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UNITED STATES MARINE CORPS 
Logistics Operations School 

Marine Corps Combat Service Support Schools 
Training Command 
PSC Box 20041 

Camp Lejeune, North Carolina 28542-0041 
 

MTMOC 2401 
 

STUDENT OUTLINE 
 

MOTOR TRANSPORT EQUIPMENT OPERATIONAL RECORDS 
 
LEARNING OBJECTIVES: 
 
1.  Terminal Learning Objectives:  Given the reference material and 
completed motor transport equipment operational forms and records, inspect 
operational forms and records for discrepancies, per TM 4700-15/1.  
(3510.1.1) 
 

2.  Enabling Learning Objectives:  Given the reference material and 
completed motor transport operational forms and records with discrepancies, 
per TM 4700-15/1, audit the: 
 

 a.  Daily Dispatching Record of Vehicles (NAVMC 10031).  (10.1.1a) 
 
 b.  Vehicle and Equipment Operational Record (NAVMC 10627).  
(3510.1.1b) 
 
 c.  Motor Vehicle Accident Report (SF 91).  (3510.1.1c) 
 
OUTLINE      
 
1.  PURPOSE, PREPARATION, AND DISPOSITION OF THE DAILY DISPATCHING RECORD 
OF VEHICLES, NAVMC 10031  
 
    a.  The purpose of the NAVMC 10031 is to record, in chronological 
order, all vehicles dispatched from the motor pool each day.   
 
    b.  Responsibilities for the Completion of the NAVMC 10031   
 
        (1)  The motor transport officer will examine the NAVMC 10031 at 
the conclusion of each day's dispatching activity to check for completeness 
and neatness, and verify that the vehicles are being used for the purpose 
intended. 
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        (2)  After the examination of the records, the motor transport 
officer or designee will sign his name in the "Remarks Column" following 
the last entry for the day.  
 
        (3)  In the absence of the motor transport officer, the motor 
transport chief or designated  person will perform these duties.  
 
        (4)  The unit dispatchers, assigned in writing by the motor 
transport officer, are responsible for preparing and maintaining the Daily 
Dispatching Record of Vehicles (NAVMC 10031), per the instructions 
contained in TM 4700-15/1.  
 
    c.  Preparation of the NAVMC 10031    
 
        (1)  The Date.  Enter the day, month, and year in the box at the 
top right hand side of the form.  If dispatching activity is light the 
NAVMC 10031 can be used to reflect as many days of dispatching as there is 
room to record on the form.  To record additional days of dispatching 
activity center the new date on the next blank space after the Remarks 
block where the equipment officer or designee signs. 
 
        (2)  Page Number.  Pages are sequentially numbered each day. Page 
numbers start at the beginning of the calendar year and are stopped at the 
end of the calendar year.  The completion of this block is optional. 
 
        (3)  A separate line will be used for each vehicle that is 
dispatched from the motor pool.  Individual entries for each unit of a 
truck-trailer or tractor-semitrailer combination are required, not to 
include rear body units of the Logistics Vehicle System (LVS).   
 
  (4)  Trip Number.  The trip number column is numbered in 
chronological order for all motor vehicles dispatched from the unit's motor 
pool for each day of operation. 
 
  (5)  USMC Number.  In this column the Marine Corps vehicle 
registration number is entered. 
 
   (a)  Because instructions pertaining to the NAVMC 10627 do 
indicate that the LVS rear body does not require a separate NAVMC 10627, we 
can safely assume that only the USMC number for the front power unit (MK48) 
needs to be entered on the NAVMC 10031 when the LVS is dispatched. 
 
   (b)  When an LVS rear body unit is in tandem tow, the USMC 
number of the rear body unit in tow will require a separate line entry in 
the USMC Number column. 
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  (6)  Driver.  In this column the operator's name as listed on the 
operator's OF 346 is entered.  The use of the operator's rank is optional. 
 
  (7)  Type Vehicle.  The dispatcher enters the type of vehicle 
being dispatched by M-Series designator, such as M1008, M813, M923 and so 
on.  Entries for the LVS will include both the front power unit and the 
rear body unit.  Example:  MK48/14 or MK48/17.  
 
  (8)  Purpose.  The dispatcher enters what the vehicle is being 
used for, such as, transport cargo or passengers.   
 
  (9)  Requested By.  The dispatcher enters the name of the person 
requesting the vehicle. 
 
  (10) Report To.  The dispatcher enters the name of the individual 
the driver is to report to. 
 
  (11) Destination.  The dispatcher will enter the destination of 
the trip.  If it is a continuous trip, he will enter the area in which the 
vehicle will be operating. 
 
  (12) Time to Report.  The dispatcher enters the time the operator 
is to report to the person or unit indicated. 
 
  (13) Expected Return Time.  The dispatcher enters the time the 
vehicle is expected to return from the trip.  This information is needed so 
that the dispatcher can use the vehicle to fill other commitments if 
necessary. 
 
  (14) Time Out.  This is the actual time the vehicle was dispatched 
and coincides with the time out on the trip ticket.  The dispatcher should 
take into consideration the "Time to Report" before entering "Time Out."  
 
  (15) Time In.  The dispatcher enters the time the trip was 
completed.  This information is obtained from the trip ticket. 
 
  (16) Miles Traveled.  The dispatcher enters the total miles 
traveled for the trip or the total time (hours) the equipment was operated.  
This information is obtained from the trip ticket.   
  (17) Dispatcher's Initials.  The dispatcher enters his initials in 
the "OUT" block when the trip is dispatched.  The dispatcher's initials in 
the "OUT" block indicates that the equipment is dispatched per the 
authorized request and the operator has a valid OF 346.  When the trip is 
completed, the dispatcher enters his initials in the "IN" block. 
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  (18) Remarks.  The dispatcher will sign his signature in the 
remarks column on the first trip line of the day.  
 
 d.  The procedures for dispatching vehicles during field exercises/ 
deployments are as follows: 
 
  (1)  Vehicles will be dispatched on the garrison master log, NAVMC 
10031, for field exercises of seven days or less duration.  The entries 
will not be closed out until the vehicles return from the exercise.  
Continuation trip tickets should be issued to provide sufficient space for 
all commitments.  The dispatcher will: 
 
   (a)  Enter in the Date Block at the top of the NAVMC 10031 the 
inclusive dates in which the item of equipment is authorized for use;  for 
example 8-12 January 1996. 
 
   (b)  Each operator should be provided with sufficient blank 
copies of the NAVMC 10627, Vehicle and Equipment Operational Record (trip 
ticket), to capture trip log information and also provide the operator with 
daily preventive maintenance checks and services (PMCS) checklist. 
 
   (c)  Obtain information from the trip ticket to make 
corresponding entries on the master log, such as the operator's name, 
equipment serial number, and so forth. 
 
   (d)  In the "Expected Return Time" block, enter the date in 
which the item of equipment is expected to return to the motor pool vice 
entering the time. 
 
   (e)  When equipment is returned to the motor pool, close out 
the master log entries using the totals obtained for the period covered by 
the trip tickets. 
 
   (f)  After all equipment dispatched for that day has returned 
to the motor pool, the equipment officer or designees will review the 
entries for accuracy and equipment utilization, and sign the "Remarks" 
block on the line following the last entry.   
  (2)  For field exercises in excess of seven days using a field 
dispatcher, a field dispatcher master log will be opened and the dispatcher 
will dispatch the vehicles from the garrison motor pool.  The field master 
log will be taken to the exercise site.  Thereafter, all dispatching for 
the duration of the exercise will be annotated on the field master log.  
After the exercise has been completed and the equipment returned to 
garrison, the field master logs will be closed and retained with the 
garrison master logs. 
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  (3)  The procedures provided above do not apply to extended 
deployments/exercises external to the equipment owing unit, such as, MSSG's 
or BSSG's.  Dispatching for these types of exercises will be accomplished 
by dispatching personnel assigned to the deployment/exercise.  
 
 e. Disposition 
 
  (1)  The NAVMC 10031 is retained on file for a minimum of one 
year. 
 
  (2)  However, if the form contains the dispatch record of a 
vehicle that was involved in an accident, the NAVMC 10031 must be retained 
until the investigation, if required, is completed and the vehicle is 
repaired or disposed of regardless of how long ago the accident occurred.  
 
 f.  The NAVMC 10031 should be reviewed prior to the vehicles being 
dispatched, and as was previously mentioned, at the conclusion of each 
day's dispatching.  You should perform the following: 
 
  (1)  First, compare the type of vehicle requested with the type of 
cargo to be transported, and ask yourself the following: 
 
   (a)  Is the vehicle cargo carrying capacity being exceeded? 
 
   (b)  Should another vehicle, larger or smaller, be used to 
perform the task? 
 
  (2)  Compare the columns on the NAVMC 10031 with the entries on 
the NAVMC 10627, and ask yourself the following: 
 
   (a)  Was the vehicle being used for what it was requested? 
 
   (b)  Was the vehicle kept longer than necessary? 
 
   (c)  Was the operator qualified and the vehicle prepared to 
transport the requested cargo, such as transporting ammunition or hazardous 
material? 
 
   (d)  Did the operator report to the required destination at 
the requested time? 
 
  (3)  Compare the total miles traveled with the total miles on the 
NAVMC 10627.  If the miles are inaccurate in either direction, high or low, 
this will effect equipment usage history on your unit's reports. 
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2.  PURPOSE, PREPARATION, AND DISPOSITION OF THE VEHICLE AND EQUIPMENT 
OPERATIONAL RECORD, NAVMC 10627   
 
    a.  The purpose of a Vehicle and Equipment Operational Record, NAVMC 
10627, commonly called a "Trip Ticket," is to give the operator official 
authority to operate a Government vehicle for a period not to exceed 
twenty-four hours after having been properly authenticated by the unit 
dispatcher. 
 
    b.  The NAVMC 10627 also serves as a daily and periodic preventive 
maintenance checklist, and provides supervisors with the following 
operational data:   
 
        (1)  The time the operator left a given destination. 
 
        (2)  Various points that the operator has visited. 
 
        (3)  The time the operator arrived at a given destination. 
 
        (4)  The type of load carried, either personnel or cargo. 
 
        (5)  The miles traveled and the distance between destinations.  
 
        (6)  It will also show you the amount of fuel and oil consumed by 
the vehicle for a given day. 
 
    c.  There also are required checks listed at the bottom of the form 
which must be performed by the operator.  They are as follows: 
 
        (1)  Before operation checks. 
 
        (2)  During operation checks. 
        (3)  After operation checks.  The after operation check is 
performed so that the vehicle may be redispatched in a moment's notice.  
 
 d.  Usage Rules 
 
        (1)  The NAVMC 10627 may be used by two additional operators. 
 
        (2)  Each form will authorize the operation of only one item of 
equipment. 
 
        (3)  A separate NAVMC 10627 is required for a trailer or 
semitrailer, not to include rear body units of the Logistics Vehicle System 
(LVS).  LVS rear body units in tandem tow, like a trailer or semitrailer, 
will require a separate trip ticket. 
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  (4)  The NAVMC 10627 issued for the operation of equipment in 
garrison will be valid for a period not to exceed twenty-four hours, and as 
previously mentioned, continuation trip tickets can be issued to authorize 
equipment operation in the field for up to seven days.   
 
    e.  Responsibilities 
 
  (1)  The dispatcher will ensure the following: 
 
   (a)  The requests for all assigned missions are authorized. 
 
   (b)  The operator has a valid operator's permit (OF 346) for 
the class and weight of the equipment the operator will be operating. 
 
   (c)  The NAVMC 10031 is updated with the applicable data from 
the NAVMC 10627. 
 
   (d)  The motor transport officer or chief is notified when the 
NAVMC 10627 indicates that the equipment requires corrective maintenance 
(CM) or preventive maintenance checks and services (PMCS).  
 
  (2)  The motor transport chief will ensure that any CM or PMCS is 
accomplished before the vehicle is dispatched. 
 
  (3)  The vehicle operator will ensure the following: 
 
   (a)  The blocks pertaining to the operation of the equipment 
are completed before returning the equipment to the motor pool. 
   (b)  The daily PMCS's are completed per the equipment 
operator's manual. 
 
   (c)  The NAVMC 10627 is returned to the dispatcher. 
 
 f.  Preparation of the NAVMC 10627 
 
      (1) The NAVMC 10627 is initially prepared by the unit dispatcher.  
The entries made by the dispatcher are:  
 
   (a)  The Date.  The day, month, and year are entered in the 
date block at the top and bottom of the form. 
 
   (b)  Type of Vehicle.  In this column at the top and bottom of 
the form, the type of vehicle by M-series designation is entered; such as 
M998, M923, and so forth.  For the Logistics Vehicle System, the designator 
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for the front power unit and the rear body unit, MK48/14 or MK 48/17, will 
be entered.  
 
   (c)  Registration number. Enter the USMC vehicle number in the 
Registration No. block at the top and bottom of the form. 
 
   (d)  Administration Number.  The trip number taken from the 
Daily Dispatching Record of Vehicles is entered in the appropriate block at 
the top and bottom of the form. 
 
            (e)  Dispatching Organization.  The noun name of the 
organization dispatching the equipment. 
 
          (f)  Operator's Name.  The operator's name as listed on the 
operator's permit (OF 346). 
 
          (g)  Time Out.  The dispatcher will enter the time the vehicle 
was dispatched and make sure the time coincides with the time out on the 
dispatcher's log. 
 
           (h)  Report To.  In this block, the name of the person the 
operator is to report to is entered and the building number. 
 
           (i)  Dispatcher Signature.  The dispatcher will enter his 
first and middle initials, last name, and rank.  The NAVMC 10627 is 
authenticated by this entry. 
 
  (2)  Operator's responsibilities for completing the  NAVMC 10627. 
 
   (a)  The operator, upon receiving the trip ticket from the 
dispatcher, is responsible for completing the remainder of the form. 
 
            (b)  The operator completes the top half of the trip ticket in 
the following manner: 
 
    1  The operator signs his name in the "Operator's 
Signature" block at the top portion of the NAVMC 10627. 
 
    2  The operator enters the vehicle odometer reading in 
the "miles out" block, and then performs the "Before Operation Checks."  
 
   (c)  The front center and back portions of the trip ticket are 
used as a record of the vehicle's operation. 
 
    1  The first entry made by the operator on this portion of 
the trip ticket will be in column "A," Destination.  Normally the operator 
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will leave from the motor pool, so the "From" line of this column will show 
"Motor Pool" if this is the case. 
 
    2  The next column the operator fills out is column "C", 
Time Depart.  The time the operator leaves the motor pool or destination is 
entered here. 
 
    3  Column "B," Time Arrived. The time the operator arrives 
at a given destination is entered in this column. 
 
    4  Column "D," Arrival Mileage is the next column the 
operator completes; this is taken from the odometer once the destination is 
reached. 
 
    5  The operator then performs the "During Operation 
Checks."  Usually, the operator has some time while waiting at his 
destination and will be able to perform the "During Operation Checks" and 
make remarks, as required, if anything unusual occurred while driving his 
vehicle. 
 
    6  Before departing from one destination to go to another, 
the operator will complete columns "E," Cargo Cube or Weight and "F," 
Number of Passengers, if applicable.  If no cargo or passengers were 
carried, these blocks will remain blank. 
    7  After completing the assigned run, the operator will 
report back to the user of the vehicle, who is the person the operator was 
to report to.  After the operator reports to the user of the vehicle and 
the user has no further need for the vehicle and operator, the user will 
affix his signature in column "G," User's Signature, on the last line used.  
This signature authorizes the operator to return to the motor pool.  When 
the operator cannot obtain a release signature, the motor transport officer 
or chief may sign this block. 
 
    8  The operator will return to the motor pool and, upon 
returning, record the time that he arrived at the motor pool in the "Time 
Arrive" block. 
 
 g.  Trip Ticket Close Out 
 
  (1)  After returning to the motor pool, the operator will report 
to the dispatcher to check for any additional commitments. 
 
  (2)  The operator then performs the "After Operation Checks," if 
the dispatcher has no other commitments for the operator. 
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  (3)  The time returned to the motor pool is recorded in the "Time 
In" block at the top of the NAVMC 10627 and the total elapsed time is 
entered in the "Total" block.  The time in and actual time must coincide. 
 
  (4)  The operator then enters the odometer reading in the "Miles 
In" block and enters the difference in the "Total" block. 
 
  (5)  The operator must also enter the total amount of fuel and oil 
that was added to the vehicle. 
 
        (6)  The operator then enters the total "Cargo Cube or Weight" and 
the number of passengers hauled for that day's operation on the reverse 
side of the NAVMC 10627. 
 
 h.  Completion of the Maintenance Checklist Portion of the NAVMC 10627 
 
  (1)  The NAVMC 10627 also provides the operator with a checklist 
for performing the maintenance checks. 
 
  (2)  The operator's manual (TM-10) and lubrication 
order/instruction are the designated guide for performance of operator 
preventive maintenance checks and services (PMCS). 
  (3)  The front bottom portion of the form contains a legend which 
explains the different symbols to be used and their meaning. 
 
        (4)  When the operator is performing the maintenance checks 
(Before, During, and After) the following entries will be placed in the box 
across from the item under the appropriate operator. 
 
   (a)  An "X" for defective will be placed by all items that are 
defective.  The operator will also, in the Remarks block at the back of the 
form, give a detailed description of each defect. 
 
   (b)  An "S" for satisfactory will be placed in the appropriate 
boxes for all items that contain no defects. 

   (c)  If the item is not applicable, not on the vehicle being 
operated, then "N/A" for not applicable will be placed in the box across 
from the item.   
 
       (5)  The operator then enters the total "Cargo Cube or Weight" and 
the number of passengers transported for that day's operation. 
 
  (6)  After the operator has completed all services required, the 
operator will sign the appropriate "Operator's Signature" block. 
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    i.  Remarks Section of the NAVMC 10627 
 
        (1)  The operator will explain to the best of his knowledge what 
the equipment defects are on the reverse side of the NAVMC 10627 in the 
"Remarks" section. 
 
        (2)  This information will give maintenance personnel or truck- 
master a general idea where the defects may be.  
 
    j.  Disposition of the NAVMC 10627 
 
      (1)  The dispatcher, upon receiving the completed trip ticket, 
reviews the form to see if it is completed properly and if any vehicle 
defects are noted. 
 
  (2)  If there are any defects noted, the dispatcher will notify 
the supporting maintenance section.  
 
            (a)  The procedures developed must ensure expeditious 
correction of noted discrepancies. 
           (b)  If the PM service portion does not require action, the 
form will be retained for one month. 
 
            (c)  If the PM service portion does require action, the form 
will be retained until corrective action has been taken.  If the defect is 
corrected within the one month time frame previously stated, dispose of the 
record at the end of the original first month.  
 
  (3)  The upper portion of the form is retained on file for a 
period of one month, provided the vehicle has not been involved in an 
accident during the period covered by the NAVMC 10627.  
 
  (4)  If the vehicle has been involved in an accident, the form is 
retained until the investigation, if required, is complete and the vehicle 
is repaired or disposed of.    
 
 k.  The entries by the operator on the NAVMC 10627 should be reviewed 
and compared with the dispatcher's entries on the NAVMC 10031 prior to the 
dispatcher filing the trip ticket. 
 
  (1)  Check the entries in the fuel and oil consumption blocks to 
identify if an excessive amount of fuel and oil are being consumed that 
would indicate an engine malfunction. 
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  (2)  Check columns "a" thru "c" to identify if there were long 
periods of delay where the vehicle was not being used.  Maybe the run could 
have been consolidated. 
 
  (3)  Compare columns "e" and "f" with the purpose column on the 
NAVMC 10031.  Is the vehicle being used for what it was requested, was 
something other than the requested cargo transported? 
 
  (4)  Review the preventive maintenance portion of the form for any 
equipment problems. 
 
   (a)  Were the equipment problems correctly annotated in the 
"Remarks" section on the rear of the form? 
 
   (b)  Was the vehicle evacuated to the maintenance shop for the 
correction of discrepancies? 
 
  (5) Make sure that the totals for the cargo and passengers are 
correct.  As was previously mentioned, discrepancies in these areas will 
affect reports that are used to identify future needs of the unit. 
 
3.  PURPOSE, PREPARATION, AND DISPOSITION OF THE SF 91, MOTOR VEHICLE 
ACCIDENT REPORT  
 
    a.  The purpose of the Standard Form 91, Motor Vehicle Accident Report, 
is to provide a detailed report of any accident in which a Government owned 
vehicle was involved.  The purpose of the SF 91 is three-fold: 
 
  (1) First, the SF 91 allows the operator of a Government owned 
vehicle that was involved in an accident to provide a report of the 
accident.   
 
   (a)  The operator of any Government vehicle involved in an 
accident is responsible for submitting a Motor Vehicle Accident Report, 
provided the operator is able to do so. 
 
   (b)  A second party may complete the report for the operator, 
using any available witness. 
 
   (c)  The operator of a Government motor vehicle is responsible 
for ensuring that sufficient copies of the SF 91 are carried inside the 
vehicle's map compartment.  In addition to blank SF 91's, the operator is 
responsible for having a fire extinguisher, warning devices, and a first 
aid kit stored aboard the vehicle. 
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  (2)  Second, the SF 91 allows the operator's supervisor to 
indicate if the operation of the vehicle by the operator was authorized or 
not authorized, and to give brief details of the operator's trip. 
 
  (3)  Finally, the SF 91 has a number of sections that must be 
completed by the investigating officer, if one is assigned to investigate 
the vehicle accident.  Normally, this section will not be completed or an 
investigator assigned if there is no bodily injury or fatality, or the 
damages are less than five-hundred dollars.  
 
    b.  Procedures in the Case of an Accident.  Should one of your 
operators be involved in a motor vehicle accident, there are procedures 
that must be followed to protect their interest and those of the U.S. 
Government, as well as to aid others involved in the accident. 
 
        (1)  Always stop.  Even though an accident may seem to be minor or 
not the fault of the operator, they must stop and report it so the facts 
will be clearly presented.  This protects both the operator and the U.S. 
Government against claims and exaggerations.  The only possible exception 
to this rule might be in combat or in case of military necessity when the 
driver is operating under definite orders not to stop. 
 
        (2)  Safeguard the scene.  The operators will display their warning 
devices to safeguard the scene, to ensure their vehicle will not cause 
other accidents.   
 
        (3)  Aid the injured.  If anyone appears to be injured the operator 
will render first aid and then summon the nearest military or civilian 
medical personnel, whichever can be secured in the least amount of time.  
Military personnel having only minor injuries should be sent to a military 
hospital when it is practical.  
 
        (4)  If a fire breaks out or may break out, the operator should 
send for fire fighting personnel and attempt to extinguish the fire with 
their fire extinguisher or whatever may be available. 
 
        (5)  State laws require that civilian authority be summoned in case 
of motor vehicle accidents that occur on public roads and highways since 
they are responsible for investigating all such accidents.  The military 
must cooperate with civil authorities in such matters. 
 
        (6)  If the accident occurs in an area controlled by military 
authority, send for them or ask someone to do so.  The military authorities 
are charged with completing their own investigation of the accident.  It is 
the operator's duty to cooperate and assist in every way.  (OFF SCREEN NO. 
67) 
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    c.  Procedures for Completing the Standard Form 91, Motor Vehicle 
Accident Report.  The operator of any Government vehicle involved in an 
accident is responsible for submitting a completed SF 91.  As mentioned, SF 
91's are stored in each Government vehicle's map compartment.  The required 
entries on the SF 91 are largely self-explanatory and are contained on the 
form. 
 
  (1)  Page 1, Section I - Federal Vehicle Data.  Starting with 
Section I on page one is the federal vehicle data.  All the information 
entered on the SF 91, other than signatures, must be completed by printing 
clearly. 
   (a)  Block 1 - Driver's Name.  The operator's last name, first 
name, and middle initial must be clearly entered. 
 
   (b)  Block 2 - Driver's License Number.  In this block the 
operator will enter his Government motor vehicle operator's permit number. 
 
   (c)  Block 3 - Date of Accident.  Make sure the operator has 
entered the correct date. 
 
   (d)  Next, we have blocks 4a and 4b.   
 
    1  In block 4a, Department/Federal Agency Permanent 
Office Address, the operator should have entered USMC and his unit's name 
and address. 
  
    2  In block 4b, Work Telephone Number, the operator would 
enter the area code and telephone number of his unit. 
 
   (e)  Block 5 - Tag or Identification Number.  All Marine Corps 
vehicles have a six digit number on both sides and rear of the vehicle.  
This number should been entered in Block 5. 
 
   (f)  Block 6 - Est. Repair Cost.  Here the operator should 
have entered his estimate of the cost to repair the Government vehicle or 
he can leave it blank until the vehicle has been inspected and an estimate 
is provided to him. 
 
   (g)  Block 7 - Year of the Vehicle.  The year the vehicle was 
manufactured or rebuilt will normally be stamped on a data plate on the 
dashboard of the vehicle.  If not, you can find this information in the 
vehicle record jacket. 
 



III-15 

   (h)  Block 8 - Make of Vehicle.  The manufacturer's name would 
be entered in this block.  The M998, M923, and M813A1 are all manufactured 
by A. M. General Corp.    
 
   (i)  Block 9 - Model.  Here the operator would enter M998, 
M923, M813A1, and so forth. 
 
   (j)  Block 10 - Seat Belts Used.  The operator would check the 
appropriate block to indicate if the seat belts were or were not in use at 
the time of the accident.  Remember, if the vehicle is equipped with seat 
belts they must be used at all times. 
   (k)  Block 11 - Describe Vehicle Damage.  The operator should 
list only the physical damage caused by the accident.   
 
  (2)  Section II - Other Vehicle Data.   This section is used when 
there are additional vehicles involved.  If more than one vehicle is 
involved, the operator can record this same information in the blank space 
in Section VIII,  or add additional sheets of bond paper to be attached to 
the SF-91. 
 
   (a)  Block 12 - Driver's Name.  The last name, first name, and 
middle initial of the other driver involved in the accident is entered in 
this block. 
  
   (b)  Block 13 - Drivers License Number, State, Limitations.  
The other driver's license number, the state it was issued by and any 
limitations or restriction listed on the driver's license such as must wear 
eyeglasses, no driving after dark or any other restrictions are entered in 
this area. 
 
   (c)  Block 14 - There are two blocks listed, 14a and 14b. 
 
    1  14a, Driver's Work Address.  The operator should enter 
in this block where the other driver works and the address if he is 
employed. 
 
    2  14b, Work Telephone Number.  If the other driver is 
employed the operator should ask for his work phone number to include the 
area code. 
 
   (d)  Block 15 - Block 15 has two parts, 15a and 15b. 
 
    1  15a, Driver's Home Address.  The operator should ask 
the other driver for his current address if it is different than the 
address on his driver's license, and enter it in this block. 
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    2  15b, Home Telephone Number.  The current telephone 
number or a number the other driver can be reached at is entered in this 
block. 
 
   (e) Block 16 - Describe Vehicle Damage.  Only the damage to 
the other vehicle that the operator knows was caused by the accident is 
entered in this block. 
 
   (f)  Block 17 - Estimate Repair Cost.  The operator will enter 
his estimate of the cost to repair the other vehicle. 
 
   (g)  Block 18 - Year of Vehicle.  The year the vehicle was 
manufactured will be annotated in this block. 
 
   (h)  Block 19 - Make of Vehicle.  The name of the vehicle 
manufacturer such as Chevy, Ford, Honda is entered in this block.  
 
   (i)  Block 20 - Model of Vehicle.  The operator will enter the 
model of the vehicle such as convertible, pick-up or any other 
distinguishing feature of the vehicle such as model numbers. 
 
   (j)  Block 21 - Tag Number and State.  The tag (license plate) 
number and the state it was issued by are place in this block. 
 
   (k)  Block 22 - Next, we have three blocks listed for the 
other driver's insurance information. 
 
    1  Block 22a. Driver's Insurance Company Name and 
Address. 
  
    2  Block 22b.  Policy Number. 
 
    3  Block 22c.  Telephone Number. 
 
   (l)  Block 23 - Vehicle Is.  Notice there are four blocks to 
describe the vehicle ownership.  One of the blocks that applies to this 
particular vehicle must be checked by the operator. 
 
   (m)  Block 24 - This block is also listed as 24a and 24b. 
 
    1  Block 24a.  Owners Name(s), This block is used to 
record the name or names of the owner(s) which may be other than the person 
who was driving it at the time of the accident.   
 
    2  Block 24b is used to enter the owner's telephone 
number. 
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   (n)  Block 25 - Owner's Address(es).  The operator will enter 
the address of the owner or if the vehicle is co-owned enter the addresses 
of both owners.   
 
  (3)  Section III - Killed or Injured.  This section is subdivided 
into A and B to allow the operator to record information concerning two 
individuals.  If more than two persons are killed or injured the operator 
would have to record this information in the blank space of Section VIII or 
add additional sheets of bond paper to the SF 91. 
 
   (a)  Block 26 - Name.  The name of the person killed or 
injured is annotated in this block. 
 
   (b)  Block 27 - Sex.  The operator will enter M or F, as 
appropriate. 
 
   (c)  Block 28 - Date of Birth.  The operator will, if able, 
enter his or her birthdate and the birthdate of any other persons killed or 
injured. 
 
   (d)  Block 29 - Address.  The operator will, if able, enter 
the victim's address and his address if he is injured. 
 
   (e)  Block 30 - Mark "X" In Two Appropriate Boxes.  The 
operator will mark "X" in two boxes which best describe the killed or 
injured person. 
 
   (f)  Block 31 - In Which Vehicle.  The block (FED or OTHER 
(2)) that applies will be checked by the operator. 
 
   (g)  Block 32 - Location in Vehicle.  The operator, if able, 
will enter where the injured person(s) was/were in the vehicle when the 
accident occurred. 
 
   (h)  Block 33 - First Aid Given By.  Any persons who gave 
first aid at the scene of the accident will be listed in this block. 
 
   (i)  Block 34 - Transported By.  The operator, if able, will 
enter how the injured person(s) was/were transported such as private auto, 
police, ambulance. 
 
   (j)  Block 35 - Transported To.  The operator, if able, will 
enter where the injured person(s) was/were transported to. 
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   (k)  Block 46 - Pedestrian.  This block is subdivided into a, 
b, and c and is used only when a pedestrian is involved in the accident.   
 
    (1)  Block 46a.  Name of Street or Highway.  The name of 
the street or highway the pedestrian was crossing at the time of the 
accident will be entered in this block. 
 
    (2)  Block 46b.  Direction of Pedestrian.  The operator 
will annotate where the pedestrian started from and where he was crossing 
to, to include the direction. 
 
    (3)  Block 46c.  Describe What Pedestrian Was Doing At 
Time of Accident.  The operator will list what the pedestrian was doing at 
the time of the accident, such as crossing the intersection with the 
signal, against the signal, or diagonally;  in the roadway playing, 
walking, or hitchhiking, and so forth.  
 
  (4)  Section IV - Accident Time and Location.  This section is 
used to provide all the details of when, where and how the accident 
happened. 
 
     (a)  Block 47 - Date of Accident.  The operator should enter 
the date the accident actually occurred. 
 
   (b)  Block 48 - Place of Accident.  Now the operator will 
enter all the information about the exact location of the accident using 
the examples listed in this block.  He should be as thorough as possible in 
his description. 
 
   (c)  Block 49 - Time of Accident.  The operator should enter 
the time the accident actually occurred. 
  
   (d)  Block 50 - Indicate on This Diagram How the Accident 
Happened.  Using the directions in this block the operator should draw a 
detailed diagram of the accident scene. 
 
   (e)  Block 51 - Point of Impact.  The appropriate boxes should 
be checked by the operator to show the point of impact on each vehicle. 
 
   (f)  Block 52 - Describe What Happened.  Using the notes in 
this block, the operator should write a detailed statement of what happened 
and any major factors that may have caused the accident.  Above all else he 
should be truthful.  All accidents involving injuries or damages of five-
hundred dollars or more will be thoroughly investigated.   
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  (5)  Section V - Witness/Passenger.  As you can see, this section 
is also subdivided into section A and B to provide space to record 
information for two witnesses.  Additional witnesses may be recorded on 
additional sheets and added to this SF 91. 
 
   (a)  Block 53 - Name. 
 
   (b)  Block 54 - Work Telephone Number. 
 
   (c)  Block 55 - Home Telephone Number. 
 
   (d)  Block 56 - Business Address. 
 
   (e)  Block 57 - Home Address.   
 
  (6)  Section VI - Property Damage.  Any accident involving 
vehicles has the potential to cause additional property damage other than 
the vehicles themselves, such as a mailbox, a fence or possibly a building.  
This is the type of information that must be entered in this section. 
 
   (a)  Block 63a - Name of Owner. 
 
   (b)  Block 63b - Office Telephone Number. 
 
   (c)  Block 63c - Home Telephone Number. 
 
   (d)  Block 63d - Business Address. 
 
   (e)  Block 63e - Home Address. 
 
   (f)  Block 64a - Name of Insurance Company. 
 
   (g)  Block 64b - Telephone Number. 
 
   (h)  Block 64c - Policy Number. 
 
   (i)  Block 65  - Item Damaged. 
 
   (j)  Block 66  - Location of Damaged Item. 
 
   (k)  Block 67  - Estimated Cost.   
 
  (7)  Section VII - Police Information.  Here the operator will 
enter the information for the policeman or Military Police (MP) who was in 
charge at the scene of the accident. 
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   (a)  Block 68a - Name of Police Officer. 
 
   (b)  Block 68b - Badge Number. 
 
   (c)  Block 68c - Telephone Number. 
 
   (d)  Block 69  - Precinct or Headquarters. 
 
   (e)  Block 70a - Person Charged With Accident 
 
   (f)  Block 70b - Violation(s).   
 
  (8)  Section VIII - Extra Details.  As I've already stated, this 
section is intentionally left blank to allow the operator space to add 
information about accident details.  
 
    (9)  Section IX - Federal Driver Certification.  This section 
provides instructions on how the information compiled in this report can 
and will be used and provides certification that the information the 
operator of the Government owned vehicle provided is correct to the best of 
his knowledge. 
 
   (a)  Block 71a - Name and Title of Driver.  Here the operator 
will print his last, first and middle name, and his rank. 
 
   (b)  Block 71b - Drivers Signature and Date.  When the 
operator signs and dates this form he is certifying the information on the 
SF 91. 
 
  (10) Section X - Details Of Trip During Which Accident Occurred.  
Section X will be completed by the operator's supervisor. 
 
   (a)  Block 72 - Origin.  Here you will enter where the 
operator started his trip.  This information can be obtained from the NAVMC 
10031 and the NAVMC 10627. 
 
   (b)  Block 73 - Destination.  The operator's destination can 
be obtained from the NAVMC 10031 and the NAVMC 10627. 
 
   (c)  Block 74 - Exact Purpose Of Trip.  Here the supervisor 
will enter the purpose of the operator's trip.  The purpose of the 
operator's trip can be obtained from the NAVMC 10031. 
 
   (d)  Block 75 - Trip Began.  The supervisor will annotate on 
the SF 91 the date the trip began, enter the time the trip began, and 
circle either "a.m. or p.m." 
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   (e)  Block 76 - Accident Occurred.  Here, you will complete 
the date block, enter the time the accident occurred, and circle either 
"a.m. or p.m."  This information can be abstracted from the operator's 
entries in blocks 47 and 49 of the SF 91. 
 
   (f)  Block 77 - Authority For The Trip Was Given To The 
Operator.  In this block you will place a mark in either one or both boxes 
(orally or in writing) to indicate if the operator had the authority to 
operate the vehicle.  If the operator was given authority in writing, 
explain what was given to the operator.  Normally, all we are talking about 
is the NAVMC 10627, Vehicle and Equipment Operational Form  
 
   (g)  Block 78 - Was There Any Deviation From Direct Route.  
The supervisor will place a mark in either the "No or Yes" box to indicate 
if the operator deviated from his direct route.  If the operator deviated 
from his route, explain in writing the reason for him doing so. 
 
   (h)  Block 79 - Was The Trip Made Within Established Working 
Hours?  Indicate in this block by marking either the "Yes or No" box.   If 
made outside of working hours explain why. 
 
   (i)  Block 80 - Did The Operator, While Enroute, Engage in Any 
Activity Other Than That For Which The Trip was Authorized.  If the 
operator engaged in any activity that was not authorized, explain in 
writing the reason for him doing so. 
 
   (j)  Block 81.  This block is subdivided into two parts 
 
    1  Block 81a, Did This Accident Occur Within The 
Employee's Scope of Duty.  In this block you will place a mark in one of 
the two boxes "Yes or No." 
 
    2  Block 81b, Comments.  If the operator engaged in any 
unauthorized activity while enroute explain in writing what unauthorized 
activity took place. 
   (k)  Block 82 is subdivided into three parts. 
 
    1  Block 82a, Name and Title of Supervisor. 
 
    2  Block 82b, Supervisor's Signature and Date. 
 
    3  Block 82c,  Telephone Number.   
 
  (11)  Section XI - Accident Investigation Data.  This section 
along with Sections XII and XIII will be completed by an accident 
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investigator if during the accident there were bodily injury, a fatality, 
and/or damage exceeding five-hundred dollars. 
 
   (a)  Block 83 - Did The Investigation Disclose Conflicting 
Information.  The investigating officer will place a mark in one of the two 
boxes "Yes or No."  If there was a conflict in information then the 
investigator will explain in writing what the conflict was. 
 
   (b)  Block 84 - Persons Interviewed.  Blocks 84a through 84d 
provide the investigator with an area to write in the names of the people 
he interviewed about the accident and the dates of the interviews. 
 
   (c)  Block 85 - Additional Comments.  If there was not 
sufficient space in this section, Section XII or XIII to complete your 
comments this block can be used, but you must indicate the section and item 
number for each comment.  
 
  (12)  Section XII - Attachments.  In this section you would list 
all attachments to this report, such as, NAVMC 10627, police reports, 
medical report for those injured in the accident, written witness 
statements, and so forth.  
 
  (13)  Section XIII - Comments and Approvals. 
 
   (a)  Block 86 - Reviewing Official's Comments 
 
   (b)  Block 87 - Accident investigator and Block 88 - Accident 
Reviewing Official.  These two blocks are identical and require the same 
information from each 
 
    1  Blocks 87a and 88a. Signature and Date. 
 
    2  Blocks 87b and 88b.  Name (First, middle, and last). 
    3  Blocks 87c and 88c.  Title. 
 
    4  Blocks 87e and 88e.  Office Telephone Number.  
 
 d.  Filing and Disposition of the SF 91.   
 
  (1)  After the operator has completed the SF 91, the operator will 
check the form to make sure it is complete and accurate.  Once the SF 91 is 
completed it should be given to the operator's supervisor for review and 
appropriate action. 
 
  (2)  The SF 91 will become a part of the accident investigation 
report.  The investigation report, after being reviewed by the reviewing/ 



III-23 

convening authority, will be retained in the files at the command 
(battalion) headquarters for a period of two years. 
 
 e.  Review of the SF 91 should include checking certain areas to ensure 
that they are complete and accurate. 
 
  (1)  Check all areas on the SF 91 that are completed by the 
operator to make sure they are accurate and complete.  Pay particular 
attention to the below listed areas and compare then to all available 
documents. 
 
   (a)  Make sure the operator's military permit number on his OF 
346 matches the number annotated in block number 2. 
 
   (b)  Check block number 5 to ensure that the tag or 
identification number requested matches the registration number on the 
vehicle data plate and equipment record folder. 
 
   (c)  Check blocks 8 and 9 to make sure the make and model of 
the vehicle compares with the make and model on the vehicle data plate. 
 
   (d)  Compare the information annotated in block 11 (vehicle 
damage) with the vehicle to make sure it is correct. 
 
   (e)  Review the accident scene with the vehicle operator, and 
compare the information in block 50 of the SF 91 with the accident scene. 
 
   (f)  Also check blocks 51 and 52, and compare the information 
annotated in these blocks with the vehicle and the accident scene. 
 
  (2)  In section X of the SF 91 the operator's supervisor must 
indicate whether the operator was or was not on an authorized commitment.  
Review this section to identify the following: 
 
   (a)  If the trip was authorized and how the authorization was 
given. 
 
   (b)  Any deviations from the direct route. 
 
   (c)  All times and dates match those annotated on the NAVMC 
10031 and NAVMC 10627. 
 
4.  PURPOSE, PREPARATION, AND DISPOSITION OF THE DD FORM 518, ACCIDENT 
IDENTIFICATION CARD  
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    a.  Purpose.  The DD Form 518 is used to provide any person(s) involved 
in an accident all of the information they require of the government motor 
vehicle operator. 
 
    b.  Responsibilities.  The government motor vehicle operator will 
complete as many copies as required at the scene of the accident, provided 
that the individual is able to do so.  A second party may complete the 
card, using the information contained on the NAVMC 10627 and the government 
motor vehicle operator's OF-346.  
 
    c.  Preparation Instructions.  The required entries on the DD Form 518 
are self explanatory and are contained on the form.  
 
    d.  Filing and Disposition.  Several blank copies of the DD Form 518 
are carried in each vehicle map compartment.  One completed copy is given 
to each party involved in the accident at the accident scene.  
 
REFERENCE: 
 
TM 4700-15/1 


