RESPONSIBILITIES OF THE VEHICLE CONTROL OFFICER (VCO)

1. Vehicle Issue and Reporting

-   TMO transfers vehicles to VCO.

· VCO issues vehicles to individual members in his section (coordinated through his section chief).

· Member signs receipt using USMTM Vehicle Hand Receipt.

· Attach a vehicle illustration. 

· VCO files hand receipt and provides copy to TMO.

2. Monthly Report

· VCO submits a monthly report listing of vehicles assigned to his section.

· Location (RIYADH)

· Section (SUPPORT/DOL)

· License Number

· Operator

· Model

· Year

· Last PMCS Odometer Reading & Date

· Current Odometer Reading

· End of Month Report must be turned-in to TMO NLT the 5th day of the following month. POC for the report is

Mr. Qayum, extension 435-7107 Mohammad.Qayum@usmtm.sppn.af.mil   

3. Newcomer Briefing

· VCO will brief new arrivals in his/her section on procedures for the following:

· Requesting Vehicle Maintenance
· Location of Gas Stations
· Other Vehicle issues
4. Accident Reporting    

· VCO will remind operators that they are required to call USMTM Force Protection in the event of a   

 vehicle break down, accidents, break-ins or other related incidents, and submit required documentation. 

· VCO or operator submits an Accident Report, SF 91.

· Completing SF 91, according to USMTM Reg. 77-1 and Reg.125-1.

· Repair of accident-related damage will not be processed unless an Accident Report is submitted to TMO.

-   Copy of the driver’s license and a Sworn Statement, DA Form 2823.

5. Vehicle Maintenance and Request Procedures

· VCO ensures that scheduled PMCS is done for his fleet on time.

· Every 5,000 kilometers or three months from last PMCS, whichever comes first

· Vehicle Maintenance Request must be filled out.

· Attach a vehicle illustration.

· Supported with Vehicle PMS Monthly Checks form.
· Operator can turn in a vehicle to TMO, but must have VCO’s signature.
· VCOs or assigned operator turn in vehicles that require unscheduled maintenance.

· Vehicle Maintenance Request must be filled out.

· Supported with a vehicle illustration.

· Supported with Vehicle PMS Monthly Checks form. 

· Operator can turn in a vehicle to TMO, but must have the VCO’s signature 

· No vehicles will be turned in to TMO without the VCO’s signature on the request form.

· Vehicles turned in before 0900 hrs will be taken to the shop the same day.

· Vehicles turned in after 0900 hrs will leave Eskan the next day.

6. Key Control

· Downrange VCOs and those working in downtown Riyadh will maintain a set of spare key 

in the event of any emergencies (accidental locking, etc.).

· Downrange VCOs will inform TMO the license number of vehicles which have changed 

ignition switch and forward a duplicate key to TMO.

· Requests for key duplication may be included in the Maintenance Request Form and 

be processed at the local TMO.

7. MODA Gas Ration Cards 

· MODA owned vehicles (all the 92 Caprices are MODA owned) are entitled to AIK fuel. 

Members may obtain gas from MODA at two locations.

· Near Eskan

· Near Riyadh Air Base

· VCOs claim MODA gas ration cards from TMO at the beginning of the month and issue to 

members.

Expiration date for using the ration card is stamped on the back of the card.

· Directions to the gas stations are provided.

8. Commercial Fuel Coupons 

· All vehicles in the USMTM vehicle fleet, other than MODA owned, use commercial fuel

which members obtain from two contracted gas stations.

· VCOs claim commercial fuel coupon books from TMO for their respective section.

· One book for each vehicle entitled to commercial fuel.

· VCOs collect the fuel coupons used from each operator and submits a summary of commercial fuel consumption for his section.

· VCOs submit the used up fuel coupon book to TMO to get a new one.

· VCOs get one new book for each used up book submitted.

· The commercial coupon is good as cash. Anybody who gets hold of the coupons can get gas from the contracted gas stations.

· KEEP THEM SAFE!

9. Taxi Coupons

· Designed to provide transportation needs of family members.

· VCOs will pick up taxi coupons from TMO at the beginning of the month for subsequent 

issue to authorized personnel in their section.

· Attached agencies and TAFTS must show proof that funds have been transferred to TMO’s 

account before their VCOs can be issued the taxi coupons.

· See USMTM Policy Memorandum Number 11 for details.

10.  VCO Training & Appointment

· All VCOs will train their AVCOs and replacements on their assigned duties.

· Current VCO/AVCO coordinates with his/her division chief/DETCO to insure an appointment letter for his replacement is submitted to TMO prior to PCS. 

11.   Monthly VCO Meeting

· VCOs attend a monthly meeting (time, date, and location to be determined by TMO) to discuss vehicle issues and problems with the Transportation Management Officer or his/her representative.

12.   Required Reading 

· The following materials are mandatory reading for VCOs and their alternates:

· USMTM Reg 77-1, Motor Vehicle Operation.

· USMTM Reg 77-2, Motor Vehicle Control.

· USMTM Reg 125-1, Motor Vehicle Traffic Supervision.
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