Chapter 8: VEHICLE FLEET‑MANAGEMENT

800.
General information

1.
GSA Interagency Fleet Management System provides transportation support to agencies of the Federal Government.

2.
Vehicle users pay a flat monthly rental charge plus a charge per mile for use of vehicles. Rates are all inclusive. No additional charges for fuel, planned maintenance and replacement vehicles. However, the Command must pay for accidents, vandalism costs and repairs.

3.
The assignment of a GSA vehicle to a CNRC activity by a Federal Fleet Management Center (FMC) will be accompanied by a Motor Vehicle Assignment Receipt (GSA Form 1152). The billing address cited on the GSA Form 1152 will be that of the local command to which the vehicle is assigned. Each GSA vehicle is delivered with a GSA Operator's Manual and a U.S. Government National Credit Card (SF 149). Vehicles without these materials shall be reported to the issuing GSA FMC.

4.
CNRC will stock and provide "Navy Awareness" window decals. GSA has approved their use subject to the following restrictions:

a.
The decals shall be affixed to the outside of the windows and peeled off prior to turn‑in for replacement.

b.
On sedans, the decal shall be affixed to the driver's side rear door window on the bottom edge.

c.
On station wagons, passenger vans, and 4x4 utility vehicles, the decal shall be affixed on the driver's side rear window on the bottom edge.

d.
Violations of these restrictions will be grounds for removal of the decals from all vehicles.

801. Vehicle Procedures for Official Business in a Foreign Area

1.
On rare occasions, recruiters must travel into Canada or Mexico for official business. The Government's policy to self‑insure Navy‑owned or GSA‑leased vehicles does not apply in Canada or Mexico. Accordingly, GSA‑leased vehicles shall not be used for such travel. The use of Navy‑owned vehicles must be approved by CNRC (Code 122) prior to such travel.
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802.
Vehicle Coordinator

1.
The Vehicle Coordinator is responsible for coordination of all vehicle assignments, compiling necessary information for, and preparation of, reports of vehicle mishaps/accidents and incidents, preparation and distribution of vehicle safety equipment, and the validation and certification of monthly GSA vehicle bills. Additionally, the Vehicle Coordinator shall:

a.
Strive for maximum efficiency in vehicle use.

b.
Authorize vehicle transfers and maintain records of assignments for accountability purposes.

C.
Periodically inspect vehicles when possible for cleanliness and maintenance condition. Ensure required operator checks are accomplished.

d.
Ensure that all drivers possess a valid state driver's license for the vehicles to be operated.

e.
Maintain vehicles IAW GSA maintenance schedule.

f.
Ensure all Monthly Vehicle Reports (NAVCRUIT 11240/4) are being properly maintained and submitted on time.

g.
Report required mileage and vehicle information to CNRC Code 122 on time.

h.
Turn in excess vehicles promptly to reduce cost.

i.
Conduct the NRD Vehicle indoctrination Program.

803.
Management Reports


1.
Each Region and NRD will send a Vehicle Summary and

Accident Report to CNRC (Code 1223) within ten calendar days of

the end of each month. The report shall be sent by e‑mail in the

following format:

a. Total vehicles on board on the last day of the month:

b. Monthly mileage:

c. Number of accidents /mishaps (cumulative for FY to date)

d. Total amount of estimated repair costs (cum. FY to date)

e. Monthly domicile‑to‑duty mileage:
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2.
Regions NORTH, SOUTH, and CENTRAL and their NRI)s will provide their September vehicle inventory report to the Transportation Equipment Management Center (TEMC) , LANTNAVFACENGCOM, 5425 Robin Hood Road, Suite 220, Norfolk, Virginia 23513 by the 15th of October. The TEMC will use these reports as a fiscal year baseline inventory.

3. Region WEST and its NRDs will provide their September Vehicle Inventory report to TEMC, PACNAVFACENGCOM, Building 258, Makalapa, Pearl Harbor, Hawaii 96860‑7300 by the 15th of October.

4.
CNRC (Code 122) will consolidate information from the Summary and Mishap reports and provide monthly Command Vehicle Mileage and Mishap Reports.

5.
494 Generation Report (GSA or FMS) (Monthly report submitted to Regional Fleet Management Branch.)

6. Gain/Loss Report (Monthly report maintained by Regions and Districts) will be forwarded for the Region Headquarters and NRDs to their respective TEMC's by the 15th of each month.

804.
Official Use of DOD Vehicles

1.
Government‑owned and rented vehicles will be used for official purposes only in accordance with the provisions of the NAVFAC P‑300. Use of a Government vehicle for other than official purposes is a misuse of Government property. Such misuse is a violation of the Uniform Code of Military Justice and Federal law and may result in criminal, disciplinary, or adverse administrative action.

2.
Official use of DOD Vehicles: Navy‑owned and leased vehicles will be operated by qualified drivers only. All vehicle operators will be thoroughly briefed on COMNAVCRUITCOM, local command and State Law requirements prior to initial use via the Vehicle Use Notification Letter (TAB A).

3.
No individual, regardless of rank or position, is permitted to use a DOD‑owned or controlled vehicle for other than official business. The term "Official Use Only" includes but is not limited to the following:

a.
Transportation essential to the successful completion of the DOD function, activity, or operation.

b.
Transportation of military and civilian personnel officially participating in public ceremonies, military field demonstrations, and parades directly related to official activities. Transportation of other individuals (e.g.,
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hitchhikers, friends, family members) is prohibited unless the individual transported can be, considered as essential to the completion of the assigned mission. In such cases, an ITO must be prepared prior to the transportation be effected.

C.
Transportation of prospective military recruits may be provided in connection with interviewing, processing and orientation.

d.
Instances where the recruiter is under temporary duty orders away from the duty station and where the use of the Government vehicle is authorized in the orders as being most advantageous to the Government.

805.
Domicile‑to‑Duty

1.
Background:

a.
On 12 May 2000, the Secretary of the Navy issued a determination which clarified the authority for use of government leased vehicles (GOV) for "domicile‑ to‑duty" travel. The Secretary determined that recruiters are regularly engaged in "field work" as defined in 41 CFR (101‑6.410 (g)) and are authorized such transportation when it is required in the performance of field work.

b.
Quoting directly from the Secretary's determination: "Specifically, recruiters may use GOVs between their home and recruiting office when they have an assignment away from their office which requires them to either proceed directly to that place of assignment without reporting first to their office, or to return from such place of assignment after normal duty hours.0

C.
The following guidance is consistent with the most recent determination, DoD, and GSA regulations. Properly executed, this program will allow for maximum flexibility in travel requirements of field recruiters and better support of their mission.

2. Authorization For Domicile‑to‑Duty:

a.
The use of Government‑owned or controlled vehicles (GOV's) to transport individuals between their residence (domicile) and place of employment (duty) is generally prohibited by 31 U.S.C. 1344. Agencies may authorize such transportation when it is required in the performance of field work.
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b.
The SECNAV Determination of 12 May 2000, DoD 4500.36 (Series), and NAVFAC P‑300 define fieldwork to include official recruiting business performed away from the regular duty station. Recruiters may use GOVs between their home and recruiting office when they have an assignment away from their office which requires them to either proceed directly to that place of assignment without reporting first to their office, or to return from such place of assignment after normal duty hours.

C. CNRC personnel are prohibited from using GOV's for transportation between domicile and duty except as authorized in Section 805.1(b).

3.
CNRC Domicile‑to Duty Operational Procedures:

a.
Navy Recruiting Command personnel are authorized to use a GOV for transportation between their domicile and place of duty when:

(1) The individual's assignment or obligation meets the definition of "field work" as set forth in Section 805.1(b).

(2) The individual has received approval from a designated supervisor prior to each domicile‑to‑duty trip. Blanket approval is not authorized.

(3) The supervisor records the approval and trip mileage in the Domicile to Duty Log (NAVCRUIT 11240/2). Each supervisor designated to approve domicile‑to‑duty use must maintain a Domicile to Duty Log.

b.
Properly computed domicile‑to‑duty trip mileage (both "OUT and IN") is the mileage from the recruiter's last point of official duty to his/her domicile.

*EXAMPLE: A recruiter is authorized domicile‑to‑duty and departs her assigned station for home in a Government vehicle. The odometer mileage at time of departure is 17000 and is recorded in the "Mileage Out" column of the log. When the recruiter arrives at her home, the odometer mileage reading is 17040. This figure is recorded in the "Mileage In" column of the log, resulting in 40 miles of logged domici le‑ to ‑duty use.

C.
Operation of a GOV during Domicile‑to‑Duty status carries the same standards of operation as during routine duty. Only those personnel previously authorized in the Domicile to Duty Log shall be transported in a GOV while under Domicile‑to-​Duty status.

8‑5

d.
Incidental stops of a personal nature are authorized, provided they are ‑in the general path between the domicile and terminating point of official duty. Operators of GOVs must remember to present themselves, and their vehicles, as a direct representative of the Navy, taking all reasonable precautions to avoid the appearance of impropriety, fraud, waste and abuse.

4.
Records and reports:

a.
Domicile‑to‑Duty Logs will be collected, reviewed, and signed monthly by the cognizant NRD vehicle coordinator. Logs must be kept on file at the NRD for three years.

b. Domicile‑to‑duty mileage shall be reported to CNRC HQ as part of the monthly Vehicle Summary and Accident Report as described in Section 803.1.

806. Vehicle Allowance

1.
COMNAVCRUITCOM reviews vehicle allowance/acquisition and distribution plans for all CNRC subordinated commands, to include Regions and NRDs. Each such subordinate command shall develop vehicle allowance/acquisition and distribution plans.

2.
Commands shall submit next fiscal year's vehicle plans by 1 July to CNRC (Code 122) for review and assistance as needed. Calculations must show inventory objectives for the command. Vehicle plans shall be measured against staffing levels within the command and funded within the command's fiscal controls. The total number and allocation of vehicles is at the discretion of the Commanding Officer within budgetary limitations.

3.
Four‑Wheel Drive Vehicles. Four‑wheel drive vehicles may be procured within existing NRD budgets as deemed appropriate by the Commanding Officer. The use of such vehicles shall be kept to a minimum to avoid incurring excessive mileage costs.

4.
Special Purpose Vehicles:

a.
Recruitmobiles, exhibit vans, mobile offices, and other miscellaneous type Navy‑owned vehicles uniquely configured for recruiting purposes are considered special purpose equipment and are not chargeable to the Region or District allowances. These vehicles will be retained at the minimum number necessary to meet recruiting needs. Requests for purchase or acceptance of any such equipment must be approved by CNRC (Code 122).
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b.
As recruitmobiles reach the end of their service lives, NRD Commanding officers are authorized to dispose of the vehicle in accordance with the NAVFAC P‑300. Signed copies of all disposal documentation must be forwarded to Commanding Officer, Naval Construction Battalion Center, CESO, Code 1535, Port Hueneme, California 93041‑5000 for removal of equipment from the Command's roster.

5.
Region/District asset allowances will be satisfied through the use of GSA, U.S. Navy, or commercially leased vehicles. If GSA cannot satisfy requirements, short-term lease/rental of commercial vehicles (59 days or less) is allowed within the Commanding officer's authority. Requests for long term commercial contracts (60 days or longer) must be sent via CNRC to:

a.
TEMC, Atlantic Division, Naval Facilities Engineering Command (For Regions NORTH, SOUTH and CENTRZLL.)

b.
TEMC, Pacific Division, Naval Facilities Engineering Command (For Region WEST.)

c.
Vehicle requests will normally be filled with sedans only. in order to request a vehicle other than a sedan, send a waiver request providing justification to CNRC (Code 122).

d.
Non‑powered general purpose trailers and vans may be acquired within CNRC's allowance to meet special mission requirements. Requests for equipment above those currently onboard must be approved by the cognizant REGION, CNRC HQ and the cognizant TEMC. The cognizant TEMC (LANTNAVFACENGCOM for Regions NORTH, SOUTH and CENTRAL; PACNAVFACENGCOM for Region WEST) is responsible for programming replacement equipment and will do so after verification of continuing need. Acquisition of equipment from disposal authorities is only permitted with specific written authorization from CNRC HQ (Code 122).

e.
Exhibit vans and special purpose trailers are not allowance controlled items and are classified as special purpose equipment. The replacement and acquisition of special purpose equipment is a responsibility of the major claimant through Other Procurement Navy (OPN) budgeting. Requests for replacement or additional exhibit vans and general purpose trailers may be forwarded to CNRC (Code 014) at the time of budget cycle submissions with detailed justification.
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807.
Emergency/Accident Procedures

1.
Vehicle operators must report any accidents and incidents immediately by telephone to the Logistics Support Department and the chain of command. The Logistics Support Department will notify the FMC. This includes damage resulting from accidents, theft, vandalism, or arising from natural phenomena.

2.
Within three working days of an accident, the motor vehicle accident reporting kit, which is contained in the glove compartment box of each vehicle, shall be submitted by the operator involved in the accident/mishap to the Logistics Support Department who will in turn submit it to the FMC within five days. The kit shall contain the following:

a.
SF‑91 Operator's Report of motor vehicle accident.

b.
SF‑94, Statement of Witness, if applicable.

C.
CA‑1, Federal Employee's Notice of Continuance of Pay/Compensation, if applicable.

d.
Also submit repair estimates as requested by FMC.

e.
If the vehicle is equipped with an air bag, follow additional reporting requirements in FPMR 4‑G‑95.

3.
If you are involved in an accident:

a.
Take necessary emergency action. Always stop and investigate. Take steps to prevent another accident at the scene. Notify the police and if anyone appears to be injured, ask the police to summon a doctor or ambulance.

b.
Do not sign or make a statement as to responsibility except to your supervisor or Government investigator. Do not engage in arguments or divulge personal insurance information.

C.
Get names and addresses of all persons involved and extent of injuries, if any. Secure names and addresses of witnesses and request each to complete Standard Form 94, Statement of Witness. Get license and registration information on other vehicles involved. When requested, give your information to other drivers and police. Next, get the facts pertaining to the scene of the accident, including location, time, measurements, weather, and rough damage estimates. Standard Form 91, operator's Report of Motor Vehicle Accident, requires additional information and should be filled out at the scene of the accident.

8‑8

d.
Report serious accidents immediately by telephone to your supervisor. If driving an interagency motor pool vehicle, notify the chief of the motor pool. Submit a complete accident report form and any Standard Forms 94 and CA 1‑2 (see Sect 807.3c and 807.3e) to your supervisor within 24 hours.

e.
If you are injured, prepare Form CA‑1, Federal Employee's Notice of Traumatic Injury and Claim. if physically incapable, have the police or hospital facility prepare it. Carry complete personal identification, including the name, address, and telephone number of your supervisor and next of kin. This permits prompt notification if you are incapacitated. Use your travel authorization and identification card to help establish that you are a Government employee on official business. Your supervisor and the office of Federal Employee Compensation, Department of Labor, shall arrange any required treatment or care.

f.
Make a written report to the State Motor Vehicle Department or other authority as required by the locality in which the accident occurred. it is your responsibility as a driver to know and comply with local laws in this respect. Request forms and information from the police.

g.
Refer third‑party claims for damages or injury against the Government to your supervisor. A suit for property damage or personal injury resulting from your operation of a vehicle shall become a suit against the Government rather than you as an individual, assuming you were on official business. You must establish that you were acting within the scope of your employment rather than for your personal benefit or pleasure at the time the accident occurred. ' Fill out Standard Form 91, Report of Motor Vehicle Accident immediately and forward it to your supervisor within one working day. If you receive a legal notice or summons arising from the accident, promptly notify your supervisor and deliver all legal processes and papers to him.

808.
Motor Vehicle Mishap/incident Reporting Procedures

1. Follow procedures and format in OPNAVINST 5102.1 (Series), Chapter 6. Reportable mishaps shall be reported to the Naval Safety Center by letter. A Motor Vehicle Mishap Report (TAB B) shall be sent to CNRC (Code 122) within five working days with a copy to the Region Commander. An Advance Mishap Notification (TAB C) shall be sent to CNRC (Code 122) by email (preferred) or fax within two working days.

2.
CNRC Instruction 5830.2 provides guidance as to when JAG investigations are necessary and procedures to follow.
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809.
Indoctrination Program
1.
Districts will establish a local Indoctrination Program to cover the following:

a.
Verification of valid state driver's license

b.
Training in:

(1) Mishap reporting

(2) Vehicle care/maintenance/repair

(3) Credit card utilization/purchasing fuel

(4) Domicile‑to‑duty

(5) Vehicle Reports

(6) Prohibited practices

(7) Defensive driving

c.
Written examination

d.
Road checks

2.
Prior to being permitted to operate a Government‑owned or leased motor vehicle, each individual shall successfully complete the local indoctrination program.

3.
Traffic and Parking violations. The operator pays the fine. There is no method for the Government to pay a fine for an operator even if the violation occurred in the performance of duty. Comptroller General Decision B‑107081 states that a fine imposed by a court upon an employee for violations committed while operating a Government vehicle in the performance of his official duties is a personal responsibility of the employee and there is no authority for the payment from appropriated monies. Further guidance may be obtained from CNRC (Code 017).

a.
Districts shall liaison with state Departments of Motor Vehicle and local law agencies via letter (TAB D) to ensure recruiter vehicles are free of outstanding traffic citations semi‑annually and prior to each recruiter's transfer.

b.
Recruiters/Support personnel who have outstanding tickets/violations shall be notified via the chain of command. TAB E provides a sample notification letter.
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C.
POV parking is not authorized to be paid for from OPTAR funds. It is strongly encouraged that all NRDs make alternate arrangements such as carpools, staggered work hours etc., in order to assist personnel with this problem.

810.
Vehicle Care/Maintenance/Repair

1.
The vehicle operator has the primary responsibility for maintaining the mechanical and cosmetic condition of the vehicle and ensuring the appropriate safety items are in the vehicle. The vehicle operator will conduct an inspection of vital components each day prior to placing the vehicle in operations.

2.
Any unsafe condition will be reported to the District Vehicle Coordinator using the safety section of the vehicle use form. All drivers have the right and responsibility to ground a vehicle which they determine to be unsafe. No one shall be required or allowed to operate an unsafe vehicle.

3.
In addition to the individual vehicle operator's inspection, a thorough inspection of every vehicle by someone from a station other than the one to which the vehicle is normally assigned shall be conducted during the zone‑wide quarterly safety standdown. Periodic unannounced inspections shall be conducted by NRD Logistics Support personnel. The results shall be documented and retained on file in Supply.

4.
The Vehicle Safety Inspection Report shall be completed by the vehicle operator monthly and forwarded to the District Vehicle Coordinator.

5.
GSA Form 3478, Motor Vehicle Service Authorizations is sent to the NRD for each vehicle requiring scheduled maintenance. The District Vehicle Coordinator shall promptly forward the form to the vehicle POIC who shall have the work performed within 5 working days of receipt.

a.
Monthly Vehicle Service Authorization (GSA Form 3478):

(1) GSA mails Form 3478 to NRD Vehicle Coordinators by the 3rd working day of each month. Coordinators forward this form to the station where the vehicle is located (see TAB F for example format).

(2) Upon receipt of form, have preventive maintenance done per instructions on form. If the maintenance is under $100, the vehicle's GSA credit card is allowed to be used for payment.
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(3) Enter the date and vehicle mileage (round to the nearest mile) at the time the inspection is done.

(4) The driver should sign the GSA Form 3478 and return the original to GSA Regional Fleet Management in the envelope provided and the copy to the vehicle Coordinator.

(5) Failure to submit GSA Form 3478 in a timely manner will result in receipt of GSA Form 3478‑A, NOTICE OF OVERDUE INSPECTION, the following month. Failure to accomplish Scheduled Preventive Maintenance within 60 days may result in vehicle withdrawal.

811.
Credit Card Use/Purchasing Fuel

1.
Tight security of credit cards shall be maintained. They shall be used within the limits described herein and in accordance with the terms set forth on the back of the cards as well as any terms established by the local FMC. Credit cards shall be accounted for at all times and never be left in an unattended vehicle. Upon completion of a trip and at the end of each working day, credit cards will be removed from the vehicle and placed in a secure location.

2.
On all purchases, the vehicle operator shall ensure that the number of gallons, price per gallon, value of purchase, vehicle tag number, mileage, and driver's signature are on the driver's copy of the receipt. Additionally, he or she will verify that all other entries are legible. Copies of all credit card purchase receipts will be forwarded monthly to the District Vehicle Coordinator.

3.
The types of credit cards and purchases authorized for each type are as follows:

a.
Commercially Leased Vehicles (i.e., truck rental). The U.S. Government National Credit Card shall be used to purchase fuel, car, washes, and motor oil only. All other repairs will be made through the contractor.

b.
GSA Vehicles. The driver has spending authority up to $100.00 at commercial shops willing to honor a SF‑149, U.S. Government National Credit Card only for: fuels, oil and lubricating services, air filter services, washing and cleaning services, mounting and dismounting chains, permanent type antifreeze, and minor emergency repairs (i.e., defective fan belts, windshield wiper arms/blades and lamps) .
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c.
USN Vehicles. Purchases are authorized for supplies defined as fuel and lubricating oil, oil filter elements, air filter elements, and permanent type antifreeze; for services defined as lubricating services, tire and tube repairs, battery charging, and washing and cleaning services; for emergency replacement of defective spark plugs, fan belts, windshield wipers, and lamps; and for emergency road service. The U. S. Government National Credit Card (SF 149) may only be used to obtain fuel off‑base from companies listed in DFSC guide to service stations for gasoline, oil and lubrication. ASK FIRST!. The guidelines are as follows:

(1) Use self‑service pumps only.

(2) Use only for fuel and minor engine elements. Do not use for parking, storage, major repairs, purchases of tires, tubes, batteries and shocks, tune‑ups, brakes, carburetor repair, wheel balancing or alignments.

(3) Forward tissue copies of fuel tickets to FMC.

(4) When card is lost or stolen, report it immediately in writing to the vehicle Coordinator, who will then notify the FMC by submitting TAB G.

(5) When card is broken, cracked, debossed, or otherwise mutilated, report verbally to the Vehicle Coordinator, who will then notify the FMC. The old card must be surrendered to obtain a replacement card.

(6) Fraudulent use of the credit card is subject to criminal prosecution under 18 U.S. Code 631.

(7) SF‑149 may only be used to purchase fuel and minor services for the particular vehicle which it is issued.

4.
Procurement of the following items with a credit card is unauthorized:

a.
Waxes and polishes

b.
Storage and parking

C.
Tires and Tubes

d.
Batteries

e.
Routine repairs

f.
Items for personal use (i.e., cigarettes, air freshener, fuel for a POV, etc.)
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5.
If the purchase is going to exceed $100, the vehicle operator must call GSA (800‑GSA‑AUTO) for approval prior to use.

6.
The vehicle operator is responsible for the safeguarding and use of the credit card. He or she may be held personally liable for unauthorized items procured. If a doubt exists concerning the authorized/unauthorized use of a credit card, the District Vehicle Coordinator should be contacted for clarification prior to use.

812.
Monthly Vehicle Reports

1.
The Monthly Vehicle Report (NAVCRUIT Form 11240/4) is the basic source for information concerning the proper use of the motor vehicle. A separate Monthly Vehicle Report shall be maintained for each vehicle assigned. Reports will be maintained in ink and every section filled out. Under the Safety Section, each POIC must ensure that a Vehicle Safety Check has been performed each month. Discuss any problem areas in the Remarks Section.

2.
If a vehicle is operated by only one individual, then the operator should be the POIC for reporting purposes. If there is more than one operator, then the immediate superior of the operators should be the POIC. All operator names should be recorded in Section A for accountability purposes.

3.
Reports shall be forwarded within 5 calendar days of the end of each month to the NRD Vehicle Coordinator. Mileage recorded in the individual vehicle reports is entered into FMS monthly. FMS reports are generated to CNRC on the Vehicle Summary Report and to GSA on the automated GSA Form 494. The District Vehicle Coordinator shall complete each Form 494 and return them to the issuing office as soon as possible after each receipt, but under no circumstances later than 20 calendar days from the end of the month.

4.
If a problem is noted with a vehicle report, the Vehicle Coordinator should bring the discrepancies to the attention of the Petty Officer‑in‑Charge (POIC) for that vehicle. Do not return the original vehicle report to the originator.
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813.
Unscheduled Repairs

1.
WARRANTY ‑ Most GSA Vehicles since 1987 are covered under three years/36,000 miles Extended Service Plan.

2.
For all unscheduled repairs, it is generally best to call the GSA Maintenance Control Center (MCC) "800" telephone number for authorization/guidance. The following scenarios are usually the result:

a.
Under $100: Take the vehicle to a garage, service station or any other commercial repair shop willing to complete the repairs and bill GSA directly by invoice under an informal agreement. No GSA authorization is required.

b. over $100: Prior GSA authorization is required, and GSA MCC will supply the vendor an authorization number for the repairs.

c.
Emergency/After hours: If GSA MCC cannot be reached for authorization, the driver must notify the LSO/Vehicle coordinator. The chain of command must use sound judgment to decide whether repairs must be completed immediately or if they can be delayed until GSA approval can be obtained. If it is decided that repairs must be completed (Driver has spending authority up to $100.00 for MINOR emergency repairs), GSA must be notified the following day and all actions/information must be documented. (User/agency may be held liable for any unauthorized procurement of services at commercial facilities) .

3.
If repairs are performed at commercial vendors, the driver should ensure the following information is given on the invoice: the class and tag number of vehicle involved, current odometer reading, date service performed, purchase order number furnished by maintenance control center, type service performed with amount indicated for each service, and total. The driver should sign the invoice and mail it to the address provided by GSA with a copy to the vehicle coordinator:

Example:
Fleet Management Services Anywhere, State Zip

NOTE: User‑agency is liable for interest paid by GSA to commercial vendors due to late payment caused by agency delay if forwarding invoices for payment to local FMC.
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814.
Bill Paying Procedures

1.
Procedure. upon receiving the bill, validation and verification of the bill must be done by the Vehicle Coordinator. Any discrepancies must be resolved with the servicing FMC. Vehicle Coordinators should follow the following step‑by‑step processing procedures:

a.
GSA form 494 (Monthly Motor Vehicle Use Record)

(1) This form reflects all GSA vehicles assigned to the NRD showing the last odometer reading.

(2) obtain mileage used for all vehicles.

(3) Enter mileages online with GSA_Drive_thru or other means as local procedures apply

(4) Retain copy in file

b.
GSA Form 2556 (misc. Charges and Adjustments)

(1) This form provides advance notice of charges and credits.

(2) These charges or credits will be reflected on the future GSA Form 2529.

C.
GSA Form 312 (Dispatch Records)

(1) This form provides information on temporary loaned vehicles (normally assigned sales code "AS" on the vehicle bill).

(2) Attach vehicle logs to the respective GSA Form 312.

d.
GSA Form 1152 (Vehicle Assignment/Termination)

(1) The assignment of a GSA vehicle to a CNRC activity by a Federal FMC will be accompanied by a Motor Vehicle Assignment Receipt (GSA Form 1152). The billing address cited on the GSA Form 1152 will be that of the local Command to which the vehicle is assigned. Each GSA vehicle is delivered with a GSA Operator's Manual and a U.S. Government National Credit Card (SF​149). Ensure both the NRD and GSA representatives agree on the equipment received with the vehicle and the condition of the vehicle. This is crucial to avoid future disputes with GSA.
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e.
GSA Form 789 Voucher Schedule of Withdrawals and Credits. This form is the cover page for GSA Form 2529. It reflects the total (amount) due for the billing period.

(1) Receive from GSA.

(2) Use GSA 2529 to separate lease/mileage charges from accident/miscellaneous charges.

(3) Type accounting data indicating as to which account (job order number), how much (amount) is to be charged.

(4) Certifying Officer ‑ Type name, sign and date.

(5) Mail original to DFAS San Diego for payment.

(6) Retain copy in file.

f.
GSA Form 2529 (Detailed Billing Register)

(1) It lists the monthly vehicle lease costs and mileage charges for each vehicle (GSA Form 494), bill backs from accidents (GSA Form 2556), charges for temporary loaned vehicles (GSA Form 312) and any other miscellaneous charges or credits. The total costs are reflected on GSA Form 789 as shown above.

(3) Validate the Vehicle ID (tag) number and ending mileage (odometer reading) against GSA Form 494 or other local database. After verification, put an (x) next to the ending mileage on the GSA Form 2556 to show item has been reviewed.

(4) Validate against charges or credits reflected on GSA Form 2556. If it appears on GSA Form 2529, annotate the GSA Form 2556 with the billing date of GSA Form 2529, indicating that it has cleared (BE AWARE OF DOUBLE CHARGES) ‑

(5) Validated charges for temporary loaned vehicle (Code AS, D2) against GSA Form 312. Compare the days the vehicle was used, as well as the mileage annotated on the vehicle log, to ensure number of days and mileage charges are correct. Again, use a (x) to show item has been‑reviewed.

(6) Review to determine the costs for passenger​carrying vehicles (JON 0660E), non‑passenger‑carrying vehicles (JON 0680L) and repairs (JON 0685P).

(7) Review any discrepancies discovered during this validation process with the servicing FMC. Ensure that all credit due is received by NRD.
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(8) Mail original to DFAS San Diego as supporting documents for payment.

(9) Retain file copies in accordance with administrative instructions for record retention/disposal.

2.
Sales Codes. Only the following sales codes will be accepted by the FMS computer system:










GSA FORM

SALES




COST ACCOUNT

USED TO VERIFY

Al
Assigned Vehicle

None



494/1152/2556

A8
Special Lease

None



2556

Dl
GSA Dispatch Vehicle
None



312

D2
Commercial Dispatch
None



312

N1
Non‑Revenue


None



312

P1
Driver Services

None



2556

Q1
Shuttle/Taxi Service
None



2556

V3
Accident Repair





161/2556

W1
Warranty Reimbursement




410/312



(Output Only)

Xl
Miscellaneous Service
None



2556

X2
Miscellaneous (Labor)




145/170/171

172/2556/180

511/611/711

712/811

815.

Traffic Safety Program

1.
Title 23, Code of Federal Regulations, Part 1230 (1973) created Highway Safety Program Standards. OPNAVINST 5100.12F states: "It is the Navy's policy to support a Traffic Safety Program and to implement the provisions of the Highway Safety Program Standards (HSPS) ... to the extent they are relative to the Navy and the particular command.,, OPNAVINST 5100.12F also requires all echelons of command to implement a Traffic Safety Program in compliance with the instruction.
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2.
Key provisions of OPNAVINST 5100.12F are:

a.
The requirement to assign an individual, in writing, to maintain and coordinate a traffic safety program.

b.
Maximum driving and on‑duty time

C.
Prohibitions against portable headphones, earphones, or other listening devices while operating a vehicle

d.
Prohibitions against open containers of alcohol in a motor vehicle

e.
Prohibitions against radar detection devices

f.
Periodic motor vehicle inspections

g.
Motorcycle safety

h.
Driver education

i.
Mishap investigation, reporting, and analysis

j.
Pedestrian safety

k.
Sample traffic safety slogans

3.
Several of the HSPS provisions in OPNAVINST 5100.12F are applicable to Navy Recruiting Command Headquarters, Regions, and Districts. The extent of applicability is commensurate with the number of vehicles, driving mileage, and other factors.

4.
The main elements of the Navy Recruiting Traffic Safety Program are Traffic Safety Coordinator assignment and responsibilities, Mishap Analysis and Prevention, and Driver Education. Other aspects, such as periodic inspections for Navy​ owned vehicles, motorcycle safety, and pedestrian safety must be addressed by each individual Region and District in accordance with OPNAVINST 5100.12F to the extent applicable.

816.
Traffic Safety Coordinator Assignment and Responsibilities

1.
Assignment:

a.
Headquarters. The Staff Civil Engineer (Code 122) is assigned as the command's Traffic Safety Coordinator. To the extent necessary, other staff members in Code 122 will provide administrative support.
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b.
Field. Commanding Officer of NORU, Region Commanders, and District Commanding Officers shall appoint an individual best capable of implementing the Traffic Safety Program. Although Logistics Support Officers are recommended, the selection will be made at the discretion of the local Command.

2.
Responsibilities:

a.
Headquarters. The coordinator's duties include;

(1) Maintaining and coordinating Navy Recruiting's overall Traffic Safety Program in the Logistics Support Manual in accordance with OPNAVINST 5100.12F.

(2) Analyzing mishap trends, informing CNRC and appropriate staff members of analysis results, and recommending corrective action as necessary.

(3) Analyzing Region Traffic Safety Council meeting reports.

(4) Conducting a Driver's Education program for operators of the vehicles assigned to the Command.

b.
Field. The coordinator's duties include:

(1) Serving as Chairman of the Traffic Safety Council.

(2) Conducting quarterly Traffic Safety Council meetings in accordance with enclosure (1), in paragraph 7.b of OPNAVINST 5100.12F.

(3) Providing copies of Quarterly Traffic Safety Council meeting minutes (TAB H) to the Traffic Safety Coordinator of the next higher level of the chain of command.

(4) Conducting a Driver's Education program.

817.
Mishap Analysis and Prevention

1.
Headquarters. The Traffic Safety Coordinator will analyze Headquarters vehicle mishaps, monthly FMS Accident Reports and quarterly Traffic Safety Council reports submitted by Regions.

2.
Field. Traffic Safety Councils shall be established per OPNAVINST 5100.12F. The local command shall establish written council membership requirements to support the Traffic

8‑20

Safety Coordinator, and shall designate in writing the members of the Traffic Safety Council. Personnel involved in vehicle mishaps shall be assigned to the council as associate members for a period of 12 months from the date of the mishap. The councils will conduct mishap analysis and prevention in accordance with OPNAVINST 5100.12F. Council meetings shall be conducted quarterly. Regions shall review quarterly Traffic Safety Council reports submitted by subordinate Districts.

a.
The agenda for Traffic Safety Councils quarterly meetings shall be established locally. Recommended topics include:

(1) Review of subordinate unit Traffic Safety Council meeting reports

(2) Analysis of subordinate unit accident/mishap reports submitted in accordance with OPNAVINST 5102.1

(3) Analysis of CNRC's Monthly Mileage/mishap Report

(4) Recommended corrective actions.

818.
Driver Education

1.
All personnel who will operate Government vehicles (GOVs) will receive traffic safety indoctrination prior to first operating a GOV assigned to the Command (TAB 1) . It is recommended that traffic safety indoctrination be conducted in conjunction with indoctrination conducted by the Command's vehicle coordinator.

2.
OPNAVINST 5100.12F requires a driver improvement course be established and used to reinforce positive attitudes and motivate military or civilian personnel who have been determined to have been at fault in a traffic mishap while operating a Government vehicle. This course shall be conducted by an American Automobile Association Driver Improvement Program (AAA DIP) qualified instructor.

a.
Local Command policy may require individuals to retake a refresher DIP course.

b.
The Navy Safety Center offers an AAA DIP instructor workshop conducted by the Center's master instructor. Upon successful completion of the course, the graduate is certified to teach the AAA DIP for three years. Commands requiring personnel certified to teach AAA DIP should contact Navy Safety Center
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(NAVSAFCEN) for the next available instructor course in their area or to sponsor a course if desired.

C. Local Command policy will determine the number of AAA DIP instructors required, as well as appropriate individuals to attend AAA DIP instructor training.

819.
Safety Regulations

1. All personnel operating government‑owned or controlled motor vehicles shall comply with the provisions of OPNAVINST 5100.12. In addition, the following precautions shall be taken:

a.
All vehicle operators will conduct themselves in a manner which will not endanger or cause injury to themselves or others.

b.
Safe/defensive driving shall be practiced at all times and all individuals shall tailor their driving to prevailing road and weather conditions.

C.
When advised by local news media or the highway patrol that roads and highways are considered hazardous and that non‑emergency travel is not recommended, it is each driver's responsibility to determine if conditions are safe for traveling to their destination.

d.
If a driver is on the road and an advisory is issued or if the driver determines that further travel is unsafe, he or she shall contact his or her command for authority to remain in commercial lodging until conditions improve. Special caution shall be exercised by all drivers during periods of adverse weather or darkness.

e. No individual shall operate a Government‑owned or leased motor vehicle while consuming, or within a period of six hours after consuming, any quantity of alcoholic beverage.

f.
No individual shall permit the operation of a government‑owned or leased motor vehicle by any individual who has consumed any alcoholic beverages within six hours.

g.
Consuming or permitting the consumption of alcoholic beverages by any occupant of a government motor vehicle is prohibited. Violation of any of the above mentioned situations could result in disciplinary action and immediate removal from recruiting duties.

h.
The driver has the responsibility to use the emergency/parking brake whenever the vehicle is left unattended.
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i.
The driver has the responsibility for maintaining the mechanical and cosmetic condition of the vehicle.

j. All drivers have the right and the responsibility to ground a vehicle which they determine to be unsafe. No one shall be required to operate an unsafe vehicle.

2.
All motor vehicle operators shall notify the Logistics Support Department immediately after ' being involved in a mishap. The Logistics Support Department will then notify the chain of command.

820.
Vehicle Safety Standdown

1.
A vehicle safety standdown shall be conducted each quarter on a zone‑wide basis (TAB J). Each standdown shall be at least two hours in duration, and will normally occur in conjunction with a scheduled zone meeting.

2.
The format for each standdown shall be issued at the quarterly Traffic Safety Council meeting to the Zone Supervisors. Reports of training accomplished shall be provided to the TSC for review. Topics to be covered shall include:

a.
A detailed discussion of all the District's vehicle mishaps which have occurred over the last quarter and ways in which they could have been prevented.

b.
A thorough inspection of every vehicle by someone from a station other than the one to which that vehicle is normally assigned.

c.
At least two safety standdowns per year utilizing an outside resource such as the state highway patrol, city police, or AAA representative.

d.
Training aids such as peripheral vision and reaction‑time test equipment, films and lecture materials are provided on an as‑available basis from Region and District resources.
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TAB A

SAMPLE

VEHICLE USE NOTIFICATION LETTER

From: Commanding Officer, Navy Recruiting District To: MM1(SW) A.R. Smith

Subj;
OFFICIAL USE OF GOVERNMENT VEHICLES

Ref:
(a) DOD Directive 4500.36R


(b) COMNAVCRUITCOMINST 4400.1C

1.
Reference (a) implements Department of Defense (DOD)

policy on the use of official government vehicles.

Reference (b) is COMNAVCRUITCOM instruction governing

vehicle use.

2.
Attention is directed to the following requirements:

a.
Government vehicles are for official use only.

b.
All occupants shall wear seat belts at all times.

C.
No alcoholic beverage may be consumed in a government vehicle or within six hours prior to operating a government vehicle.

d.
Drivers of government vehicles are subject to personal payment of citations levied by civil authorities for improper operation and parking of government vehicles.

e.
Drivers must have a valid state driver's license in possession while operating a vehicle.

3.
Domicile‑to‑duty use of a government vehicle is

prohibited unless permission is received in advance from a

designated supervisor in accordance with reference (b).

While operating a government vehicle, all stops and

transportation of passengers shall be strictly official.

4.
Violations of references (a) and (b) form the basis for

disciplinary action, loss of privileges, and legal action

by civil courts for damages caused to others.
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FIRST ENDORSEMENT

From: MM1(SW) A.R. Smith To: Commanding Officer, Navy Recruiting District

1. On this date I have read and fully understand all of the requirements of references (a) and (b), including the following definition of official use:

The term includes but is not limited to the following:

init a. Transportation essential to the successful completion of a DOD function, activity, or operation.

__ b. Transportation of military and civilian personnel. officially participating in public ceremonies, military field demonstrations, and parades directly related to official activities. Transportation of other individuals (e.g., hitchhikers, friends, family members) is prohibited unless the individual transported can be considered essential to the completion of the assigned mission.

__ c. Transportation of prospective military recruits may be provided in connection with interviewing, processing, and orientation.

__ d. The use of DOD‑owned or controlled vehicles will not be authorized for the purpose of conducting personal business or engaging in other activities of a personal nature by military personnel, civilian officials and employees, members of their families, or others.

__ e. Use of government vehicle for transportation between my domicile and place of duty is prohibited without specific permission from my designated supervisor.

(signature)
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TAB B

EXAMPLE

MOTOR VEHICLE MISHAP REPORT

From: To:

Subj:
MOTOR VEHICLE MISHAP REPORT (REPORT SYMBOL OPNAV


5102‑4 (MV))

1.
Name, telephone number of preparer

2.
UIC of reporting activity

3.
Local date, time and day of week mishap occurred

4.
Geographic location (include city and state and whether

on or off base. If on base, give name and UIC of

installation on which mishap occurred).

5.
Environmental conditions (weather, road conditions,

etc.)

6.
Identify all vehicles (including motorcycles and

mopeds) , year, make, model, and whether government owned or

privately owned. For motorcycle and mopeds, indicate model

and
CC displacement.

7.
Identify all operators, by name, sex, age, marital

status, duty status, social security number (except non‑DOD

personnel), officer designator, rank, rate, and civil

service grade. Also, indicate if operator is non‑DOD.

Indicate the vehicle involvement (GMV/PNV) for each

quarter.

8.
Name and UIC of duty station of DOD operators if not

same as reporting activity.

9.
For DOD operators only, indicate date and type of

operator training completed, i.e., AAA Driver Improvement

Program, Motorcycle Safety Program.

10.
Drug/alcohol/fatigue involvement. Indicate drug or

alcohol blood content for each operator.
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11.
For the operator, indicate fatality or days

hospitalized, and lost workdays. Indicate permanent

partial disability or permanent total disability. (If

unknown, estimate).

12.
Indicate safety devices used by the operator, i.e.,

safety belts, helmet, eye protection, etc.

13.
Identify all passengers, pedestrians, bicyclists (when

struck by a motor vehicle) killed or injured, by name, sex,

age,
marital status, duty status, social security number

(except non‑DOD personnel), officer designator, rank, rate,

and civil service grade. Also, indicate if passenger,

pedestrian, or bicyclist is non‑DOD. (Indicate the vehicle

involvement (GMV/PMV) for each person killed/injured) .

14.
Name and UIC of duty station of DOD passengers,

pedestrians, and bicyclists killer or injured if not same

as reporting activity.

15. Drug/alcohol/fatigue involvement. Indicate drug or alcohol blood content for each passenger, pedestrian, and bicyclist killed or injured.

16.
Mishaps:

a.
GMV Mishap:
For each passenger, pedestrian, or

bicyclist involved in a GMV mishap, indicate fatality, days

hospitalized, total lost workdays. Indicate permanent

partial disability or permanent total disability.

(Indicate the vehicle involvement (GMV/PMV) for each person

killed/injured).

b.
PMV Mishap: For each passenger, pedestrian, or bicyclist involved in a PMV Mishap, indicate fatality, days hospitalized, total lost workdays, permanent partial disability or permanent total disability for DOD personnel only. Provide information for non‑DOD personnel killed or injured if mishap occurred on board a naval installation. (Indicate the vehicle involvement (GMV/PMV) for each person killed/injured).

17. For each DOD passenger or pedestrian, indicate safety devices used, i.e., safety belts, helmets, eye protection, etc. When pedestrian, indicate if clothing light or dark, reflective tape used, if carrying light, etc.
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18.
Indicate DOD property damage, i.e., GMV, and other

property. Cost to repair or replace, DOD man‑hours to

repair. If costs unknown, give estimate.

19.
Indicate cost of non‑DOD property damage when caused

by GMV mishap.

20.
Provide a brief narrative of the mishap including the

major cause. Also provide any additional information for

clarification if considered necessary.

SIGNATURE

Copy
to:

COMNAVCRUITREG ____
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TAB C

From: Navy Recruiting District

To: CNRC Code 122

Date: 28 Oct 2000

Subj:
ADVANCE MISHAP NOTIFICATION

1.
NRS Station

2.
Vehicle Tag Number

3.
Name of driver, Rate, Rank

4.
Driver SSN

5.
Date/Time of mishap

G.
Location of mishap

7.
Police Report Generate Y/N

8.
Injuries

9.
Name of POV driver


Address


Phone

10.
POV license


Plate

11.
POV insurance name


Address


Policy number


Telephone number

12.
Damage estimate: GOV________________POV_____________

13.
Damage loca


GOV_____________________________________________


POV_____________________________________________

14.
Cited party GOV________POV_______Neither________

15.
Vandalism Y/N
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TAB D

Date

From:
Commanding Officer, Navy Recruiting District, Omaha

To:
office of Parking Violations Bureau, City of


Columbus, Columbus, Ohio

Subj:
DELINQUENT PARKING TICKETS

Encl: (1)
List of License Plate Numbers of Government vehicles Assigned to NRD Omaha

1.
Please forward a copy of any delinquent parking tickets

issued to any of the Government vehicles listed on

enclosure (1). Forward these copies to the Commanding

Officer, NRD, Address, etc... If you have any questions,

please contact SKI Smith at (999) 888‑7177. Thank you for

your cooperation.

I.G. SAMUEL

By direction
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TAB E

Date

From: Vehicle Coordinator

To: Chief Recruiter

Vi4: Logistics Support Officer

Subj:
OVERDUE PARKING VIOLATIONS

1.
The following recruiter has an outstanding parking

violation:

A.
SK2 Jones
4/21/96
G10‑00006 
$48.00

B.
FC1 Hope
4/21/96
G10‑00042 
$99.00

2.
According to the City of Omaha Parking Violations

Bureau, the parking violation has not yet been paid. The

individual responsible has been contacted on one or more

occasions.

3.
If the violation has been paid, please send NRD

Logistics Support Department a copy of the money

order/check, to remove your name from the outstanding

parking violation list.

D.P. GERBER

SKC, USN

VEHICLE COORDINATOR
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TAB F

Date:
12 November 1997

From: Commanding Officer, Navy Recruiting District,_____

To: RINC/OIC, NRS Fresno

Subj:
NOTICE OF SCHEDULED VEHICLE PREVENTIVE MAINTENANCE

Encl:
(1) GSA Form 3478

1.
Vehicle number GIO‑84991 is due for maintenance

(Inspection schedule 00‑00200, inspection number 02 per

enclosure (1). Complete required work within five (5)

working days of receipt of this letter.

2.
Upon completion, annotate the mileage and date serviced

on GSA FORM 3478 then immediately mail to GSA. The vendor

retains the other copy for billing purposes.

3.
Notify the Vehicle Coordinator upon completion of the

preventive maintenance by endorsing the letter below and

immediately returning it along with the vendors original

work order/receipt to Supply no later than 03 December

1997. Keep a copy of this letter and receipt for your

records. Do not wait until the end of the month to return

this letter and the vendor's receipt to Supply.

___________________

R.J. VOLZ OSC(SW)

Vehicle Coordinator

By direction

8‑32

From: RINC, NRS Fresno

To: Commanding officer, Navy Recruiting District

(Code 12)

Subj:
COMPLETION OF VEHICLE PREVENTIVE MAINTENANCE

1.
Vehicle number________was turned in for

maintenance at shop_____________________on date,

__________.
Speedometer reading__________________

Completed on date:_________________________






________________________

Signature
Date
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TAB G

From: Commanding Officer, Navy Recruiting District To: Fleet Management Center, St. Louis, Mo

Subj:
LOST/STOLEN CREDIT CARD OR LICENSE PLATE

1.
The following information is provided regarding a

lost/stolen credit card or license plate:

Tag
Number: G10‑00042

Agency and Address:
NRD Indianapolis


10025 Meridian Street


Indianapolis, IN

Credit Card:
0080‑1234‑5678‑9
License Plate:
G10‑00042

Lost ‑X‑ Stolen

Lost/Stolen:


Date: 
9GO531

Place:
Shell Oil Company, Muncie, Indiana

Action taken to locate: Returned to station and searched

grounds inside and out, but could not locate. Also

searched the vehicle. Last known user of vehicle/credit

card: SKC Lost

2.
Please contact me at (904) 452‑5403 if you have any

questions.

_________________


POIC

​​​​​​​​​​​​​___________________

Reviewing official
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TAB H

From:
Chairman, Traffic Safety Council, Navy Recruiting


District

To:
Commanding Officer, Navy Recruiting District

Subj:
TRAFFIC SAFETY COUNCIL MEETING FOR 1ST QUARTER FY‑01

Ref:
(a) COMNAVCRUITCOMINST 4400.1C

Encl:
(1) Review of Vehicle Mishaps

1.
Per reference (a), the Traffic Safety Council met on 5

December 2000 with the following personnel present:

Traffic Safety Council Chairman:

SK1 Sanders

Vehicle Coordinator:



GSM2 Snipe

Officer Processing Department:

LT Gallant

Administrative Department:


YNC Arthur

Enlisted Processing Department:

NCCS Smith

North Zone Supervisor:



NCC(AW) Reynolds

South Zone Supervisor:



NCC Danson

East Zone Supervisor:



NCC Dart

West Zone Supervisor:



NCl West

Central Zone Supervisor:


NCC(SW/AW) Despot

Traffic Safety Chairperson:


DCC(SW) Bowles

2.
The following items were discussed:

a.
Minutes. The minutes of the previous session were read. All in attendance approved.

b.
Overview of all accidents. The vehicle mishaps listed in enclosure (1) were reviewed.

‑ Of the four accidents during the I't quarter 1997, only one was the fault of the military driver, who attended the AAA Defensive Driving Class on 23 November 1996. All four attendees satisfactorily completed the course.
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Subj:
TRAFFIC SAFETY COUNCIL MEETING FOR 1" QUARTER FY‑97

C.
Summary of vehicle Training Held. Zone Traffic Safety training was conducted during the All Hands Training Conference on 15 November 1996. Two officers from the Houston Police Department and Department of Public Safety discussed Traffic Awareness and Emergencies. DCC(SW) Bowles presented a safety lesson on accident prevention that was prepared by EW1(SW) Aware.

‑ The First Quarter AAA Driver Improvement Course was conducted on 23 November 1996. There were four attendees. The next scheduled course is 22 February 1997.

3.
After the overview and training summary, the meeting

was adjourned.

I. M. RESPONSIBLE

SKCM(SS) USN

Copy to:

COMNAVCRUITREG______
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REVIEW OF VEHICLE MISHAPS

1.
At approx. 1645 in clear weather and dry conditions

GMV
was stopped facing northbound in the left lane of the

2000 block of Sam Houston Avenue, SH 75 preparing to make a

left turn into the parking lot of Navy Recruiting Station,

Huntsville. PMV was heading northbound in the same lane

behind the GMV. PMV did not allow adequate stopping

distance and impacted the GMV rear bumper, causing $485.00

of damage to the GMV. GMV operator uninjured. Huntsville

Police Department cited PMV for following too closely. No

operational impact. No JAG investigation is required.

‑ Though GMV operator wasn't at fault, this highlights the need to drive defensively and wear seat belts at all times.

2.
GMV was heading eastbound at 2000 (after dark) on West

Dalton Lake Road behind PMV #2 in the outside lane. Road

was
slightly wet from previous rain. Both GMV and PMV #2

were stopped due to traffic congestion. PMV #1 was heading

eastbound at approx 35 mph in the same lane behind the GMV.

The
operator of PMV #1 was not paying attention because he

was
tuning the radio and impacted the GMV rear bumper and

forcing GMV forward into PMV #2. GMV operator suffered

slightly injured neck. Lake Charles Police Department

cited PMV #1 for careless driving. No operational impact.

No JAG investigation is required.

‑ GMV was not at fault. At operator's own admission GMV was within the ten‑foot separation required for vehicles stopped in traffic, but police did not cite operator. GMV could not avoid impact from PMV #1, but might have avoided hitting PMV #2 if proper separation existed.

3.
At approx. 1400 in clear, dry conditions, GMV was

stopped at intersection of Woodfarm Road and State Highway

19 preparing to make a left turn onto Rt. 19 North. GMV

pulled up a little to get a better view of the road. PMV

was
heading southbound on Rt. 19 and did not see the GMV.

PMV
impacted the front left side of GMV. Department of

Public Safety cited the GMV for failure to stop behind stop

line. PMV was cited for careless driving. GMV was totaled.

Both operators sustained minor injuries. JAG investigation

pending.
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a.
The GMV's failure to stop behind the line directly contributed to the accident.. Proper positioning behind the stop line would have prevented accident. Driver is currently on probation pending investigation.

4.
At approx. 0930 in rain, fog, and wet conditions, GMV

was
stopped at the light at McGann Drive and Voelker

Expressway, preparing to make a right hand turn onto

Voelker Expressway South. GMV operator watched two

vehicles run a red light and cautiously made her turn. PMV

ran
through the red light and impacted GMV on the front

right side of vehicle. Houston Police Department cited

operator of PMV for failure to stop at a red light. GMV

had
to be towed due to excessive damage, estimated at

$3500.00. No JAG investigation required.

a.
GMV was not at fault and was not able to prevent accident. Accident highlights need to slow down during inclement weather and drive defensively in same.
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TAB I

Date:

From: Vehicle Coordinator, Navy Recruiting District,

To: Transportation Officer, Navy Recruiting District,

Subj:
COMMAND PERSONNEL TWO HOUR DRIVER EDUCATION AND


TRAINING PROGRAM

Ref:
(a) CNRCINST 4400.1

1.
in accordance with reference (a), subject training was

completed for SNM


on

date


. The following was accomplished:


(a)
Two hour Driver Safety Indoctrination.


(b)
Written Exam Score


(c)
Briefed on Mishap Procedures.


(d)
Completed Vehicle Road Check.

(Signature)

copy to:

Member's Training Record
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TAB J

MEMORANDUM

From:
Zone__________Supervisor

To:
Vehicle Safety Coordinator ‑

Subj:
QUARTERLY VEHICLE SAFETY STANDDOWN REPORT

Ref:
(a) SOPDTAN, Para. 4204

Encl:
(1) Vehicle Inspection Discrepancy


(2) Training Syllabus

1.
Per reference (a), enclosure (1) is provided. Subject

training was conducted on_______________.The

following was accomplished:

_________________________________________________________________________________________________________________________________________________________________________________________________________

a.
A detailed discussion of all vehicle mishaps and ways it could have been prevented.

b.
A thorough inspection of all vehicles by someone from a station other than which the vehicle is normally assigned.

C.
Training aids used:

d.
All Zone personnel were in attendance except as noted below:

NAME






REASON

___________________

Print/Type Name

____________________

Signature

________________

Date
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