.1. Actsastheinstallation vehicle authorization review authority.
1.2.6.2. Reviews and approves theinstallation annual Priority Buy submission.

1.2.6.3. Approves the installation vehicle Priority Recall List and the Maintenance Minimum
Essential (MEL) List.

1.2.6.4. Administersthe installation vehicle misuse reporting and investigation program
1.2.7. Transportation Squadron Commanders:
1.2.7.1. Manage transportation resources at the installation or activity level.

1.2.7.2. Establish procedures for assigning and using government owned, leased or rented motor
vehicles.

1.2.7.3. Ensure the economical use of manpower and equipment.

1.2.7.4. Ensure personnel are properly trained to progress in the 2T1X1 Air Force Specialty
(AFS).

1.2.7.5. Approve aloca Permissible Operating Distance (POD) for the installation.

1.2.7.6. Ensure vehicle data reconcilations are accomplished to maintain accurate vehicle
accountability.

1.2.7.7. Ensure REMS personnel receive Air Force Equipment System (AFEMYS) training.
1.2.7.8. Investigates suspected vehicle misuses.
1.2.7.9. Servesasfunctional areachief (FAC) for contracted vehicle operations.

1.2.8. Vehicle Operations Officers, Managers, & Superintendents:

1.2.8.1. Organization. Vehicle Operationsis organized to provide quality transportation servicein
support of the mission (see Figure1.1.).
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Figure 1.1. Vehicle Operations Fight Organization
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VCF

1.2.8.2. Hight Responsibilities.

1.2.8.2.1. Provide cost-effective, efficient, and reliable vehicle transportation.

1.2.8.2.2. Maintain liaison with state, local, and host nation authorities for vehicle matters.
1.2.8.2.3. Develop and defend budget estimates for operating vehicles acquired for official
puUrposes.

1.2.8.2.4. Prepare base priority-buy submissions to support requests for appropriated funds
from HQ USAF.

1.2.8.2.5. Develop vehicle priority recall and vehicle maintenance Minimum Essential (MEL)
listings.

1.2.8.2.6. Provide scheduled bus service between activities to meet official duty needs.
1.2.8.2.7. Review base support and operational planswith LGTR. Establish recall or redistri-

bution proceduresto support these plans. Incorporate vehicle recall and redistribution plansin
the trangportation annex to the basic plan.

1.2.8.2.8. Establish aquality assurance evaluation (QAE) program for contracted operations.

1.2.8.2.9. Establish alocal POD for Transportation Squadron Commander approval. Attach-
ment 1 contains a definition of a POD.

1.2.8.2.10. Manage flight manpower requirements.

1.2.8.2.10.1. Develops procedures to capture workload data associated with manpower
variances. Procedures will ensure that workload datais accurately recorded and reviewed
and reliable workload data backup procedures exist.

1.2.8.2.10.2. Ensure procedures are established, in concert with the Vehicle Maintenance
Manager, for reporting and accounting of indirect non-productive labor hours. At amini-
mum, this includes reporting these hours for the VOO/V OS; Operations Supervisor; Fleet
Manager; Fleet Management personnel; OR& L personnel; Chief Dispatcher and dispatch-
ers. Reference AFMAN 24-307 and AFSCM 24-1.
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1.2.8.2.10.3. Vehicle Operationsisresponsiblefor all pickup and delivery services (except
Due-In for Maintenance (DIFM) turn-ins) within the confines of the installation 24 hours
per day and 7 days per week. Provide pickup and delivery of supplies and equipment,
except base service store items, to base units by using a time definite delivery concept of
operations. Recommend periodic meetings between Vehicle Operations, Traffic Manage-
ment (TM), Supply, and major customers to ensure delivery schedules/sweeps meet mis-
sion priorities and customer needs.

1.2.8.2.10.3.1. Intra supply movement of cargo will remain a Supply responsibility;
however, movement of cargo from supply storage/issue locations to the Aircraft Part
Stores (APS) and Flight Service Centers (FSC) will be supported by Vehicle Opera-
tions.

1.2.8.2.10.3.2. The movement of DIFM turn-in items will be supported and managed
by the Supply Flight Service Center (FSC). DIFM issues will be handled in the same
manner as other MILSTRIP cargo and will be supported by Vehicle Operations.

1.2.8.2.10.3.3. Movement of cargo internal to a unit i.e., maintenance squadrons, civil
engineer, communication squadron, operations squadrons, etc, will remain a unit
responsibility. This does not preclude Vehicle Operations from providing normal cargo
movement support when the unit does not have the capability to move such item(s).

1.2.8.2.10.3.4. Supply retains primary responsibility for facilitating communication
between Supply elements, customers, and Vehicle Operations. Time Definite Delivery
concept of operations is the prime method for all cargo delivery i.e. scheduled sweeps.
Supply will inform Vehicle Operations of priority deliveries (01, 02, and MICAP),
identification of turn in requirements, notification of special equipment needs for bulk
cargo, etc.

1.2.8.2.10.3.5. Residual workload e.g., sorting and staging of cargo, facilitation of
customer requirements, etc, will remain Supply responsibilities. Supply will presort to
accommodate established sweep/route schedules.

1.2.8.2.10.3.6. Usethe Supply Asset Tracking System (SATS) in concert with pickup
and delivery requirements. Deployment of SATS is not a prerequisite to establishing
Vehicle Operations P& D services. Base Supply will be responsible for all SATS hard-
ware (i.e. warranty, maintenance, and replacement).

1.2.8.2.10.3.7. Assist Supply Document Control Element in resolving document
errors generated in the P& D function. Supply isthe overall OPR for all delivery docu-
ment iSsues.

1.2.8.2.10.3.8. Deliver shipments/materiel to DRMO generated from base supply
turn-ins or transfers (TRM). This also includes directed and lateral shipments
(non-directed) originating from the flight service center and aircraft parts store to TM
outbound freight.

1.2.8.2.10.3.9. Customers who normally get support from the flightline parts store are
responsible for pickup of these items. Vehicle Operationswill deliver itemsto custom-
ers not normally supported by a flightline parts store.

1.2.8.2.11. Provide Prime Knight aircrew support IAW AFl 34-246.
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1.2.9. Operations Supervisor:
1.2.9.1. Reviews vehicle operations services semiannually.

1.2.9.2. Provides budgetary data to the Vehicle Operations Officer and/or the Vehicle Operations
Superintendent (VOO/VOS) for inclusion in the annual flight budget input.

1.2.9.3. Providesrequired safety and informational briefings to assigned personnel.
1.2.9.4. Maintainsthe training status of al personnel.
1.2.9.5. Ensures sufficient resources are available to meet contingency or wartime requirements.

1.2.9.6. Ensure sufficient resources are available to support Time Definite Delivery and Priority
Delivery of supplies, equipment, and cargo to installation units.

1.2.9.6.1. Timedefinite delivery concept of operationsisthe standard for delivery of supplies,
equipment, and cargo. Time definite delivery utilizes scheduled sweeps over designated
routes/areas of the installation. Frequency of scheduled sweeps and number of delivery routes/
areasisalocal determination driven by mission, volume of cargo and customer needs.

1.2.9.6.1.1. Ddlivery of priority cargo to include 01, 02, and MICAP, will be delivered
within 30 minutes. Scheduled sweeps may be used if delivery will be provided within 30
minutes. Supply is responsible for notifying vehicle operations when priority 01, 02, and
MICAP items/parts cannot wait for scheduled sweeps.

1.2.9.6.1.2. Vehicle Operations, in concert with Supply and all customers, will tailor
sweep frequencies/routes to provide support for primary mission of the installation/base.
Delivery frequencies/routes should minimize the need for individual unit delivery require-
ments.

1.2.9.6.1.3. Priority items/parts resulting from due-out release (DORS) will be delivered
via scheduled sweeps, unless vehicle dispatch is contacted for an unscheduled delivery.

1.2.9.6.1.4. Establish operating instructions for items that require special handling
instructions/procedures, e.g., classified, heath hazard, pilferable, electrostatic discharge.

1.2.10. Dispatch Operations:

1.2.10.1. Manages the vehicle operations fleet, i.e., taxi, U-Drive It (UDI), and dispatch support
vehicles.

1.2.10.2. Providesall necessary support equipment.

1.2.10.3. Receives, validates, and consolidates transportation requests for service and evaluates
the efficiency of service to determine where changes need to be made.

1.2.10.4. Initiates actions through the Traffic Management Office (TMO) to obtain required road
permits for travel through countries, states, counties, and cities.

1.2.10.5. Obtains necessary permits and clearances for transporting oversized or overweight
loads, or hazardous cargo movements.

1.2.10.6. Provides school bus transportation when cost effective.

1.2.10.7. Retrieves disabled government vehicles. Local policy and/or instruction should be
developed to address retrieval of disabled vehicles on the installation under the guise of official
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business/use. Dispatch Operations may be called to move disabled POV's, NAF, or AAFES vehi-
cles causing traffic safety or firefighting obstacles on base. Only security forces or fire department
authorities may make these requests. Wrecker operators are not liable for any damages incurred to
any POV, NAF, or AAFES vehicle being towed/removed under these conditions.

1.2.10.8. Manages buses assigned to the band. When the buses are not in use by the band, they
may be used by other authorized activities.

1.2.10.9. Controlsthe issuance of toll-free passes.
1.2.10.10. Maintains requests for transportation service in the Dispatch module of OLVIMS.
1.2.10.11. Maintains a current copy of vehicle and personnel alert or standby rosters.

1.2.10.12. Uses 10-Series Radio communication codes to facilitate cargo and passenger move-
ments (see Figure 1.2.).

1.2.10.13. Provide priority and time definite delivery of supplies, equipment, and cargo to instal-
lation units. Pickup and delivery transportation services will be supported out of Dispatch Opera-
tions and managed/controlled in the same manner asall other requests for dispatch/service. Do not
establish aternative locations (sub-motor pools) to support pickup and delivery services.

1.2.10.13.1. Develop local proceduresin conjunction with Supply to ensure current copies of
delivery destinations, unit supply POCs, and the Classified Receipt Listing are available.
When SATS s in use, the smart card contains most of thisinformation, however, in the event
SATSisunavailable, hard copy documents containing this information will be required.

1.2.10.13.2. Notify Supply immediately of all unnecessary delays caused by the absence of
receiving personnel, incorrect addresses, organizational refusal, improper documentation, etc.
Items precluded from delivery due to these circumstances will be returned to Supply for reso-
lution and included on the next scheduled sweep or may be picked up from Supply by the cus-
tomer.

1.2.10.13.3. Ensure duty dispatcher(s) and all vehicle operator(s) are briefed on established
procedures to properly dispatch and transport-classified materiel and cargo.

1.2.10.14. Ensure proper (standard) dispatch category codeis used for each transportation service
request in the Dispatch modules of OLVIMS.

1.2.10.15. Control and account for assigned SATS equipment. Issue SAT S equipment to operators
prior to dispatch, if required.

1.2.11. Dispatch Support. Dispatch Support controls the Vehicle Operations parking area, vehicle
cleaning facilities, and manages Equipment Support functions. Dispatch support will:

1.2.11.1. Ensure vehicle operators inspect, clean, and service UDI vehicles.

1.2.11.2. Provide, maintain, and control facilities, equipment, and supplies required to clean
installation vehicles.

1.2.11.3. Ensure operator maintenance is properly performed on all assigned vehicles.

1.2.11.4. Maintain jacks, spare tires, emergency supplies, tie-down equipment and supplies for
maintaining the Vehicle Operations fleet. Control and issue essential items as trip kits when nec-
essary.
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1.2.11.5. Ensure proper storage containers are available for flammable materials.

Figure 1.2. 10-Series Radio Codes.

CODE DEFINITION

10-1 Recelving Poorly

10-2 Recelving Well

10-3 Stop Transmitting

10-4 Acknowledge; Will Comply
10-5 Stand-by

10-6 Station Clear

10-7 Out-of-Service

10-8 In-Service

10-9 What is Y our Current Location
10-10 Return to Vehicle Operations
10-11 Passenger Has Not Released Vehicle
10-12 Call by Phone

10-13 Use Violation Requested by Passenger
10-14 Restroom Break

10-15 Arrived at Destination

10-16 Need Directions

10-17 Passenger Picked-Up

10-18 Radio Check

10-19 Disregard Previous Transmission
10-20 Repeat Previous Transmission
10-21 Time Check

10-22 Last Assignment Complete
10-23- 30 | Reserved - For Local Use

1.2.11.6. Ensure qualified vehicle operators are available to support all transportation requests for
dispatch service(s).

1.2.11.7. Ensure vehicle operators adhere to established procedures for delivery of classified
materiel to respective organizations. Allow only unit individuals identified on the Classified
Receipt Listing to sign for classified property.

1.2.11.8. Operator will ensure supplies, equipment, and cargo are properly secured and protected
whilein transit.

1.2.11.9. Establish proceduresto ensure vehicle operator(s) safeguard assigned SAT S equipment.

1.2.11.10. Ensure items that must be signed for have an authorized individual’s signature on the
pickup or delivery document.
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1.2.12. Fleet Management. Ensures the efficient and economical operation of the base vehicle fleet.
Oversees the Vehicle Control Program, Fleet Analysis, QAE, Operator Records and Licensing and
REMS functions. Fleet Management will:

1.2.12.1. Ensure collection of accurate vehicle use and operational data that provides input for
allowance standards actions.

1.2.12.2. Brief newly appointed vehicle control officers and noncommissioned officers and retain
arecord onfile.

1.2.12.3. Develop, schedule, and conduct semiannual wing vehicle assessment inspections for the
installation.

1.2.12.4. Develop, schedule, and conduct annual assistance visit to all organizations having a
vehicle control program.

1.2.12.5. Obtain, issue, and control DoD Fleet Credit Cards. Using commanders must justify
cards permanently issued.

1.2.12.6. Ensure a vehicle control program exists for each base activity with Air Force vehicles
assigned.

1.2.12.7. Use OLVIMS and REMS to account for all registered vehicles on the installation and
receipt for all command owned, base registered (REMS reportable) vehicles.

1.2.12.8. Design and conduct analyses described in Chapter 3.

1.2.12.9. Use the licensing module of OLVIMS to issue AF Form 2293, US Air Force Motor
Vehicle Operator Identification Card and maintain record of authorized drivers on AF Form
2296, Vehicle Operator Information (Part 3).

1.2.12.10. Manage the Commercial Driver’s License (CDL) program.

1.2.13. Flight Manpower. It is an inherent responsibility of the VOO/VOS to use resources effec-
tively. The use of accurate manpower/workload data collection procedures and personnel productiv-
ity analysisisvital to the effective utilization of personnel and maximizing the level of service to the
customer.

1.2.13.1. Air Force Manpower Standards. The primary programming factor for Vehicle Opera-
tions Flight manpower is base population. Core manpower requirements represent work processes
(see Figure 1.3.)) common to all Vehicle Operations Flights. Variances are additives which pro-
vide additional manpower to support unique work processes not covered by the core.
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Figure 1.3. Vehicle Operations Core Processes.

PRIORITY TASK FRACTIONAL

MANPOWER
1 MANAGEMENT/SUPERVISION 3
2 VEHICLE OPERATION 11
3 REMS 1
4 FLEET MANAGEMENT 1
5 DISPATCH SUPPORT 4
6 DISPATCHING 6
7 LICENSING 8
8 CHIEF DISPATCHER 1
9 ANALYST 2
10 VEHICLE CONTROL 1

NOTES:
1. Fractional manpower noted above based on base population of 3,055.
2. Core Processes ranked in priority order.

1.2.13.1.1. Every Vehicle Operations flight should have a copy of their applicable Air Force
Manpower Standard (AFMS) and ensure all supervisory personnel are familiar with content
and methodology used to earn Vehicle Operations manpower.

1.2.13.1.2. AFMS42A1 appliesto locations with aflying mission and AFMS 42A2 appliesto
locations without a flying mission. Contact the MAJCOM Functional Manager to verify the
AFMS applicableto your location.

1.2.13.1.3. Reviewing the AFMS's Statement of Conditions, Process Oriented Description,
Approved Variances, and Process Analysis Summary is the first step in determining the
expected level of customer service, identifying potential variances, and measuring the flights
ability to support mission demands.

1.2.13.1.4. Workload Data Collection and Productivity. The accuracy of workload data
entered in the automated dispatch program is critical to assessing flight productivity, substan-
tiating existing manpower variances, and building historical data to support potential man-
power variances. A minimum of 12 months historical work load data will be maintained on
file.

1.2.13.1.4.1. At aminimum, collect the following data monthly.
1.2.13.1.4.1.1. Dispatch Supervision Monthly Workload Record (automated).

1.2.13.1.4.1.2. Summary of work by Dispatch Automated Fleet Information System
(DAFIS) category codes; i.e., number of requests supported and total in-servicetimein
man-hours.



18

AF124-301 1 NOVEMBER 2001

1.2.13.1.4.1.3. Summary of work for approved driving related variances i.e., number
of requests supported and total in-service time in man-hours.

1.2.13.1.4.1.4. Summary of work by master organization code/user (customer) i.e.,
numbers of requests supported and total in-service timein man-hours.

1.2.13.1.4.1.5. Workload Analysis (Peak workload) reports for both weekdays and
weekends, collect three sets of reports covering the following time periods: 1st thru
10th, 11th thru 20th, 21st thru 30th or last day of the month.

1.2.13.1.4.2. Vehicle Operations Flights will develop local operating procedures that
address the following:

1.2.13.1.4.2.1. Training/continuity procedures used to ensure workload datais entered
into vehicle dispatch module in a standardized format.

1.2.13.1.4.2.2. Procedures established to ensure required workload data is collected/
maintained, and completed transportation requests are reviewed for accuracy within
three duty days.

1.2.13.1.4.2.3. Workload data back-up procedures.

1.2.14. Hight Training. The VOO/VOS is responsible for training in the Vehicle Operations Flight.
Training for the 2T1X1 career field is accomplished through a combination of formal technical train-
ing, on-the-job training (OJT) and Career Development Courses (CDCs). Training may be further
enhanced by using commercial sources and/or locally developed programs as appropriate.

1.2.14.1. The following describes the different forms of training required in this AFSC.

1.2.14.1.1. 3-Levd Initial Skills Course. All airman entering the vehicle operations AFSC
must complete ainitial skills course. Each trainee will receive in-depth training on the func-
tions of the Vehicle Operations Flight. Upon arrival to the first duty station, new airmen will
enter ajob qualification training (JQT) period to become proficient on the vehicles they are
going operate. The VOO/VOS and each supervisor must ensure maximum training opportuni-
tiesfor all flight personnel.

1.2.14.1.2. Advanced Skills Course. As part of training and obtaining a 7-skill level, every
individual must complete an in residence advanced skills course. The course concentrates on
management and functional responsibilities of the Vehicle Operations Flight.

1.2.14.1.3. On-the-Job (OJT) Training. A significant portion of training every vehicle opera-
tor will receive will be accomplished through OJT. The OJT process begins upon arrival at the
first duty station, and will continue through the award of the 9-skill level.

1.2.14.1.4. Career Development Courses (CDCs). The vehicle operations career field hastwo
courses devel oped to supplement training to the 5-, and 7-skill levels,

1.2.15. Wartime Skills. During wartime/contingency conditions, vehicle operations personnel must
possess the necessary wartime skills to meet mission demands.

1.2.15.1. Thefollowing could be some of the Hight functions:

1.2.15.1.1. Support of Noncombatant Evacuation Operations (NEO). Includes support to
NEO reception areas, accounting for privately owned vehicles (POV), and bus transportation
for the evacuation of dependents and personal baggage.



AF124-301 1 NOVEMBER 2001 19

1.2.15.1.2. Support of Air Base Operability (ABO). Includes the movement of 2-4 echelon
medical materiel, mass casualty transportation, and transportation support of off-base medical
staging facilities.

1.2.15.1.3. Services support. Includes the movement of commissary stocks for the resupply
of protective shelters, transportation support to mortuary affairs, supply and resupply of on-
and off-base recovery aress.

1.2.15.1.4. Munitions support. Provide transportation support for intra-base munitions move-
ments as required.

Movement of hazardous materials (unexploded ordinance, fuel, etc.) and waste as required.
1.2.15.1.5. Support aircrew transportation requirements.
1.2.15.1.6. Inter/Intra-base movement of cargo.

1.2.15.1.7. Provide transportation support to move War Reserve Materiel (WRM) supplies
and equipment for deployment.

1.2.15.1.8. Operation of material handling equipment (MHE) in support of aircraft loading
and unloading operations beyond the capability of the air freight terminal. Support includes
providing qualified tractor and trailer operators as necessary.

1.2.15.1.9. Vehiclerecovery operations. Collects and manages attrition support vehicles; i.e.,
POV's, Army Air Force Exchange Service (AAFES) vehicles, Nonappropriated Funds Vehi-
cles (NAF), host nation provided vehicles, etc. Retrieves disabled vehicles for transport to
vehicle maintenance, and provides emergency removal services to clear runways and access
roads.

1.2.15.1.10. Supports line-haul transportation requirements. Provides vehicles and qualified
vehicle operators as necessary to meet Air Force line-haul requirements.

1.2.15.1.11. Determines critical vehicle shortfalls and reports requirements to the Logistic
Readiness Center (LRC).

1.2.15.1.12. Executes alternate vehicle sourcing; i.e., lease/rentals, commandeering of Pri-
vately Owned Vehicles (POVs), AAFES, NAF, host nation provided vehicles, and executes
requirements necessary to obtain vehicle support through Civil Military Cooperation
(CIMIC).

1.2.15.1.13. Monitors critical vehicle status reports submitted by the vehicle damage assess-
ment teams and takes appropriate action through the Transportation Control Center (TCC).

1.2.15.1.14. Maintains a current status on all dispersed vehicles.
1.2.15.1.15. Executes vehicle priority recall procedures.
1.2.15.1.16. Preparesall vehiclesfor shipment as directed by higher headquarters.

1.2.16. Vehicle Control Officer (VCO) and Non-Commissioned Officer (VCNCO): Motor vehicles
permanently assigned to units require day-to-day management. As a result, the Air Force adopted
appointing unit vehicle control personnel to enable organizations to make the most effective use of
assigned vehicles. VCO/VCNCOs:

1.2.16.1. Serveasfoca point for all vehicle matters.
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1.2.16.2. Control unit vehicles and obtain transportation services to meet mission requirements.

1.2.16.3. Defend unit vehicle requirements, justify requests for additional vehicle requirements,
and comply with vehicle rotation policies.

1.2.16.4. Ensure proper operator care, inspections and maintenance is performed. Report vehicle
malfunctions to vehicle maintenance and ensure vehicles are made available for repair and servic-

ing,
1.2.16.5. Prevent misuse, abuse, and damage to unit vehicles, investigate vehicle incident, acci-
dent, misuse, and abuse cases; recommend corrective action to the unit commander.

1.2.16.6. Identify unit instructors for approva by the VOO and VOS to train and supervise unit
vehicle operators.

1.2.16.7. Train unit personnel on use and control of the DoD Fleet Credit Card.
1.2.16.8. Promptly turnin vehiclesidentified on the priority recall list to support a higher priority
mission.

1.2.16.9. Develop and maintain unit vehicle lesson plans.
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Chapter 2
OFFICIAL USE OF VEHICLES

2.1. Official Use of Government Vehicles. Statutory law (40 U.S.C. Section 491) prescribes that DoD
establish (DoD 4500.36-R, Management, Acquisition, and Use of Motor Vehicles) an effective means of
limiting the use of government motor vehicles (GMV) to official governmental purposes. One simple
rule applies with respect to official use of government vehicles:

Restrict the use of all DoD motor vehicles, including those rented or leased, to official purposes only,
that is, uses that would further the mission of the Air Force. Providing a government vehicle solely or
even principally to enhance the comfort or convenience of the member(s) is not permitted.

Unauthorized use of government vehicles often results in unnecessary expenditure of funds and public
criticism.  Although the maor goal of the vehicle operations flight is to provide quality support, com-
manders and vehicle managers must know vehicle use restrictions and ensure the base populace is knowl-
edgeable on what congtitutes official use. Refer requests not conforming to governing directives to the
VOO or VOS.

2.2. Penaltiesfor Misuse of DoD Motor Vehicles. Misuse and/or failure to prevent misuse of govern-
ment-owned or -leased vehiclesis punishable under Title 31 U.S.C. Section 1349. The unauthorized or
willful misuse of a government motor vehicle can be cause for the following disciplinary actions:

2.2.1. Military Personnel. Subject to disciplinary action under provisions of the Uniform Code of
Military Justice or other administrative procedures deemed appropriate.

2.2.2. Civilian Personnel. Subject to suspension from duty by SECAF, without pay, for not less than
1 month, and shall be suspended for a longer period or summarily removed from office if circum-
stances warrant.

2.3. Vehicle Misuse I nvestigation. Report all suspected misusesto the base transportation office. Trans-
portation conducts a technical assessment of the incident to determine if regulatory official use guidance
has been violated. All substantiated allegations, along with the technical assessment, will be forwarded
to the appropriate unit commander for investigation. Maintain alog of all suspected misuse cases
reported to transportation and a case file on each substantiated allegation.

2.4. Priority of Transportation Services/ Making Official Use Deter minations. When vehicle trans-
portation is essentia to the performance of official business, the following methods shall be considered
in the order shown, to the extent they are available and capable of meeting mission requirements:

2.4.1. DoD scheduled bus service.

2.4.2. Scheduled public transportation.

2.4.3. DoD-owned, rented or leased motor vehicle.

2.4.4. Voluntary use of privately owned vehicle (POV) on areimbursable basis.
2.4.5. Commercial taxicab on areimbursable basis.
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2.5. Making Official Use Deter minations. When questions arise about official use of motor vehicles,
they shall be resolved in favor of strict compliance with statutory provisions and the policies of this
instruction. When guidance does not specifically fit a request for transportation support, commanders
will use the following factors when making official use determinations:

2.5.1. Isthe purpose of thetrip official?

2.5.2. Does the request have the potentia to create a perception that will reflect unfavorably on the
Air Force or cause public criticism?

2.5.3. Will the request impact on mission requirements?

2.5.4. Iscommercial or DoD scheduled transportation available? It is important to note that the Air
Force does not provide transportation support that competes with commercial services.

2.6. Authorized Uses of Government Vehicles (non-inclusive):

2.6.1. Temporary Duty. Transportation may be provided between lodgings and duty stations for per-
sonnel on temporary duty when public or commercia facilities are inadequate or nonexistent. The
temporary duty status of an individual does not necessarily justify the use of a DoD motor vehicle.
Use of the vehicle will always be predicated on need, distance involved, and other conditions that jus-
tify their use. When an adequate DoD or commercial bus systemis available, the use of any individ-
ual motor vehicle or commercial rental car is prohibited. When authorized, a government motor
vehicle may be operated:

2.6.1.1. Between places where the member’s presence is required for official business, or
between such places and temporary lodgings.

2.6.1.2. Between places of business or lodging and eating establishments, drugstores, barber
shops, places of worship, cleaning establishments, and ssmilar places required for sustenance of
the member. If used off-base, restrict the use of these vehicles to reputable eating establishments
in reasonable proximity to the installation.

2.6.1.3. Between places of business or lodging and installation bowling centers, officer and non-
commissioned officer clubs, gymnasiums or any on-base non-appropriated fund activity (i.e., golf
courses, rod & gun clubs, etc.) facilities required for the comfort or health of the member. Use of
motor vehicles for transportation to or from any other entertainment or recreational facilitiesis
prohibited.

2.6.2. Units may provide transportation to military and civilian personnel officially taking part in
public ceremonies, parades, and military field demonstrations. Thisis not to be interpreted as author-
ity to transport amember’srelatives or personal friendsinvited to attend activities such as retirements,
promotions, awards ceremonies, dedications, funerals, or any other similar type functions.

2.6.3. Trangport civilian organizations (nonreimbursable) to military installations to take part in base
activitiesin the interest of community relations when officially invited and approved by the installa-
tion commander or other competent authority. Thisis not to be interpreted as authority to transport a
member’s relatives or personal friends invited to attend activities such as retirements, promotions,
awards ceremonies, dedications, funerals, or any other similar type functions.
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2.6.4. Authorize reimbursable transportation support for community service programs as prescribed
by AFI 35-201, Community Relations Program, when certified by the installation Public Affairs
Officer.

2.6.5. Official use for active duty personnel include transportation to or from Air Force scheduled
appointments, i.e., MPF records check, dental appointments, hospital outpatient appointments, etc.
Use transportation priorities specified in paragraph 2.4.

2.6.6. Transportation of family members is the responsibility of the sponsor. Dependents may use
publicized, regularly scheduled shuttle buses or mass transportation services on a space-available
basis.

2.6.7. Personnel conducting official off-base duties are authorized to stop at off-base eating establish-
ments in the immediate vicinity of the off-base work site.

2.6.7.1. Thisauthority does not include eating or stopping at private quarters.

2.6.7.2. Personnel are not authorized to stop at shopping or dining facilities on, or in the close
proximity of, the installation while in route to off-base locations.

2.6.8. The installation commander may approve alert aircrews, Intercontinental Ballistic Missile
(ICBM) personnel, and emergency response forces use of government vehicles to and from on-base
activities or facilities. Provide alisting of units approved by the installation commander to each unit
commander and VCO. Alert crews, ICBM personnel, and emergency response force may not drive
vehicle to private quarters, for domicile-to-duty purposes, or to conduct personal business.

2.6.9. Theinstallation commander may authorize Operations Group Commanders (OG/CCs) to drive
their vehicles to on-base quarters incident to the performance of their duties in connection with
on-going flight operations. This should not be interpreted as having Command and Control Vehicle
(CACV) authority. The intent of the policy isto alow OG/CCs to go home to eat during ongoing
flight operations without having to transfer to a POV. Vehicles will not be driven to quarters and
parked overnight.

2.6.10. The use of government vehicles is authorized to support mental health facilities when mental
health patients are in outpatient status. Mental health must prearrange transportation support and such
support must be part of patient therapy ordered by a medical physician. Medical personnel must
accompany the patients.

2.6.11. Vehicle Allowance Standards authorize intercity buses to installations supporting AF bands.
Authorize and assign these vehiclesto the Vehicle Operations Flight with the band as the primary user.
Use the buses for other transportation needs when no band requirements exist. Theband paysall TDY
expenses for transportation personnel who provide operator support. If Air Force owned intercity
buses are not available to meet band requirements, the base transportation squadron must arrange ade-
guate aternative transportation, to include commercia charter buses. The AF band funds for com-
mercia charter buses.

2.6.12. When DoD scheduled bus service or scheduled public transportation is not available or
impractical, AFRC and ANG membersin official status (active duty, active duty for training, annual
tour, inactive duty for training pay and non-pay) are authorized transportation for line of duty travel
including to and from temporary lodging quarters.
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2.6.13. Authorize transportation support to liaison officers of (chartered) Civil Air Patrol (CAP) orga-
nizations for annual programswhen it is not detrimental to the mission.

2.6.14. Authorize child care centerslimited transportation support based on the availability of vehicle
operators and vehicles when it is not detrimental to the mission. Limit support to child development
center sponsored activities. Do not provide transportation between on or off-base housing areas and
the child development center. Do not authorize Air Force vehicles on a permanent basis to child
development centers.

2.6.15. Each organization must develop its own local policy directives for the transport of family
pets. Commanders should only alow this pursuant to official business. GOV's should be used on a
space-available basis with no detriment to the mission. The family pet must always be under the con-
trol of the owner, either leashed or caged, in order to ensure the safety of the driver and passengers.
Owners should be held responsible for the behavior of their pets and any damage caused to a vehicle
should be charged to the owners.

2.6.16. Chapel Support. Provide transportation to the installation chaplain and chapel personnel per-
forming official dutiesin the same manner as other mission support activities. Support includes direct
administrative support and staff assistance visitsto off-base locations. The installation staff chaplain
submits the transportation request for chapel program activities such as picnics, special groups, social
activities, renewal activities, chapel youth trips, or summer camps. Submit all requests to transporta-
tion well in advance of the date required. Support is predicated on the availability of vehicles and
vehicle operators and must not pose a detriment to higher priority missions.

2.6.16.1. Provide transportation from installation housing areas to installation chapels for weekly
worship and religious education programs when resources are available, to include UDI vehicles.
Provide vehicle operations flight personnel to operate vehicles on a volunteer basis only.

2.6.16.2. In all cases, the chapel must program and identify chapel transportation requirements to
base-level trangportation for inclusion in the installations annual budget submission.

2.6.17. Federal Prison Camp (FPC) Support. Express any arrangements concerning FPC inmates
operating Air Force vehicles in a written support agreement between the federal agency and the Air
Force. The support agreement must include provisions that indemnify the Air Force from claims from
theinmates driving activities aswell as provisions to reimburse the Air Force for any vehicle or other
property damage that may occur. HQ USAF/XO/IL must approve all agreements.

2.6.17.1. Use Air Force vehiclesto perform work stipulated by a support agreement. Do not use
Air Force vehicles to conduct other prison business or for inmates to conduct personal business.

2.6.17.2. Do not authorize or assign Air Force vehiclesto aprison facility. Air Forceflightsusing
FPC inmates for labor may transport them to and from work sites.

2.6.18. Air Force Museum Support. Transportation service (U-Drive, Radio Taxi, Non-Radio Taxi
and Mass Transportation) in support of appropriated funded AF Museums may be provided when
such transportation can be made available without detriment to the DoD mission. Figure2.1. listsAF
Museums that receive appropriated funds.

2.6.18.1. Museums cannot have vehicle authorizations for passenger carrying vehicles. Restrict
support to utility type vehicles for use in maintaining facilities and displays. Process requests for
Air Force vehicle support as any other vehicle support request. They must comply with all estab-
lished guidelines.
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2.6.18.2. Provide support using the means most economical to the Air Force. Museums that do
not receive Air Force appropriated funds are private organizations and not authorized permanent
Air Force vehicle support.

NOTE: The above policy does not apply to the Air Force museum at Wright-Patterson AFB OH.

2.6.19. Government motor vehicle support for USAF sponsored counterpart and foreign attachE trips
for both the principals and their spouses is authorized. This authority applies when GMVs are avail-
able; otherwise Official Representation Funds (ORFs) or other government fund cites will be provided
for rental vehicles.

2.6.20. Air Force vehicles assigned to housing offices may be used to transport newly arrived mem-
bersin overseas areas to available or potentia rental propertiesin local communities. The following
guidelines apply:

2.6.21. Only housing office employees can transport membersin GMV s to search for off-base hous-
ing.
2.6.22. The base housing manager should consider the adequacy of local sponsorship programs and

the availability of private or commercia transportation before authorizing the use of assigned GMV's
to support members obtain off-base quarters.

2.6.23. Do not provide base-level transportation and operator support, to include U-Drive-It (UDI)
vehicles, to individual membersfor the purpose of house hunting. UDI support maybe provided to the
housing office to facilitate mass transportation movements. Support will be based on the availability
of GMVsin relation to mission support requirements.

2.6.24. Air Force Recruiters may use government vehicles to provide transportation to prospective
military recruits for interviews, in-processing, and orientation only. The SECAF must approve all
domicile-to-duty transportation requirements for recruiters.

2.7. Unauthorized uses of Air Force Vehicles (non-inclusive):

2.7.1. Do not provide exclusive assignment of Air Force vehicles (owned, rented, or leased) to one
official or employee based solely on grade, prestige or personal convenience.

2.7.2. Unless authorized under Chapter 5, transportation to, from, or between locations shall not be
provided for the purpose of conducting personal business or engaging in other activities of a persona
nature by military or civilian personnel, members of their families, or others.

2.7.3. Asarule, transportation to on-base dining facilities is an individual responsibility. However,
theinstallation commander may authorize personnel to take DoD-owned, rented, or leased vehiclesto
on-base dining facilities.

2.7.3.1. Do not grant this authority for personal convenience of the member.

2.7.3.2. Restrict approvals to personnel requiring an emergency or rapid response capability, i.e.,
security police, fire fighting personnel, etc.

2.7.3.3. Provide a listing of units approved by the installation commander to each unit com-
mander and VCO.

2.7.4. Members and their family members will not use government vehicle transportation for per-
sonal social engagements or personal business. Members and their dependents may use publicized,
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regularly scheduled transportation services (i.e. shuttle buses, airport transportation service, etc.) on a
space available basis. Do not provide alarger vehicle to accommodate space-available passengers.

2.7.5. Asarule, do not provide vehicle support to spouses at additional expense to the government
when accompanying the member on official business.

2.7.5.1. The spouse may travel with the member at added expense only when there is an unques-
tionable official requirement for the spouse to actually participate in the function.

2.7.5.2. Spousetravel on aspace available basis when accompanying the member isauthorized as
long as the size of the vehicle is no larger than that required for the performance of the members
official business.

2.7.6. Do not use Air Force-owned, rented or leased vehicles for personal or government directed
household good moves.

2.7.6.1. Members are not provided vehicle support for moves related to dormitory renovation or
commander directed relocations. Members facing such moves are authorized to receive al appro-
priate personal property shipping entitlements.

2.7.6.2. Instalation commanders may waive this personal property shipping entitlement for emer-
gency or unusua circumstances as set forth in Title 37 U.S.C. Section 406(e). Refer personnel
requesting transportation support for household good movesto TMO.

2.7.7. Unlessincident to the performance of official duty, do not use or park government vehicles at:
commissaries, base exchanges (including all concessions), bowling centers, officer and noncommis-
sioned officer clubs, gymnasiums or any non-appropriated fund activity (i.e., golf courses, rod & gun
clubs, etc.) unless approved in other sections of this chapter.

2.7.8. Except as noted in paragraph 9.8.1.1.1., members travelling in Permissive TDY status are not
authorized dedicated appropriated funded motor vehicle transportation support. Membersin this duty
status may use publicized, regularly scheduled transportation services (i.e. shuttle buses, airport trans-
portation service, etc.) on a space available basis. Do not provide a larger vehicle to accommodate
Space-available passengers.

2.8. Transportation Between Domicile and Place of Employment. With the exception of Command
and Control Vehicle Authorizations (CACV), the Secretary of the Air Force (SECAF) must approve all
domicile-to-duty authorizations. Title 31 U.S.C. Section 1344, isthe sole authority for use of government
transportation between a residence and place of employment, and section 1344(b) designates specific
positions authorized home-to-work transportation. For the Air Force, those are the SECAF and the Chief
of Staff. The SECAF may authorize others home-to-work transportation only when one of three condi-
tions exist: (1) a highly unusual circumstance presenting a clear and present danger (for example, the
threat of terrorist attack), (2) an emergency (for example, a public transportation strike), or (3) other com-
pelling operational considerations (defined as those circumstances with an element of importance which
are essential to the successful accomplishment of the Air Force mission or are necessary for the Air
Force's efficient operation). Installation commanders may authorize the use of government transportation
to those not otherwise entitled when danger to public health and safety is of such imminent seriousness
that timely approval by the SECAF would beimpossible. If provided, immediately notify HQ USAF/ILT
to begin the approval and notification process. Unless waived by the Assistant Secretary of Defense
(Comptroller), obtain reimbursement.
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2.8.1. Approva Procedures. Federal law requires the SECAF (non-delegatable) to approve written
determinations for domicile to duty requirements cited above. The determination must include: (1)
the name (or other identification, if confidential) and the title of the individual, (2) the reason for the
determination, and (3) the anticipated duration of the authorization. The initial approval will not
exceed 15 calendar days. If the circumstances continue, the SECAF may approve a subsequent deter-
mination of not more than 90 additional calendar days. The process may continue as long as required
by the circumstances. Submit origina or subsequent determination requests to HQ USAF/ILT. The
SECAF advises the Senate Committee on Governmental Affairs and the House of Representatives
Committee on Government Operations of each determination.

2.8.2. Field Work. The SECAF determines who is eligible to use home-to-work transportation for
field work. AW 41 CFR, Subpart 101-6.401(g), field work means official work performed by an
employee whose job requires itinerant-type travel involving multiple stops within or outside the
accepted local commuting area. Some examples of field work could include:

2.8.2.1. Medical officers performing outpatient medical service away from a hospital.

2.8.2.2. Military recruiters who proceed directly from their domiciles to conduct official recruit-
ing matters, when it is determined to be infeasible or impractical for the recruiter to first proceed
to an office location where the government vehicle is normally garaged.

2.8.3. Do not use the field work exception when: (1) the individual’s workday begins at his or her
official government duty station, or (2) theindividua normally commutesto afixed location, however
far removed from his or her official duty station. In situations where it's more cost-effective to pro-
vide the member avehicle for home-to-work transportation rather than have the member travel along
distanceto pick up avehicle and drive back toward or beyond his/her residence to perform his/her job,
MAJCOM s should consider requesting home-to-work authorization under compelling operational cir-
cumstances. Submit all Air Force field work requirements biannually to HQ USAF/ILT for consoli-
dation and submission to the SECAF for approval. HQ USAF/ILT will forward approvals to affected
units. Submit out of cycle requeststo HQ USAF/ILT.

2.8.4. Logging Home-To-Work Transportation Requirements. The person(s) or position(s) autho-
rized home-to-work transportation by the SECAF under provisions of paragraph 2.7.4. must maintain
alog to enable an auditor or inspector to establish that the transportation was used only for official
purposes. Thelog must contain: (1) the name and title of theindividual (or other identification, if con-
fidential); (2) the name and title of the authorizing individual; (3) the vehicle registration number; (4)
the dates, location, duration, and circumstances requiring the home-to-work transportation; and (5)
precautions taken to ensure the security of the vehicle. Maintain thislog for a period of 3 years.
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8th Air Force Museum
Barksdale AFB

SD Air & Space Museum
Ellsworth AFB

Fairchild AFB Museum
Fairchild AFB

Museum of Aviation
Robins AFB

Dover AFB Museum
Dover AFB

USAF Enlisted Heritage Hall
Maxwell AFB

M cClélan Aviation Museum
McClellan AFB

Peterson Air & Space Museum
Peterson AFB

TravisAir Museum
TravisAFB

Hill Aerospace M useum
Hill AFB

History & Traditions Museum
Lackland AFB

McChord AFB Museum
McChord AFB

AF Space & Missile Museum
Patrick AFB

AF Flight Test Center Museum
Edwards AFB

Edward H. Whitell Memorial Museum
Brooks AFB

Warren Frontier & Missile Museum
F.E. Warren AFB

The Rothkopt Center
Grand Forks AFB

USAF Security Police Museum
Lackland AFB

March Field Museum
March AFB
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Chapter 3

FLEET MANAGEMENT

3.1. Fleet Management. Fleet Management is responsible for the efficient and economical operation of
the base vehicle fleet. The element provides written management analyses and is responsible for base
vehicle buy submissions, establishing and management of the vehicle control program, the licensing of
vehicle operators, accountability of the vehicle fleet, and performing quality assurance evaluations. The
Fleet Management element:

3.1.1. Supports AF Form 1252/1252A, USAF Vehicle Serv-O-Plate and Vehicle Identification
Link (VIL). The Base Fuels Management Office (BFMO) is responsible for serv-o-plate manage-
ment and the automated fuel service station (AFSS) equipped for VIL. Vehicle Operations will pro-
vide the BFMO a semi-annual, or as required, master list depicting all assigned vehicles and
organizations codes. A system will be developed between the BFMO and Fleet Management to
ensure notification of vehicle deletions, assignments, and rotations.

3.1.2. Records On-Base Fuel Consumption. Air Force vehicles operated solely on government instal-
lations are exempt from Federal taxes charged on the fuel consumed. In order to get appropriate tax
credit for the fuel consumed by these vehicles, they must be identified and tracked. Fleet Manage-
ment provides alist of vehiclesthat operate only on the installation to the BFMO. Thislist is updated
guarterly, and must include the vehicle registration number, unit, and all grades of product that will be
used (e.g. MUR, MRR, DL1, DL2, CNG, LNG etc.). BFMO will usethislist to encode the VIL with
aType Issue/Defuel (TID) code. Tax refunds are filed quarterly by SA-AL C/SFRF for ground prod-
ucts consumed at all AF bases. If any vehicle uses a county, state, or federal highway one or more
times during the quarter, that vehicle cannot be tax exempt and will not be included on the list pro-
vided to the BFMO. Crossing over a county, state, or federal highway at an intersection does not
count as use.

3.1.3. Records Off-Base Mileage. Fleet Management will develop procedures for documenting
off-base mileage data to distinguish between on-base and off-base accrued mileage. AF Form 1380,
Record of Off Base Mileage, will be used to record the mileage data. Documentation will be for-
warded to Accounting and Finance (ACF) to recoup state taxes paid for mileage traveled on theinstal -
lation. If the state does not charge taxes on government fuel purchases, documentation of off-base
mileageis not required.

3.1.4. Manages Toll Tickets. Locations where travel requires payment of tolls will develop proce-
dures to maintain and issue tickets to operators in the proper denominations to cover passage.

3.1.5. Administers Emergency Roadside Repair Forms. Feet Management controls and issues AF
Form 15, United Sates Air Force Invoice, and SF 44, Purchase Or der-1nvoice Voucher, for emer-
gency roadside repairs. Either form may be used.

NOTE: Contract locations where maintenance costs are paid as part of the contract, and there is an alter-
native method of paying for off-base repairs, are exempt from maintaining the AF Form 15.

3.1.6. Analyses and Reports. Effective vehicle management includes continuing process improve-
ment by constantly assessing customer needs, analyzing services, and monitoring efficiency, econ-
omy, and utilization of the vehicle fleet. The VOO/VOS are responsible for ensuring the analyses for
evaluating fleet performance and utilization, transportation services, and vehicle authorizations are
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accomplished. Recommendations from an analysis must be validated and documented. Fully docu-
ment decisions, process improvements, or corrective action taken as a result of analyst recommenda-
tions. The fleet management module of OLVIMS complies data necessary to accomplish these types
of analyses. The following are minimum analyses requirements:

3.1.6.1. Authorization Analysis. Fleet Management will conduct an authorization analysis on all
vehicle authorization requests (refer to Chapter 6 for justification requirements). The objective
of the analysisisto validate the requirement and determine whether a more cost effective avenue,
such as short-term leasing or co-utilization of assets, can satisfy the requirement without adding
additional authorizations. VOO/VOS will use the conclusions of the analysis to make approval/
disapprova recommendations to the L ogistics Commander (LG).

3.1.6.2. Annual Utilization/Rotation Analysis. Rotate vehicles when practical and economical to
help ensure they will reach their programmed life expectancy. The fleet management module of
OLVIMS will be used to determine how well the fleet compares to established Air Force and base
mileage averages and other vehicle management objectives. Air Force goals listed in TO
36A-1-1301, Vehicle Management Index File, are used as the basis for utilization/rotation analy-
sis. Analysis and summary of actions need to be documented. Authorization deletions, changes,
and rotation need to be considered for under utilized vehicles. Consider utilization data, mission
requirements, and the cost of moving equipment when determining if rotation actions are neces-
sary. Results of thisanaysis must be documented to include rationale for action(s). NOTE: GSA
or other leased assets are required to be included in this analysis.

3.1.6.3. Semiannual Vehicle Operations Services Analyses. Vehicle Operations services must be
continually analyzed to ensure process improvement, cost effectiveness, efficiency, and quality
customer service. are achieved. Each analysis must document corrective actions or operational
adjustments to enhance services. Results and recommendations are reviewed by the VOO/VOSin
concert with the Vehicle Operations Supervisor and Fleet Manager and implemented as appropri-
ate. All analyses will be derived from data complied over a consecutive seven (7) day period.
Longer time periods may be used as deemed appropriate by the VOO/VOS.

3.1.6.3.1. Bus Service Anaysis (base shuttle, masstrangt, etc.). Asaminimum, thisanalysis
will address the following:

3.1.6.3.1.1. The number of authorized and space available users boarding at each stop.
3.1.6.3.1.2. Any recommendations the operators and customers submit.

3.1.6.3.1.3. Computation of the cost per mile.

3.1.6.3.1.4. Comparison of bus stops versus high-usage taxi request locations.
3.1.6.3.1.5. Review of the size of vehicle(s) being used to support the requirement.

3.1.6.3.2. Taxi Service Analysis (Radio/Non-radio). Asaminimum, thisanalysiswill address
the following:

3.1.6.3.2.1. Taxi responsetime. USAF standard is 10 minute responsetime. If excessive,
recommendation to improve services are made.

3.1.6.3.2.2. Average response time, if exceeds, USAF standard, document rationale and
corrective action.
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3.1.6.3.2.3. Number of requests canceled or number of pickups delayed due to the lack of
vehicles or manpower.

3.1.6.3.2.4. Analyze taxi standby point versus frequent pick-up and drop-off locations.

3.1.6.3.3. Transient Aircrew Transportation Analysis. As a minimum, this analysis will
address the following:

3.1.6.3.3.1. Responsetime. USAF standard is 10 minute response time. If excessive, rec-
ommendation to improve services are made.

3.1.6.3.3.2. Averagein-servicetime.

3.1.6.3.3.3. Accuracy of schedules provided to meet aircrew

3.1.6.3.3.4. Requirements versus capabilities.

3.1.6.3.3.5. Number of Prime Knight requests versus routine aircrew support.
3.1.6.3.4. AFEMS Reject Anaysis

3.1.6.3.4.1. Total number of rejects for six month period being analyzed.

3.1.6.3.4.2. Summarize analysis by reject type and corrected action
3.1.6.3.5. Dispatch Support Analysis. Asaminimum, this analysiswill address the following:

3.1.6.3.5.1. Evaluate requests not supported.

3.1.6.3.5.2. Computation of the cost per passenger mile.

3.1.6.3.5.3. Review of requirements versus capabilities.

3.1.6.3.5.4. Determine optimum mix of vehicles for the Vehicle Operations fleet.
3.1.6.3.6. Pickup and Delivery Support Analysis. This anaysis will address the following:

3.1.6.3.6.1. Evaluate requests not supported.

3.1.6.3.6.2. Averagein-servicetime.

3.1.6.3.6.3. Amount of cargo versus frequency of scheduled sweep within designated
delivery routes/areas.

3.1.6.3.6.4. Common causes preventing delivery of cargo, which results in cargo being
returned to Supply.

3.1.6.3.6.5. Number of unscheduled deliveries within 30 minutes of scheduled sweeps.

3.1.6.3.6.6. Frequency and average delivery timesfor priority delivery of issue documents
(1SV) includes 01, 02, and MICAP parts/cargo.

3.1.6.3.6.7. Compare and evaluate unscheduled delivery requests with scheduled sweep
routes and times.

3.1.6.3.6.8. The size and type(s) of vehicles used to support scheduled sweeps.

3.1.6.3.6.9. Recommendations of Supply, TM, customers, vehicle dispatchers and
assigned operators.
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3.1.7. Establishes a Vehicle Control Program. The purpose of the vehicle control program is to
ensure units meet Air Force vehicle management goals. Base activities with vehicles assigned on a
permanent basis will have a Vehicle Control Program. Unit Vehicle Control Officers (VCOs) and
Vehicle Control Noncommissioned Officers (VCNCO) are appointed by the unit commander to act as
designated liaisons with the base transportation activity. Fleet Management is responsible for orient-
ing al newly appointed VCO/VCNCOs on Air Force vehicle management policies. Associate units
will participate in and support the host vehicle control program. Associate unit vehicle control pro-
grams are subject to assessment by the host command 1G.

NOTES:

1. The Vehicle Operations Flight is exempt from inspections and staff assistance visits under the
VCO program.

2. AFOSI vehiclesleased through GSA in CONUS are exempt from inspections and staff assis-
tance vigits.

3.1.7.1. Conducts Annual Vehicle Control Function Assistance Visits. A Vehicle Control Func-
tion (VCF) assistance visit will be conducted annually. The results will be documented to include
the topics discussed, noted discrepancies and noteworthy comments, and provided to the unit
commander. Copies may be provided to tenant command staff assistance teams and | G teams upon
request. The VCO/VCNCO is provided the following information during each visit:

3.1.7.1.1. An analysis of vehicle utilization as it compares to base averages and Air Force
goals.

3.1.7.1.2. Issues such as operational problems, vehicle rotations, utilization, requirements,
security, operator training and licensing, lesson plans, and misuse, will be discussed.

3.1.7.1.3. A computation of O& M cost per mile for each unit vehicle.

3.1.7.2. Performs Semiannua Wing Assessment Vehicle Inspections. At aminimum, Fleet Man-
agement will conduct arandom inspection of aleast 10 percent of the installation fleet (owned or
leased) every six months. Fleet Management determines the types based on trends that could
affect mission support. Inspections will emphasize safety items, unreported damage and operator
care. Inspection criteriawill be developed locally and provided to each unit commander. A con-
solidated report will be provided to the Logistics Commander after each inspection cycle.

3.1.8. Manages the DoD Fleet Credit Card System. The DoD Fleet Credit Cards are used to obtain
fuel and services from off-base commercial service stations. Defense Energy Support Center (DESC)
isthe program manager and policy oversight for the DoD card. Each registered Air Force motor vehi-
cle authorized for off-base dispatch may be assigned afleet services card. Asarule, vehicle operators
should obtain approval from the host base vehicle maintenance activity before using the Fleet Service
Card to obtain off-base maintenance services. Units should develop local use procedures. The vehi-
cleregistration number and “United States Air Force” should be embossed on each card. To facilitate
bulk fuel issues, each host base vehicle operations flight is authorized to obtain generic cards. Generic
cards may reflect work section descriptions, i.e., 96th Vehicle Operations.
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NOTES:

1. Transportation commanders have the option of establishing alternative off-base refueling pro-
grams if more conducive to local vehicle operations functions. Develop local procedures to
ensure control and security.

2. AFMC and AFOSI activities with indigenous assets assigned are exempt from this policy.

3.1.8.1. Ordering the Fleet Service Card. Each host base fleet management staff must establish a
account with the authorized vendor.

3.1.8.2. Funding and Payment Procedures. Specific payment procedures must be established at
each host base when accounts are established. Make all payments directly to the authorized ven-
dor. Provide ACF an estimate of non-fuel purchases to be made against all fleet credit cards each
fiscal quarter. Thisis accomplished by preparing an AF Form 616, Fund Cite Authorization,
and forwarding the original and one copy to ACF for approval at the beginning of each quarter.
The approved copy is authority to cite funds for purchases. A separate funding file will be main-
tained for each account. Thefilewill include:

3.1.8.2.1. Copiesof the AF Form 616, current quarterly funding documents
3.1.8.2.2. Fund cite authorization

3.1.8.2.3. Current quarterly funding documents

3.1.8.2.4. Requestsfor additional or supplemental funds.

3.1.8.3. Administering the Fleet Credit Card. The Fleet Management staff isresponsible for issu-
ance and administration of the fleet credit card. Dutiesinclude:

3.1.8.3.1. Developing alocal driver training/user guide.

3.1.8.3.2. Acquiring the minimum amount of fleet credit cards to meet installation require-
ments.

3.1.8.3.3. Controlling the credit card register and the issuance of fleet credit cards.

3.1.8.3.4. Reviewing user control documents and credit register semiannually to include a
physical inventory.

3.1.8.3.5. Reporting questionable purchases to unit commanders.
3.1.8.3.6. Posting all non-fuel delivery tickets on AF Form 616.

3.1.8.3.7. Forward acopy of all delivery ticketsto Maintenance Control & Analysis (MC&A)
weekly for processing.

3.1.8.3.8. Verifying and certifying vendor’s invoice when received.
3.1.8.3.9. Forwarding invoice and delivery ticketsto the ACF.

3.1.8.3.10. Preparing and issuing an SF 1094, U.S. Tax Exemption Certificate, when tax due
on invoice exceeds $10.00. The monthly vehicle analysis report includes tax reported and
exemption summaries.

3.1.8.4. Control of the fleet credit card. Fleet Management will maintain a control file to account
for the fleet credit cards. The control file will contain, but not be limited to, a receipt for on-hand
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credit cards, copies of documents certifying loss, investigation, destruction, turn-in, semiannual
validation, and credit card register. Develop alocal credit card control log to document use. The
register will bevalid for onefiscal year. All cards must be reissued on anew register by 1 October.
Store unused cards in a suitable locked container.

3.1.8.5. Disgposition of the Fleet Credit Cards. Fleet Management will destroy credit cards no
longer required, authorized, or serviceable. Maintain arecord of all credit card destruction for one
year after the expiration date of the card. Notify authorized vendor of all lost and/or stolen cards.
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Chapter 4

OPERATOR RECORDSAND LICENSING

4.1. Policy. Air Force motor vehicles shall only be operated by military, civilian employees, approved
civilian contractors, and Nonappropriated fund (NAF) employees who meet al criteriaof thisinstruction.
The vehicle operations officer (or personnel designated by the VOO as authentication officials) is the
installation licensing authority. All exceptions to this licensing policy must be approved by HQ USAF/
ILTV.

4.1.1. Air Force Academy cadets are considered “military” (10 U.S.C. Section 8075).

4.1.2. ROTC cadets in their junior/senior year whom are issued military identification cards on
annual training are considered active duty military.

4.1.3. Individualsserving as Civil Air Patrol corporation liaison officers are authorized to operate Air
Force vehicles while engaged in official Air Force missions.

4.1.4. JROTC instructors are technically employees of their school districts and not the government.
Therefore, they are not covered under the federal torts claim act in case of accident and are not autho-
rized to operate government motor vehicles.

4.1.5. Foreign military personnel may operate Air Force vehicles when on official orders performing
temporary duty at an Air Force installation. The individual must present an international license
issued outside the country the Air Force installation islocated, or applicable military license issued by
their military service. Before operating any Air Force vehicle, the vehicle operator must demonstrate
proficiency and be briefed by the sponsoring unit on official use polices, accident reporting, vehicle
abuse, and operator care responsibilities.

NOTE: For entry, award, and retention of the 2T1X1 Vehicle Operator/Dispatcher Air Force Specialty
(AFS), personnel must possess avalid state driver’s license.

4.2. Operator Recordsand Licensing Office. The Operator Records and Licensing (ORL) officeisa
subfunction of Fleet Management. This officeisresponsible for licensing and maintaining motor vehicle
operator records for assigned military and civilian personnel authorized to operate Air Force owned,
rented, or leased motor vehicles.

4.3. Driver Records.

4.3.1. The ORL staff maintains active records (AF Form 2296, Vehicle Oper ator | nformation (Part
3)) for all authorized operators, regardless of motor vehicle type or Gross Vehicle Weight (GVW),
assigned to the installation. Operator records are retained in the Licensing module of OLVIMS.
Backup files are to be maintained for all system records.

4.3.2. When personnel transfer from one installation to another, their driver record must be activated
by the ORL office at the gaining base before operating a GM V.

4.3.2.1. Each month, the Military Personnel Flight distributes alist of personnel who are sched-
uled for permanent change of station (PCS). The VOO/VOS (or designee) must ensure receipt of
thelist and forward a hard copy of the AF Form 2296 to the MPF.
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4.3.2.2. Fleet Management must coordinate with MPF and Civilian Personnel Office to obtain a
listing of personnel retiring or separating to purge vehicle operator information files.

NOTE: The 11th WG is exempt from this policy.

4.4. Licensing.

4.4.1. Air Force License Issuance---AF Form 2293, U.S. Air Force Motor Vehicle Operator Iden-
tification Card.

4.4.1.1. When vehicle operation is required the unit VCO checks the individual’s state driver’s
license for medical or physical restrictions and notes them in Section | on the AF Form 171,
Request for Driver’s Training and Addition to U.S. Government Driver’sLicense, if applica
ble. Any restrictions are annotated on the AF Form 2296 and printed on the AF Form 2293 (if
issued).

4.4.1.2. Theunit VCO will brief the member on Air Force policy regarding official use, accident
reporting procedures, vehicle abuse, discrepancy reporting, the use of DD Form 518, Acci-
dent-Identification Card, and the use of SF 91, Operator’sReport of Motor Vehicle Accident.

4.4.1.3. The member presentsthe AF Form 171 to the ORL staff who establishesa AF Form 2296
andissues AF Form 2293 (if required) to the member.

4.4.1.4. Issuance of an Air Force license to personnel possessing a valid motor vehicle license
issued in any of the 50 United States, the District of Columbia, Puerto Rico, or asimilar licensing
jurisdiction is waived for operation of government owned or leased, commercial design, general
purpose vehicles, telephone maintenance trucks and military designed general purpose vehicles of
14,000 pounds GVW or less, when authorized by the unit commander. NOTE: An AF Form
2296 must still be maintained in OLVIMS.

4.4.1.5. When military personnel transfer from oneinstallation to another, their government oper-
ators permit must be validated by the ORL office at the gaining base before operating a GMV.

4.4.1.6. Members may be issued an AF Form 2293, US Air Force Motor Vehicle Operator
Identification Card if they possess an expired state driver’slicense that is honored by the issuing
state due to active duty military service or due to military waiver or clause.

4.4.1.7. Duplicate AF Form 2293. A duplicate AF Form 2293 may be issued to replace an AF
Form 2293 that is misplaced, damaged, or stolen. A verification of the individual’s AF Form 2296
isrequired to issue a duplicate license without recertification.

4.4.2. FOR MILITARY PERSONNEL. The AF Form 2293 issued to military personnel (including
members of the Reserve and National Guard that are subject to the UCMJ) isvalid indefinitely, unless
suspended or revoked. When military personnel separate from the service, they may keep their AF
Form 2293 if the words “NOT VALID-SEPARATED FROM THE SERVICE” are overstamped or
legibly marked on the front and back of the form. See paragraphs 4.7. and 4.8. for civilian and con-
tractor licensing requirements.

4.4.3. When military personnel transfer from active duty to active reserve status, the form remains
valid.

4.4.4. Basic Military Training School or Technical Training School students whose valid state
driver’slicense expires during training, may be issued atemporary AF Form 2293 for a period not to
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exceed 45 days. Vehicle training is conducted on government property by atechnical training instruc-
tor. A temporary license will not be issued to a student with a suspended or revoked state or commer-
cia license. Ensure the expiration date of the temporary permit is entered in the AF Form 2296.

4.4.4.1. Only the USAF Vehicle Operator Apprentice Course may utilize “span of control” for
training studentsin vehicle operations. Technical Training studentsin formal training may operate
vehiclesin a controlled environment (range, obstacle concourse--not open for public use) without
an instructor inside the vehicle. Instructor must be present in the immediate area and maintain
communication with student operator at all times. “Span of control” cannot be utilized for
base-level on-the-job (OJT), aqualified trainer isrequired to be in the vehicle.

4.4.5. Personnel in TDY status may operate Air Force vehicles when on official orders and they pos-
sess a valid state or military license for the vehicle to be operated. All personnel will be briefed on
official use policies and operator care responsibilities prior to operating Air Force vehicles. Do not
maintain a driver record of TDY personnel operating Air Force vehicles in the Licensing module of
OLVIMS.

4.4.6. Qualifying a Non-US Citizen. Unit instructors must prepare bilingual, written, or verbal tests
to cover foreign country driving laws and regulations for non-US citizens employed by the Air Force.
Treaties, arrangements, and laws of host countries apply.

4.4.7. Commercia Drivers Licenses (CDL) (49 CFR Parts 383 and 391).

4.4.7.1. Policy. Federa civilian employees that operate government -owned or -leased vehicles
26,001 GVW or more, or operate avehicle designed to transport more than 15 passengers (includ-
ing the driver), any vehicle transporting hazardous materials in such quantities that the vehicle is
required to be placarded under the hazardous materials transportation regulations (49 CFR 383.5),
must possessaCDL. Civilian employeeswill purchase CDL s at their own expense and obtain any
subsequent renewals.

4.4.7.2. Exceptions (DoD Civilians). The following are the only walvers that apply to civilian
employees.
4.4.7.2.1. Federd civilian employees who operate GMV s within the confines of any military
or participating in field exercises, combat or tactical situations (and never on a public road).

4.4.7.2.2. Federa employees exempted from obtaining a CDL under this provision will com-
ply with the licensing and qualification requirements outlined in this chapter.

4.4.7.2.3. Federd civilian employees who operate fire fighting vehicles.

NOTES:
1. Federd civilian employee vehicle operators that possess a CDL for a specific class of
vehicles, are not required to meet the licensing requirements in this section for those
same classes of vehicles.

2. Employees exempted from obtaining a CDL under this provision will comply with the
licensing and qualification requirements outlined in this chapter.

4.4.7.2.4. Licensing of federal civilian employeesin overseas areaswill be governed by a Sta-
tus of Forces Agreement (SOFA) and/or host nation requirements.
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4.4.7.3. Military Exemption. CDL requirements do not apply to military personnel. Noncivilian
operatorswaived from the CDL licensing requirementsinclude any active duty military personnel,
and members of the reserves and national guard on active duty including personnel on full-time
national guard duty, personnel on part-time training and national guard technicians (civilians who
are required to wear military uniforms and are subject to the code of military justice).

4.4.7.4. Government vehicles may be used by federal civilian employees for CDL qualification
and requalification. The use of government vehicles for this purpose will be restricted to only
those specified by their current job description/AFSC, and not for obtaining additional qualifica-
tionsfor separating personnel, promotions, change in jobs, etc.

4.4.7.5. (Optional) The use of Air Force vehicles by personnel awarded the 2T151 AFSC to
obtain aCDL as acondition to enhance proficiency may be authorized. The member will purchase
CDLs at their own expense and obtain any subsequent renewals.

4.5. Training.

4.5.1. Additional training is required on general purpose vehicles and tel gphone maintenance trucks
over 14,000 GVW, passenger vehicles with a carrying capacity of more than 15 passengers, special
purpose vehicles, construction equipment, materiel handling equipment, and railway equipment
(locomotives or cranes).

4.5.2. The using organization conducts all required vehicle operator training. When initial driver
training is required, training may be accomplished by contract with a commercial driver training
agency. The unit paysfor the training.

4.5.3. Trainers. Units designate qualified operators as vehicle training instructors.

45.3.1. Alistof training instructor candidates, the type of vehiclesthey aretrainersfor, and their
grade, should be submitted to Fleet Management. ORL will request a background check from
Security Police using the individual’s AF Form 1313, Driver’s Record, as a source document.

4.5.3.2. The VOO may reject a candidate or remove a training instructor who is considered to be
unqualified or who has accumulated six or more points for accidents or moving traffic violations
during any 12 consecutive months.

45.3.3. A list of approved unit trainers will be kept on file in the ORL office.

4.5.4. Training Lesson Plans. Unit commanders will ensure vehicle training lesson plans are devel-
oped and on file for vehicles assigned to their organization. The unit explosives or weapons saf ety
manager is required to coordinate on lesson plans for vehicles that handle or transport explosives.

4.5.4.1. Coordinate all vehicle lesson plans through the VOO/VOS and the Vehicle Maintenance
Manager (VMM). The using unit commander approvesthelesson plan. ORL will retain copies of
all approved unit vehicle lesson plans.

4.5.4.2. Transportation will not release new vehicle types to unit(s) until lesson plans are devel-
oped and approved, and an individual from the organization is certified to safely operate the new
vehicle and conduct training.

4.5.5. Training Certification. A student operator will possessan AF Form 171, Request for Driver’s
Training and Addition to U.S. Government Driver’s License, which serves as a learner’s permit
and be accompanied by a vehicle trainer while driving. The AF Form 171 becomes avalid learner’s
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permit only after completing Section |, Trainee Information. Block 19 must specify the specific vehi-
cle typesthe trainee is being trained to operate.

4.5.6. Certification of Training. When a student operator demonstrates competency in operating and
servicing on a specific vehicle type, certification is accomplished by:

4.5.6.1. Thetrainer certifies completion of training by completing Section Il of the AF Form 171.

4.5.6.2. The trainee acknowledges training received by completing Section |11 of the AF Form
171.

4.5.6.3. The appropriate authority certifies that training was provided by a qualified vehicle
trainer by completing Section IV of the AF Form 171.

4.5.6.4. The trainee presents the AF Form 171 to the ORL office as the source document for
updating the AF Forms 2293, U. S. Air Force Motor Vehicle Operator |dentification Card and
2296, Vehicle Operator Information (Part 3). When the AF Form 2296 is updated, the AF
Form 171 isreturned to the unit VCO.

4.5.7. Emergency Response Training. Additional training is required for vehicles (14,000 GVW or
less) used for emergency response purposes. Training will be documented in personnel training
records.

4.5.8. Chemical Warfare Training. Additional training is required to operate vehicles in chemical
warfare gear. Thistraining will be documented in personnel training records.

4.5.9. Explosives and Hazardous Material Handling. Units required to handle or move explosives or
other hazardous materials must provide operator instruction to their vehicle operators. Additional
training and instruction will be documented by the unit in personnel training records. The AF Forms
2293 or 2296 will not be used.

4.5.10. PintleHook. The unit conducts all training for pintle hook towed |oads operated on/off base.
Unit lesson plans for prime movers will include instruction on all pintle hook towed vehicles and/or
equipment to be towed by the unit. The unit will document training in personnel training records.

4.5.11. Contingency Training. Unit personnel that operate specia purpose vehicles during wartime
or contingencies, but not during normal duty, will receive familiarization training from a qualified
instructor.

4.5.11.1. Familiarization training will be documented using an AF Form 171 and annotating
block 20 “For Contingency Use Only.”

45.11.2. The AF Form 171 will be signed by the individual (Section 111) and a certifying official
(Section V) and kept in the possession of the individual while operating these vehicles.

4.5.11.3. Refresher training for operators on vehicles “For Contingency Use Only” will be
accomplished as determined by the unit commander. During contingencies, personnel will oper-
ate vehicles identified on their “Contingency Use Only” AF Form 171 on the military installation
or work sites only.

4.5.12. Any non-registered vehicle operated on off-base roads, will be licensed in accordance with
state and local laws.

4.5.13. Operator Training in TDY Status. Training and certification must be accomplished by a des-
ignated vehicle trainer and documented on the AF Form 171. Thetrainer certifies completion of train-
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ing by completing the AF Form 171. The student operator will retain the AF Form 171 to certify the
training received. Upon return to home station, the individual presents the AF Form 171 to the ORL
office to update their AF Forms 2293 and 2296.

4.6. Operation of Motor Vehicleson Air Force Flightlines. See AFMAN 24-306.

4.7. Federal Civilian Employees.

4.7.1. Policy. A civilian who isemployed as a motor vehicle operator and/or incidental operator must
meet the training requirements in the Federal Personnel Manual (FPM) and 40-series Air Force publi-
cations.

4.7.1.1. The OF Form 345, Physical Fitness Inquiry for Motor Vehicle Operators, is used to
review and certify an employee’s capability to operate a government -owned or -leased motor
vehicle. The OF Form 345isonly required for civilian employees who possess an AF Form 2293.

4.7.1.2. Physical standards referred to in the FPM do not apply to the Air Force Reserve and the
Air National Guard technicians. Their vehicle operator records are handled in the same manner as
active duty military operators.

4.7.1.3. Theexpiration date of the AF Form 2293 issued will be the same asthe civilian member’s
state or CDL.

4.7.1.4. Every 4 years (after a physical examination if required) the VCO reviews each federal
civilian employee’s capability to operate aGMV or continue to retain the AF Form 2293. Civilian
operators must meet prescribed physical standards and demonstrate competence to operate a
motor vehicle.

4.7.2. Although base maintenance, construction, and materiel handling vehicles are excluded from
the Office of Personnel Management (OPM) motor vehicle definition and operator reguirements,
civilian operators of these vehicles will comply with licensing requirements in this chapter.

4.8. Licensing Contractor Personnel:

4.8.1. A contractor employee required to operate government vehicles in the execution of a govern-
ment contract must be licensed by the state on the vehicles they operate. It isthe responsibility of the
contractor, not the Air Force, to ensure operators are appropriately licensed as a condition of employ-
ment. A state or commercial license will be used as certification to operate vehicles specified in the
contract. No further government licensing is required unless:

4.8.1.1. The contractor operates a government provided vehicle when commercial licensing is
waived under P.L. 99-570 (such as fire fighting vehicles) issuance of the AF Form 2293 is
required. The AF Form 2293 isissued only for the inclusive dates of the contract and appropri-
ately annotated with any required restrictions such as “on base only”.

4.8.2. Prior to allowing any contract personnel to operate government vehicles the contractor must:

4.8.2.1. Certify individuals are trained, licensed, and physically qualified to operate the vehicles,
and briefed on official use policies. Thiswill be accomplished by letter, signed by the contractor,
listing each individual and the types of vehicles they will be operating. This certification will be
updated as necessary and remain on filein ORL.
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4.8.2.2. ORL will maintain afile in the Licensing Module of OLVIMS on each contractor
employee operating special purpose vehicles licensed with a CDL or AF Form 2293. Only the
minimum amount of information is necessary for identification to assist in accounting, control-
ling, and investigations.

4.8.2.3. Fleet Management will void any issued AF Forms 2293 upon completion of the contract
or upon individual termination of employment. The employee may keep the voided copy.

4.9. Licensing of Federal Prison Camp (FPC) I nmates. FPC inmates are not licensed by the Air Force
to operate Air Force vehicles. Inmatesthat are allowed to operate Air 