UNI TED STATES MARI NE CORPS
Logi stics Operations School
Mari ne Corps Conbat Service Support School s
PSC Box 20041
Canp Lejeune, North Carolina 28542-0041

MIcC 4301

STUDENT QOUTLI NE

OPERATOR TESTI NG AND LI CENSI NG

LEARNI NG OBJECTI VES

1. Terminal Learning Cbjective: Gven the requirenents to direct
t he mai nt enance and control of notor transport operational forns
and records, and the reference materials, supervise the

mai nt enance of notor transport operational fornms and records, per
the references. (35XX 01.02)

2. Enabling Learning Objectives:

(1) Gven the requirenents to direct the maintenance and
control of notor transport operational fornms and records, and the
reference materials, identify the procedures for conpleting the
Application for a Governnent Motor Vehicle Operator’s Permt,
NAVMC 10964, per the references. (35XX 01.02m

(2) Gven the requirenents to direct the maintenance and
control of notor transport operational fornms and records, and the
reference materials, identify the procedures for conpleting the
U S. Governnent Vehicle Operator’s ldentification Card, OF 346,
per the references. (35XX. 01.02n)

(3) Gven the requirenents to direct the maintenance and
control of notor transport operational fornms and records, and the
reference materials, identify the procedures for conpleting the
Physical Fitness Inquiry for Mdtor Vehicle Operators, OF 345, per
the references. (35XX 01.020)

(4) Gven the requirenents to direct the maintenance and
control of notor transport operational fornms and records, and the
reference materials, identify the procedures for conpleting the
Request for National Driver Register, per the references.
(35XX. 01. 02p)

(5) Gven the requirenents to direct the maintenance and

control of notor transport operational fornms and records, and the
reference materials, identify the disposition instructions for
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the Governnment Mdtor Vehicle Operator’s Request, NAVMC 10964, per
the references. (35XX 01.02q)

(6) Gven the requirenents to direct the maintenance and
control of notor transport operational fornms and records, and the
reference materials, identify the disposition instructions for
the U S. Governnent Mdtor Vehicle Identification Card, OF 346,
per the references. (35XX. 01.02r)

(7) Gven the requirenents to direct the maintenance and
control of notor transport operational fornms and records, and the
reference materials, identify the disposition instructions for
the Physical Fitness Inquiry for Mdtor Vehicle Operators, OF 345,
per the references. (35XX 01.02s)

(8) Gven the requirenents to direct the maintenance and
control of notor transport operational fornms and records, and the
reference materials, identify the disposition instructions for
the Request for National Driver Register, per the references.
(35XX. 01.02t)

(9) Gven the requirenents to direct the maintenance and
control of notor transport operational fornms and records, and the
reference materials, audit the Application for Governnent WNbtor
Vehicle Operator’s Permt, NAVMC 10964, per the references.
(35XX. 01. 02u)

(10) Gven the requirenents to direct the naintenance and
control of notor transport operational fornms and records, and the
reference materials, audit the U S. Governnent Mtor Vehicle
Qperator’s ldentification Card, OF 346, per the references.
(35XX. 01. 02v)

(11) Gven the requirenents to direct the naintenance and
control of notor transport operational fornms and records, and the
reference materials, audit the Physical Fitness Inquiry for Mbotor
Vehi cl e Operators, OF 345, per the references. (35XX 01.02w)

(12) Gven the requirenents to direct the maintenance and
control of notor transport operational fornms and records, and the
reference materials, audit the Request for Search of National
Driver Register, per the references. (35XX 01.02x)

OUTLI NE

1. ADM NI STRATIVE FILES. A licensing office will deal with a
| ot of personnel and managi ng the paper work can be confusing. A
| i censing office can have as many file systens, as they want to
track all transactions, however a m ninmumof two record keeping
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systens nust be kept. The licensing office will naintain the
follow ng records for four years.

a. Permt |ogbook. Any hard cover |ogbook that contains
lines will be satisfactory. It wll contain the operator’s card
nunber, issue date, expiration date, and applicant’s nane. This
will be filled out only if a license is issued.

b. Driver history file. A driver’'s history file will be
established for all licensing transactions that the |icensing
of fice processes. This file will contain such docunentation as
directed by TM 11240-15/3C, to include National Driver’s Register
(NDR) reports.

2. TYPES OF PERM TS AND SPECI AL REQUI REMENTS

a. There are three basic types of permts that may be issued
to equi pnent operators; learner’s permts, standard permts, and
test driver’s permt.

(1) The Learner’s Permt: It is issued to personnel
undergoing training to qualify for either an initial OF 346, or
to upgrade driving qualifications. The permt is valid for
driving only when the holder is acconpanied by a driver who is
qualified to operate that type of equi pment and possesses the
special qualifications for which the |earner’s permt was
issued. Alearner’s permt is issued for a period no |onger than
6 nont hs.

(2) The Standard Permt: It is issued to all qualified
government vehicle operators. “Limted Shop Use Only” permts
will not be issued by any command. Restrictions are indicated on
the back of the OF 346 at the tine of issue. Standard permts
may be issued up to four years. The following restrictions wll
cover Marine Corps requirenents:

(a) Corrective |l ens required.
(b) Hearing aid required.

(3) Test Driver’'s Permt: |ssued by MARCORSYSCOM t o
qualified and experienced vehicle operators for the purpose of
vehi cl e devel opnent, test, evaluation, and official denonstration
of new equi pnent .

b. Governnent personnel, civilian and mlitary, who possess
a valid state driver’s license are not required to possess an OF
346 to operate governnent-owned or | eased comercial vehicles
whi ch are 10, 000 pounds or |ess gross vehicle weight.
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c. License applicants, less than twenty-six years of age,
must possess docunmented evidence of successful conpletion of a
Driver Inprovenent Course (DIC) in order to operate any
gover nnent vehicl e.

d. Oficers Driving. Oficers will not drive a governnent
vehicle (comrercial or tactical) except for those select billets
that nmay require an officer to drive; e.g., recruiting duty, etc.
Al'l conmmanders shall stringently control the authorization for
officers to drive any governnent vehicle and authorization wll
be granted only when absolutely essential for mssion
acconpl i shnment .

3. PROCEDURES FOR COVPLETI NG NAVMC 10964

a. Application for a Governnent Mdtor Vehicle Operator’s
Permt, NAVMC 10964

(1) Conpletion of Part | of NAVMC 10964, APPLI CATI ON.

(a) Block 1. Enter the last, first, and m ddl e nane
of the applicant.

(b) Block 2. Enter the rank of the applicant.

(c) Block 3. Enter the social security nunber of the
appl i cant.

(d) Block 4. The applicant's organization is entered
in this block.

(e) Block 5. Identify whether the applicant is a
male (M or female (F).

(f) Block 6. The applicant’s height in feet and
inches is entered in this bl ock.

(g) Block 7. Enter the applicant’s weight.

(h) Block 8. The color of the applicant’s eyes is
entered in this block.

(i) Block 9. Enter the applicant’s hair color.
(j) Block 10. Enter the place of birth of the
appl i cant.

(k) Block 11. Enter the nonth, day, and year of birth
of the applicant.
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(1) Block 12. The state that issued the applicant’s
civilian driver’'s license is entered in this bl ock.

(m Block 13. Enter the applicant’s state driver’s
| i cense nunber.

(n) Block 14. Enter the nonth, day, and year of issue
of the applicant’s state driver’s |icense.

(o) Block 15. Enter the nonth, day, and year the
applicant’s state driver’s |icense expires.

(p) Block 16. In this block enter the classes of
civilian vehicles the applicant has been authorized by his state
to operate; such as, POV, tractor-trailer, et cetera and the
tonnage, if applicable.

(q) Block 17. The commandi ng officer of the Marine
applicant or the supervisor in the case of civilian applicants
must sign and date this bl ock.

(2) Conpletion of Part Il of the NAVMC 10964,
EXAM NATI ON.

(a) Block 18, Qualification Tests. The |icense
exam ner will conplete the results of all qualification tests by
placing an (X) in either the “Satisfactory” or “Unsatisfactory”
box next to each of the tests.

(b) Block 19, Restrictions. |If no restrictions apply
to the applicant, place an (X) mark in the appropriate box but,
if any of the below listed or other restrictions apply, enter
restriction(s) in the space provided.

1. Corrective |lens required when operating

vehi cl e.
2. Hearing aid required.
3. Daylight driver only.
(3) Conpletion of Part 111 of the NAVMC 10964, LI CENSE
ACTI ON.

(a) Block 20. Check one of the categories that apply
to the applicant.

=

New

2.  Renew.
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3. Upgrade.

4. Duplicate.

(b) Block 21. Check any of the classes of |icense
that apply to the applicant.

1. Commercial .
2. Tactical.
3. Bus.

4. Tractor.

(c) Block 22. Check any of the classes of vehicles
that may apply to the applicant.

1. Sedans/ Station Wagons

2. Trucks to Ton. Wite the vehicle
tonnage in the bl ank space.

3. Truck-Tractor to Ton. Wite the
vehi cl e tonnage in the blank space.

4. Busses to passengers. Wite the
passenger capacity in the blank space.

(d) Block 23. Check any of the special qualifications
that apply to the applicant.

1. Emergency vehicle.

2. Truck with full trailer.
3. Sem trailer refueler

4. Recovery vehicle.

5. Hazardous materials.

6. O her (Specify).

(e) Block 24. The examner will enter the
vehi cl e/ equi pnment series the applicant is qualified to operate,
such as:

1. MB39.

[11-6



MBO8.

[N

3. K48/ MK14/ WK17.
4. MBO09.
(f) Block 25. The license examner will enter his

payroll signature and date to certify that the individual is
qualified to operate the series of vehicles listed in block 24.

(g) Block 26. The examner will enter the license
nunber that will be assigned to the applicant’s OF 346 as entered
in permt |ogbook.

(h) Block 27. The day, nonth, and year the permt is
issued is entered in this block by the |icense exam ner.

(i) Block 28. The license examner will enter the
day, nonth, and year the applicant’s permt will expire. Permt
expiration dates are as follows:

(j) Block 29. Payroll signature of |icensing
official and date (dd/ miyy).

(4) Conpletion of Part 1V of NAVMC 10964, RECORDI NG
ACTI ON.

(a) Block 30. Payroll signature of individua
authorized to insure all required information is entered into
MCTFS.

4. PROCEDURES FOR COVPLETI NG OF 346

a. U S CGovernnent Mdtor Vehicle Operator’s ldentification,
OF 346.

1. Conpletion of U S. GOVERNMENT MOTOR VEH CLE OPERATCOR S
| DENTI FI CATI ON CARD, OF 346.

(a) Card nunber: Nunber that is assigned to permt and
entered into permt | ogbook.

(b) Name Qperator: Last nane, first name and m ddl e
initial of operator.

(c) Sex: M(male)/ F (female).

(d) Signature of operator: Payroll signature of
oper at or.
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(e) Date of birth of operator: dd/ mmyy.

(f) Social Security Nunmber: As shown on operator’s ID
card.

(g) Nane/location of issuing unit: Unit, address and
Li censi ng Code assigned to unit.

(h) Height: Height of operator, in inches, as shown on
| D card.

(1) Weight: Current weight of operator.

(j) Hair color: Operator’s hair color as shown on
valid state operator’s permt (if applicable).

(k) Eye color: QOperator’s eye color as shown on valid
state operator’s permt (if applicable).

(1) Date issued: Date |license issued (dd/ miyy).

(m Date expires: Date licensing official determ nes
(dd/ m yy).

(n) Signature/Title: Payroll signature and title of
| i censing official

(o) Restrictions: List any and all restrictions to
operator. Also, the following will be placed in this block: “VOD
| F LAM NATED'. “*Medical Certificate Required” will be placed in
this block, if required. Also place “Duplicate” if applicable. If
the operator is a graduate of the MIlitary Mtorcycl e Mintenance
Course, his/her license will be restricted to “On Road Use Only”.

(p) Type of vehicle: Enter SERIES of vehicle qualified
to operator/special qualification.

(q) Capacity: Maxi mum capacity of vehicle being
| i censed for.

(r) Qualifying Oficial: Payroll signature of
| i censi ng exam ner.

(s) O her records: Additional vehicles or hazardous
materials authorized to operate or carry.

5. PROCEDURES FOR COVPLETI NG OF 345
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a. Physical Fitness Inquiry for Mdtor Vehicle Operators, OF
345.

1. Completion of Physical Fitness Inquiry for Mbtor
Vehi cl e Operators, OF 345.

(a) Block 1. Last, first and m ddl e nanme of

appl i cant.

(b) Block 2. Date of birth (midd/yy).

(c) Block 3. Title of position (rank).

(d) Block 4. Hone address (hone of record)

(e) Block 5. Enploying agency (current mlitary
addr ess).

(f) Block 6. Applicant to place (X) in either the
“yes” or “no” colum of each item

(g) Block 7. Explanation as to why a “yes” was
mar ked in Bl ock 6.

(h) Block 8. Applicant to place an (X) in “yes” or
“no” for each question asked.

(i) Block 9. Payroll signature of applicant.

(j) Block 10. Date applicant signed the docunent
(rmm dd/ yy) .

2. REVI EW AND CERTI FI CATI ON OF DESI GNATED OFFI Cl AL
(a) The designated official (interviewer) will place
an (X) in the appropriate block, sign the formwth his/her
payroll signature and date it (nmdd/yy).

6. PROCEDURES FOR COVPLETI NG THE REQUEST FOR NATI ONAL DRI VER
REG STER

a. National Driver Register.

1. Conpletion of National Driver Register.

a. Have the applicant conplete a |l ocally generated
request or search of NDR form Make sure the applicants know
they are to print clearly. In order to accurately process the
form it is essential that the individual’'s name and date
of birth are accurate. It is the responsibility of the licensing
official to verify the accuracy of this information. |Inspect each
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conpleted formto ensure it is legible and mail the conpl eted
form(s)to:

National Driver's Register
400 7th Street, SW
Room 6124
Washi ngton, D.C. 20590
(202) 366-4800

7. PROCEDURES FOR COVPLETI NG THE PHYSI CAL EXAM NATI ON FOR MOTOR
VEHI CLE OPERATORS, NAVMC 10969

a. PHYSI CAL EXAM NATI ON FOR MOTOR VEHI CLE OPERATORS, NAVMC
10969

1. Conpletion of NAVMC 10969.

a. Any applicant applying for a special purpose
vehi cl e nust have a physical exam nation for notor vehicle
operators conduct ed.

b. The NAVMC 10969 will be filled out and conpl eted by the
exam ni ng physician as noted on the form

8. DI SPOSI TI ON I NSTRUCTI ONS FOR NAVMC 10964, OF 345, AND
NATI ONAL DRI VER REAQ STER.

1. The licensing office will maintain all fornms to include
National Driver Register reports in the driver history file for a
period of four years.

9. PREREQUI SI TES AND REQUI REMENTS FOR | SSUI NG THE OF 346

a. | SSUANCE OF A NEW LI CENSE

1. NAVMC 10964. The applicant conpletes Part | of NAVMC
10964, Application for a Governnent Vehicle Operator’s Permt.
The applicant’s commandi ng officer signs item17. |If the
applicant is a civilian, item17 is to be signed by his
responsi bl e superior.

2. National Driver Register (NDR) Check. Submt locally
generated request or search of NDR form

3. OF 345. Conplete OF 345, Physical Fitness Inquiry for
Mot or Vehi cl e Operators.
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4. Learner’s Permt. License office issues the applicant
a Learner’s Permt.

5. Training. Unit will provide the applicant with
training on specifics and driving skills for vehicle on which
applicant is being |icensed.

6. Testing. Gve the applicant the required tests.

7. | ssuance of License. Li cense office i ssues OF 346.

b. UPGRADI NG A VALID / EXI STI NG LI CENSE

1. OF 346. Applicant submts current OF 346.

2. NAVMC 10964. The applicant conpletes Part | of NAVMC
10964, Application for a Governnent Vehicle Operator’s Permt.
The applicant’s commandi ng officer signs item17. |If the
applicant is a civilian, item17 is to be signed by his
responsi bl e superior.

3. Special Purpose Vehicle. |If the upgrade is for a
Speci al Purpose Vehicle, ensure that the NAVMC 10969, Physi cal
Exam nation for Mdtor Vehicle Operators has been conpleted and
signed by a nedical officer/IDC

4. Learner’'s Permt. License office issues the applicant
a Learner’s Permt.

5. Training. Unit will provide the applicant with
training on specifics and driving skills for vehicle on which
applicant is being |licensed.

6. Testing. Gve the applicant the required tests.

7. OF 346. Annotate the OF 346 with the new
qualification(s).

c. LI CENSE RENEWALS

1. Applicants may renew their |icenses 180 days prior to
and up to 60 days after the current expiration date. [If the
applicant’s |icense has expired nore than 60 days, the applicant
must receive a new |icense.

2. Credentials. Applicants nust present their OF 346 and
an extract fromthe Marine Corps Total Force System ( MCTFS)
showi ng hi s/ her current qualifications.
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3. NAVMC 10964. The applicant conpletes Part | of NAVMC
10964, Application for a Governnent Vehicle Operator’s Permt.
The applicant’s commandi ng of ficer signs item17. |If the
applicant is a civilian, item17 is to be signed by his
responsi bl e superior.

4. National Driver’s Register (NDR) Check. Submt
| ocal ly generated request or search of NDR form

5. OF 345. Conplete OF 345, Physical Fitness Inquiry for
Mot or Vehi cl e Operat ors.

6. |Issuance of License. Licensing office issues OF 346.

d. | SSUANCE OF DUPLI CATE LI CENSE

1. Docunentation. Applicant submts extract from MCTFS
showi ng current vehicles he/she is qualified to operate.

2. NAVMC 10964. The applicant conpletes Part | of NAVMC
10964, Application for a Governnment Vehicle Operator’s Permt.
The applicant’s commandi ng of ficer signs item17. |If the
applicant is a civilian, item17 is to be signed by his
responsi bl e superior.

3. Issuance of License. Licensing office issues a new OF
346 for all verified vehicle qualifications, using the original
card numnber

e. HAZARDOUS NMATERI AL LI CENSE

1. NAVMC 10964. The applicant conpletes Part | of NAVMC
10964, Application for a Governnent Vehicle Operator’s Permt.
The applicant’s commandi ng officer signs item17. |If the
applicant is a civilian, item17 is to be signed by his
responsi bl e superior.

2. NAVMC 10969. Ensure that the NAVMC 10969, Physica
Exam nation for Mdtor Vehicle Operators has been conpl eted and
signed by a nedical officer.

3. Training. Unit will provide the applicant with
training on specifics and driving skills for vehicle on which
applicant is being |licensed.

4. Testing. The licensing examner will adm nister or

oversee all required tests as stated in tables 2-1 and 4-1 of TM
11240- 15/ 3C.
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5. OF 346. Annotate the OF 346 with the new
qualification(s).

REFERENCES:

1. MCO 11240.66C Standard |icensing procedures for operators of
not or transport vehicles.

2. TM 11240-15/3C Mtor vehicle |icense exam ners handbook.

3. TM 11275-15/4 Tactical engi neer equi pnent |icensing exam ners
manual .

4. NAVSEA OP 5 Anmmunition and expl osives ashore safety
regul ati ons for handling, storing, production, renovation and

shi ppi ng.

5. NAVSEA SW20- AF- ABKO Mot or vehicle driver and shi pping

i nspector’s manual for amunition, explosives, and hazardous
mat eri al .

6. TM 4700-15/1 G ound equi prent record procedures
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