OUTPROCESSING/INPROCESSING; TMO PROCEDURES

All USMTM members individually process through TMO during their In-processing/Out-processing.  The Assistant Transportation Officer, or his representative, ensures that the following procedures are complied with before TMO will sign the member’s In-processing or Out-processing Form.

INPROCESSING

The ATO or his representative will conduct a joint inspection with the vehicle operator of the assigned vehicle prior to the member signing for his vehicle.  Inspection will include the standard issue items (i.e. Jack, Spare Tire, First Aid Kit, Force Protection Radio, Antenna, etc.).  

· The ATO will annotate on the hand receipt what is missing or is in poor shape.  The ATO will check these shortages to make sure that a statement of charges, report of survey or requisition order was placed for these items and that the missing items are really on order.

· The ATO will inform the member of the last service conducted on the vehicle and when the next one is due.  He will also instruct him on:

· The use of fuel coupons

· What to do if a breakdown or emergency occurs

· Radio procedures 

· The restrictions on use of the vehicle (i.e. how to obtain permission to cross into Bahrain)

· Operator PMCS and how to check the vehicle’s fluid levels

· TMO retains the original hand receipt in the Vehicle File and gives copies to the member and his VCO.

· TMO updates the vehicle database to reflect the new status of the vehicle

OUTPROCESSING:

The individual member brings his vehicle to TMO for inspection and turn-in.  The ATO or TMO Vehicle NCOIC determines if the vehicle will be subsequently issued to the departing member’s replacement.

· A.  If the member’s replacement has not arrived; The out-processing member will turn his car in to TMO at least a week out from his rotation date and drive a loaner.

· The ATO or his representative will conduct a joint inspection with the vehicle operator of the vehicle prior to the ATO signing the out-processing paperwork and releasing the operator for the responsibility of his vehicle.  Inspection will include the standard issue items (i.e. Jack, Spare Tire, First Aid Kit, etc.).  The ATO will then take possession of the vehicle.

· If items are missing from the vehicle, and the ATO has the original hand receipt that shows the items were there when the operator signed for the vehicle, the ATO will offer the member a statement of charges to pay for the equipment.  If the member refuses the statement of charges, a report of survey will be initiated.

· The departing member will then obtain a ‘loaner’ from his section’s fleet, or if no loaner is available, the VCO signs for a loaner from TMO.  This ensures positive control over the vehicle transfer of responsibility and allows TMO to send the vehicle in for a maintenance check-up or repair prior to the incoming member’s arrival.

· After the vehicle has been transferred back to TMO, the ATO will determine if the vehicle needs to be placed in the shop for repairs or preventive maintenance in order to get it ready for reissue.

· B.  If the member’s replacement is already in country; TMO normally will issue the same vehicle to him using the TMO Hand Receipt form.  However, in all cases, issuance of the same vehicle is at the discretion of TMO.

· If the incoming member is to keep the same vehicle being turned in by the out-processing member, the ATO or his representative will conduct a joint inspection with both the out-processing and in-processing vehicle operator prior to the ATO signing the out-processing paperwork of the departing member.  Inspection will include the standard issue items (i.e. Jack, Spare Tire, First Aid Kit, etc.).

· The operator taking over responsibility and the ATO will then follow the above listed procedures for INPROCESSING.  If the vehicle needs to be turned in for repairs, the incoming operator will sign for a ‘loaner’ from TMO until his car comes back from the shop.

· The incoming and outgoing members will share the vehicle during the overlap period until the departing member’s final exit.  

Specific Inspection Procedures:

a. Inspect for damages on the exterior.  Verify that a form SF 71 is on file in the event there is any existing damage on the vehicle; otherwise require the VCO to submit a SF 71 to PMO, with a copy to TMO.

b. Perform a detailed check of the vehicle IAW TMO Vehicle Inspection Checklist.

c. Inventory items issued with the vehicle, retrieve keys and spares.

d. Verify and record CB Radio Serial Number – check for functionality.

e. Prep the vehicle for next user:

· Send to shop for PMCS, if due

· Collect the operator’s gas coupon book; clean and refill gas, if needed

· Verify copy of current registration is in the glove box

RECOMMENDED USER’S MAINTENANCE CHECKS

USMTM has an aging vehicle fleet and replacements are limited due to the budgetary constraints imposed by FMS funding and procedures.  Therefore it is necessary for assigned users to conduct periodic checks and services on at least a weekly basis.  Performing these checks regularly should save the vehicle a few trips to the maintenance shop.  Your Vehicle Control Officer (VCO) should provide you a copy of the Operator Checklist, but at the minimum you should always check the following.

1. Check to make sure engine oil is at proper level.  Engine oil should be changed every 5,000 km.

2. Check air filter for cleanliness.

3. Check to ensure battery cables are securely fastened to terminals, and terminals are clean and free of corrosion.

4. Check for proper fluid levels:  transmission fluid, power steering fluid, brake fluid, coolant.

5. Check that all lights work:  headlights, brake lights, turn signals and hazard lights.

6. Check tires for proper inflation.  Check for bubbles, punctures, cuts, exposed cords and other damage.

7. Check for Windshield and other glass damage.

In all cases where you find something wrong with the vehicle, notify your VCO or bring it in to TMO immediately.  

