UN TED STATES MAR NE CCRPS
Logi stics Qperati ons School
Marine Corps Conbat Service Support School s
Trai ni ng Comrand
PSC Box 20041
Canp Lej eune, North Carolina 28542-0041

MIMOC 2401

STUDENT QUTLI NE

MOTCR TRANSPCRT EQUI PVENT CPERATI ONAL  RECCRDS

LEARNI NG OBJECTI VES:

1. Termnal Learning (bjectives: Gven the reference naterial and
conpl eted notor transport equi pnent operational forns and records, inspect
operational fornms and records for discrepancies, per TM 4700-15/1.
(3510.1.1)

2. Enabling Learning (bjectives: Gven the reference material and
conpl eted notor transport operational forns and records w th di screpanci es,
per TM 4700-15/1, audit the:

a. Daily D spatching Record of Vehicles (NAVMC 10031). (10.1.1a)

b. Vehicle and Equi pnent Qperational Record (NAVMC 10627).
(3510. 1. 1b)

c. Mdtor Vehicle Accident Report (SF 91). (3510.1.1c)
QUTLI NE

1. PURPCEE, PREPARATION AND DI SPCS TI ON CF THE DALY D SPATCH NG RECCRD
OG- VEH CLES, NAVMC 10031

a. The purpose of the NAVMC 10031 is to record, in chronol ogi ca
order, all vehicles dispatched fromthe notor pool each day.

b. Responsibilities for the Conpl etion of the NAVMC 10031

(1) The notor transport officer will examne the NAVWWC 10031 at
t he concl usi on of each day's dispatching activity to check for conpl et eness
and neatness, and verify that the vehicles are being used for the purpose
i nt ended.
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(2) After the examnation of the records, the notor transport
officer or designee will sign his name in the "Renarks Gl um" fol |l ow ng
the last entry for the day.

(3) In the absence of the notor transport officer, the notor
transport chief or designated person will performthese duties.

(4) The unit dispatchers, assigned in witing by the notor
transport officer, are responsible for preparing and naintaining the Daily
D spat ching Record of Vehicles (NAVMC 10031), per the instructions
contai ned in TM 4700- 15/ 1.

c. Preparation of the NAVMC 10031

(1) The Date. Enter the day, nonth, 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 nmany days of dispatching as there is
roomto record on the form To record additional days of dispatching
activity center the new date on the next blank space after the Renarks
bl ock where the equi pnent officer or designee signs.

(2) Page Nunber. Pages are sequentially nunbered each day. Page
nunbers start at the begi nning of the cal endar year and are stopped at the
end of the calendar year. The conpletion of this block is optional.

(3) A separate line will be used for each vehicle that is
di spatched fromthe notor pool. Individual entries for each unit of a
truck-trailer or tractor-semtrailer conbination are required, not to
i nclude rear body units of the Logistics Vehicle System (LVS).

(4) Trip Nunber. The trip nunber colum is nunbered in
chronol ogi cal order for all notor vehicles dispatched fromthe unit's notor
pool for each day of operation.

(5 USMC Nunber. In this colum the Marine Corps vehicle
regi strati on nunber 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 assune that only the USMC nunber for the front power unit (IM48)
needs to be entered on the NAVMC 10031 when the LVS is dispatched.

(b) Wen an LVS rear body unit is in tandemtow, the USMC

nunber of the rear body unit intowwll require a separate line entry in
t he USMC Nunber col um.
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(6) Driver. Inthis colum the operator's nane as |listed on the
operator's (F 346 is entered. The use of the operator's rank is optional.

(7) Type Vehicle. The dispatcher enters the type of vehicle
bei ng di spat ched by M Series designator, such as MO008, M13, M23 and so
on. Entries for the LVS will include both the front power unit and the
rear body unit. Exanple: M48/14 or MA48/17.

(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 nane of the person
requesting the vehicle.

(10) Report To. The dispatcher enters the nane of the individua
the driver is to report to.

(11) Destination. The dispatcher will enter the destination of
the trip. If it is a continuous trip, he wll enter the area in which the
vehicle will be operating.

(12) Tine to Report. The dispatcher enters the tine the operator
is toreport to the person or unit indicated.

(13) Expected Return Tinme. The dispatcher enters the tinme the
vehicle is expected to return fromthe trip. This infornmation is needed so
that the dispatcher can use the vehicle to fill other commtnents if
necessary.

(14) Time Qut. This is the actual tine the vehicle was di spatched
and coincides wth the tine out on the trip ticket. The dispatcher shoul d
take into consideration the "Tine to Report" before entering "Time Qut."

(15) Time In. The dispatcher enters the time the trip was
conpleted. This information is obtained fromthe trip ticket.

(16) Mles Traveled. The dispatcher enters the total mles
traveled for the trip or the total tine (hours) the equi pnent was oper at ed.
This information is obtained fromthe trip ticket.

(17) Dspatcher's Initials. The dispatcher enters his initials in
the "QJI" bl ock when the trip is dispatched. The dispatcher's initials in
the "QUT" bl ock indicates that the equi pnent is dispatched per the
aut hori zed request and the operator has a valid G- 346. Wen the tripis
conpl eted, the dispatcher enters his initials in the "IN bl ock.
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(18) Remarks. The dispatcher will sign his signature in the
remarks colum on the first trip line of the day.

d. The procedures for dispatching vehicles during field exercises/
depl oynents are as foll ows:

(1) Vehicles will be dispatched on the garrison nmaster | og, NAWC
10031, for field exercises of seven days or less duration. The entries
will not be closed out until the vehicles return fromthe exercise.
Gontinuation trip tickets should be issued to provide sufficient space for
all commtnrents. The dispatcher wll:

(a) Enter inthe Date Block at the top of the NAMWC 10031 t he
inclusive dates in which the itemof equipnent is authorized for use; for
exanpl e 8-12 January 1996.

(b) Each operator should be provided with sufficient blank
copi es of the NAVWC 10627, Vehicle and Equi pnent (perational Record (trip
ticket), to capture trip log informati on and al so provi de the operator wth
daily preventive mai ntenance checks and services (PMCS) checklist.

(c) otain information fromthe trip ticket to nmake
corresponding entries on the master |og, such as the operator's nane,
equi pnent serial nunber, and so forth.

(d) In the "Expected Return Tine" block, enter the date in
which the itemof equiprment is expected to return to the notor pool vice
entering the time.

(e) Wen equipnent is returned to the notor pool, close out
the master log entries using the totals obtained for the period covered by
the trip tickets.

(f) After all equi pnent dispatched for that day has returned
to the nmotor pool, the equipment officer or designees will reviewthe
entries for accuracy and equi pnent utilization, and sign the "Renarks"
bl ock on the line follow ng the |ast entry.

(2) For field exercises in excess of seven days using a field
di spatcher, a field dispatcher naster log will be opened and the di spat cher
w Il dispatch the vehicles fromthe garrison notor pool. The field nmaster
log will be taken to the exercise site. Thereafter, all dispatching for
the duration of the exercise will be annotated on the field master |og.
After the exercise has been conpl eted and the equi pnent returned to
garrison, the field master logs will be closed and retained with the
garrison nmaster | ogs.
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(3) The procedures provi ded above do not apply to extended
depl oynent s/ exerci ses external to the equi pnent ow ng unit, such as, MBSG s
or BSSGs. D spatching for these types of exercises wll be acconplished
by di spat chi ng personnel assigned to the depl oynment/ exerci se.

e. D sposition

(1) The NAVMC 10031 is retained on file for a mnimum of one
year.

(2) However, if the formcontains the dispatch record of a
vehi cl e that was involved in an accident, the NAVMC 10031 nust be retai ned
until the investigation, if required, is conpleted and the vehicle is
repai red or disposed of regard ess of how|long ago the acci dent occurred.

f. The NAVMC 10031 shoul d be reviewed prior to the vehicles being
di spat ched, and as was previously nentioned, at the conclusion of each
day's dispatching. You should performthe follow ng:

(1) Frst, conpare the type of vehicle requested with the type of
cargo to be transported, and ask yourself the follow ng:

(a) |Is the vehicle cargo carrying capacity bei ng exceeded?

(b) Should another vehicle, larger or snaller, be used to
performthe task?

(2) Conpare the colums on the NAVMC 10031 with the entries on
t he NAVMC 10627, and ask yourself the follow ng:

(a) Was the vehicle being used for what it was requested?

(b) Was the vehicle kept |onger than necessary?

(c) Was the operator qualified and the vehicle prepared to
transport the requested cargo, such as transporting amuniti on or hazardous

materi al ?

(d) D dthe operator report to the required destination at
the requested tine?

(3) Conpare the total mles traveled with the total mles on the

NAWLC 10627. |If the mles are inaccurate in either direction, high or |ow
this will effect equi pment usage history on your unit's reports.
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2. PURPGCSE, PREPARATI ON, AND DI SPCSI TION G- THE VEH CLE AND EQU PVENT
CPERATI ONAL  RECCRD, NAVMC 10627

a. The purpose of a Vehicle and Equi prent Qperational 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
di spat cher.

b. The NAVMC 10627 al so serves as a daily and periodic preventive
nmai nt enance checklist, and provi des supervisors with the follow ng
oper ational data:

(1) The time the operator |left a given destination

(2) Various points that the operator has visited.

(3) The tinme the operator arrived at a given destination.
(4) The type of load carried, either personnel or cargo.

(5 The mles travel ed and the di stance between destinations.

(6) It wll also show you the amount of fuel and oil consuned by
the vehicle for a given day.

c. There also are required checks listed at the bottomof the form
whi ch nmust 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
perforned so that the vehicle may be redispatched in a nonent's noti ce.

d. Usage Rul es

(1) The NAVMC 10627 nmay be used by two additional operators.

(2) Each formw |l authorize the operation of only one item of
equi pnent .

(3) A separate NAVMC 10627 is required for a trailer or
semtrailer, not to include rear body units of the Logistics Vehicle System
(LVS). LVSrear body units in tandemtow |ike a trailer or semtrailer
will require a separate trip ticket.

I11-6



(4) The NAVMC 10627 issued for the operation of equipnent in
garrison will be valid for a period not to exceed twenty-four hours, and as
previously nentioned, continuation trip tickets can be issued to authorize
equi pnent operation in the field for up to seven days.

e. Responsibilities

(1) The dispatcher will ensure the follow ng:
(a) The requests for all assigned mssions are authorized.

(b) The operator has a valid operator's permt (CF 346) for
the class and wei ght of the equipnment the operator will be operating.

(c) The NAVMC 10031 is updated with the applicable data from
t he NAVMC 10627.

(d) The notor transport officer or chief is notified when the
NAVMC 10627 indicates that the equi pment requires corrective nma ntenance
(QV) or preventive nai ntenance checks and services (PMS).

(2) The notor transport chief will ensure that any QMor PMS is
acconpl i shed before the vehicle is dispatched.

(3) The vehicle operator will ensure the follow ng:
(a) The bl ocks pertaining to the operation of the equi pnent
are conpl eted before returning the equi pnent to the notor pool.
(b) The daily PMCS s are conpl eted per the equi prent
operator's nanual .

(c) The NAVMC 10627 is returned to the di spatcher.

f. Preparation of the NAVMC 10627

(1) The NAWLC 10627 is initially prepared by the unit dispatcher.
The entries nmade by the dispatcher are:

(a) The Date. The day, nonth, and year are entered in the
date block at the top and bottomof the form

(b) Type of Vehicle. In this colum at the top and bottom of

the form the type of vehicle by Mseries designation is entered;, such as
MO8, M23, and so forth. For the Logistics \Vehicle System the designator
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for the front power unit and the rear body unit, M48/ 14 or MK 48/17, wl|
be entered.

(c) Registration nunber. Enter the USMC vehicl e nunber in the
Regi stration No. block at the top and bottomof the form

(d) Admnistration Nunber. The trip nunber taken fromthe
Dai ly D spatching Record of Vehicles is entered in the appropriate bl ock at
the top and bottomof the form

(e) D spatching O ganization. The noun nane of the
or gani zati on di spat chi ng the equi pnent.

(f) Qperator's Nane. The operator's name as listed on the
operator's permt (CF 346).

(g Tinme Qut. The dispatcher wll enter the tine the vehicle
was di spat ched and nake sure the tinme coincides with the time out on the
di spatcher' s | og.

(h) Report To. In this block, the nane of the person the
operator is to report tois entered and the buil di ng nunber.

(i) D spatcher Signature. The dispatcher will enter his
first and mddle initials, last nane, and rank. The NAVMC 10627 is
authenticated by this entry.

(2) Qperator's responsibilities for conpleting the NAVMC 10627.

(a) The operator, upon receiving the trip ticket fromthe
di spatcher, is responsible for conpleting the renainder of the form

(b) The operator conpletes the top half of the trip ticket in
the foll owi ng nmanner:

1 The operator signs his name in the "Cperator's
Signature" block at the top portion of the NAVMC 10627.

2 The operator enters the vehicle odoneter reading in
the "mles out" block, and then perforns the "Before (peration 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 nade by the operator on this portion of
the trip ticket will be in colum "A " Destination. Nornally the operator
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wll leave fromthe notor pool, so the "Fromi line of this colum wll show
"Motor Pool" if this is the case.

2 The next colum the operator fills out is colum "C',
Tine Depart. The tine the operator | eaves the notor pool or destination is
entered here.

3 Glum "B " Tine Arrived. The tine the operator arrives
at a given destination is entered in this col um.

4 Colum "D," Arrival Mleage is the next colum the
operator conpletes; this is taken fromthe odoneter once the destination is
reached.

5 The operator then perforns the "During peration
Checks." Usually, the operator has some tine while waiting at his
destination and will be able to performthe "During Qoperation Checks" and
nmake remarks, as required, if anything unusual occurred while driving his
vehi cl e.

6 Before departing fromone destination to go to another,
the operator will conplete colums "E, " Cargo Qube or Wight and "F,"
Nunber of Passengers, if applicable. |If no cargo or passengers were
carried, these blocks will remain blank.

7 After conpleting the assigned run, the operator wll
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
t he user has no further need for the vehicle and operator, the user wll
affix his signature in colum "G" Wser's S gnature, on the last |ine used.
This signature authorizes the operator to return to the notor pool. Wen
the operator cannot obtain a rel ease signature, the notor transport officer
or chief may sign this bl ock.

8 The operator will return to the notor pool and, upon
returning, record the tine that he arrived at the nmotor pool in the "Tine
Arrive" bl ock.

g. Trip Ticket dose Qut

(1) After returning to the notor pool, the operator wll report
to the dispatcher to check for any additional commtnents.

(2) The operator then perforns the "After (peration Checks," if
t he di spatcher has no other commtnents for the operator.
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(3) The time returned to the notor pool is recorded in the "Tine
In" block at the top of the NAVMC 10627 and the total elapsed tine is
entered in the "Total" block. The tine in and actual tinme nust coincide.

(4) The operator then enters the odometer reading in the "Ml es
I n" block and enters the difference in the "Total" bl ock.

(5 The operator nust also enter the total amount of fuel and oil
that was added to the vehicle.

(6) The operator then enters the total "Cargo Qube or Wi ght" and
t he nunber of passengers hauled for that day's operation on the reverse
side of the NAVMC 10627.

h. Gonpl etion of the Mintenance Checklist Portion of the NAVMC 10627

(1) The NAVWMC 10627 al so provides the operator with a checkli st
for performng the naintenance checks.

(2) The operator's nmanual (TM 10) and |l ubrication
order/instruction are the designated guide for perfornmance of operator
preventive mai nt enance checks and services (PMYS).

(3) The front bottomportion of the formcontains a | egend whi ch
explains the different synbols to be used and their meani ng.

(4) Wen the operator is performng the maintenance checks
(Before, During, and After) the follow ng entries wll be placed in the box
across fromthe itemunder the appropriate operator.

(a) An "X for defective will be placed by all itens that are
defective. The operator will also, in the Remarks bl ock 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 itens that contain no defects.

(c) If theitemis not applicable, not on the vehicle being
operated, then "N A" for not applicable will be placed in the box across
fromthe item

(5) The operator then enters the total "Cargo Qube or Wight" and
t he nunber of passengers transported for that day's operation.

(6) After the operator has conpleted all services required, the
operator will sign the appropriate "Qperator's Signature" bl ock.
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i. Renmarks Section of the NAVMC 10627

(1) The operator will explain to the best of his know edge what
t he equi prent defects are on the reverse side of the NAVMC 10627 in the
" Remar ks" secti on.

(2) This information will give nmai ntenance personnel or truck-
master a general idea where the defects may be.

j. D sposition of the NAVMC 10627

(1) The dispatcher, upon receiving the conpleted trip ticket,
reviews the formto see if it is conpleted properly and if any vehicle
defects are not ed.

(2) |If there are any defects noted, the dispatcher will notify
t he supporting nai nt enance section.

(a) The procedures devel oped nust ensure expeditious
correction of noted discrepanci es.

(b) If the PMservice portion does not require action, the
formw Il be retained for one nonth.

(c) If the PMservice portion does require action, the form
wll be retained until corrective action has been taken. If the defect is
corrected within the one nonth tine frame previously stated, dispose of the
record at the end of the original first nonth.

(3) The upper portion of the formis retained on file for a
period of one nonth, 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 formis
retained until the investigation, if required, is conplete and the vehicle
is repaired or disposed of.

k. The entries by the operator on the NAVMC 10627 shoul d be revi ened
and conpared with the dispatcher's entries on the NAVMC 10031 prior to the
di spatcher filing the trip ticket.

(1) neck the entries in the fuel and oil consunption bl ocks to

identify if an excessive amount of fuel and oil are being consuned t hat
woul d i ndicate an engi ne nal functi on.
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(2) Check columms "a" thru "c" to identify if there were |ong
periods of delay where the vehicle was not being used. Mybe the run coul d
have been consol i dat ed.
(3) Conpare colums "e" and "f" with the purpose colum on the
NAVMC 10031. |Is the vehicle being used for what it was requested, was
sonet hing other than the requested cargo transported?

(4) Reviewthe preventive nai ntenance portion of the formfor any
equi pnent probl ens.

(a) Were the equi prent problens correctly annotated in the
"Remar ks" section on the rear of the forn?

(b) Was the vehicle evacuated to the mai ntenance shop for the
correction of discrepancies?

(5) Make sure that the totals for the cargo and passengers are
correct. As was previously nentioned, discrepancies in these areas w |
affect reports that are used to identify future needs of the unit.

3. PURPCSE, PREPARATION, AND DI SPCSI TION OG- THE SF 91, MOTCR VEH CLE
ACC DENT REPCRT

a. The purpose of the Sandard Form 91, Mtor Vehicle Accident Report,
istoprovide a detailed report of any accident in which a Governnment owned
vehicl e was involved. The purpose of the SF 91 is three-fold:

(1) First, the SF 91 allows the operator of a Governnent owned
vehicle that was involved in an accident to provide a report of the
acci dent .

(a) The operator of any Government vehicle involved in an
accident is responsible for submtting a Mtor Vehicle Accident Report,
provi ded the operator is able to do so.

(b) A second party nmay conplete the report for the operator,
usi ng any avail abl e wit ness.

(c) The operator of a Governnment notor vehicle is responsible
for ensuring that sufficient copies of the SF 91 are carried inside the
vehicle's nmap conpartnent. In addition to blank SF 91's, the operator is
responsi bl e for having a fire extingui sher, 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 trinp.

(3) Finally, the SF 91 has a nunber of sections that nust be
conpleted by the investigating officer, if one is assigned to investigate
the vehicle accident. Nornally, this section will not be conpleted or an
investigator assigned if there is no bodily injury or fatality, or the
damages are | ess than five-hundred doll ars.

b. Procedures in the Case of an Accident. Should one of your
operators be involved in a notor vehicle accident, there are procedures
that nust be followed to protect their interest and those of the U S
CGovernnent, as well as to aid others involved in the accident.

(1) Aways stop. Even though an accident may seemto be mnor or
not the fault of the operator, they nust stop and report it so the facts
will be clearly presented. This protects both the operator and the U S
Gover nnent agai nst cl ai i and exaggerations. The only possi bl e exception
tothis rule mght be in conbat or in case of mlitary necessity when the
driver is operating under definite orders not to stop.

(2) Safeguard the scene. The operators wll display their warning
devi ces to safeguard the scene, to ensure their vehicle will not cause
ot her acci dents.

(3) Adtheinured. If anyone appears to be injured the operator
wll render first aid and then summon the nearest mlitary or civilian
nmedi cal personnel, whichever can be secured in the | east anount of tine.
Mlitary personnel having only mnor injuries should be sent to a mlitary
hospital when it is practical.

(4) If afire breaks out or may break out, the operator shoul d
send for fire fighting personnel and attenpt to extinguish the fire with
their fire extinguisher or whatever may be avail abl e.

(5 State laws require that civilian authority be summoned in case
of notor vehicle accidents that occur on public roads and hi ghways si nce
they are responsible for investigating all such accidents. The mlitary
nmust cooperate with civil authorities in such matters.

(6) |If the accident occurs in an area controlled by mlitary
authority, send for themor ask soneone to do so. The mlitary authorities
are charged with conpleting their ow investigation of the accident. It is
the operator's duty to cooperate and assist in every way. (CFF SCREEN NQ
67)
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c. Procedures for Conpleting the Standard Form 91, Mtor Vehicle
Acci dent Report. The operator of any Government vehicle involved in an
accident is responsible for submtting a conpleted SF 91. As nentioned, SF
91's are stored in each Governnent vehicle's map conpartnent. The required
entries on the SF 91 are largely sel f-explanatory and are contai ned on the
form

(1) Page 1, Section | - Federal Vehicle Data. Starting with
Section | on page one is the federal vehicle data. Al the infornation
entered on the SF 91, other than signatures, nust be conpl eted by printing
clearly.

(a) Block 1 - Driver's Nane. The operator's |ast nanme, first
nanme, and mddle initial nust be clearly entered.

(b) Block 2 - Driver's License Nunber. In this block the
operator will enter his Governnent notor vehicle operator's permt nunber.

(c) Block 3 - Date of Accident. Mke sure the operator has
entered the correct date.

(d) Next, we have bl ocks 4a and 4b.

1 In block 4a, Departnent/Federal Agency Pernmanent
G fice Address, the operator shoul d have entered USMC and his unit's nanme
and addr ess.

2 In block 4b, Wrk Tel ephone Nunber, the operator woul d
enter the area code and tel ephone nunber of his unit.

(e) Block 5 - Tag or ldentification Nunbber. Al Mrine Gorps
vehi cl es have a six digit nunber on both sides and rear of the vehicle.
Thi s nunber shoul d been entered in Bl ock 5.

(f) Block 6 - Est. Repair Cost. Here the operator should
have entered his estinate of the cost to repair the Governnent vehicle or
he can leave it blank until the vehicle has been inspected and an estinate
is provided to him

(g) Block 7 - Year of the Vehicle. The year the vehicle was
manuf actured or rebuilt will nornally be stanped on a data plate on the
dashboard of the vehicle. If not, you can find this information in the
vehi cl e record jacket.
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(h) Block 8 - Mike of Vehicle. The manufacturer's nane woul d
be entered in this block. The M98, MZ23, and MB13Al are all nanufactured
by A M General Corp.

(i) Block 9 - Mdel. Here the operator would enter M98,
M23, MB13Al, and so forth.

(j) Block 10 - Seat Belts Wsed. The operator woul d check the
appropriate block toindicate if the seat belts were or were not in use at
the time of the accident. Renenber, if the vehicle is equi pped wth seat
belts they nust be used at all tines.

(k) Block 11 - Describe \Vehicle Danage. The operator shoul d
list only the physical damage caused by the accident.

(2) Section Il - Gher Vehicle Data. This section is used when
there are additional vehicles involved. |If nore than one vehicle is
i nvol ved, the operator can record this sane infornation in the bl ank space
in Section MIl, or add additional sheets of bond paper to be attached to
t he SF-91.

(a) Block 12 - Driver's Nane. The |ast nane, first nane, and
mddle initial of the other driver involved in the accident is entered in
thi s bl ock.

(b) Block 13 - Drivers License Nunber, State, Limtations.
The other driver's license nunber, the state it was issued by and any
limtations or restriction listed on the driver's |icense such as nust wear
eyegl asses, 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 Wrk Address. The operator shoul d enter
in this block where the other driver works and the address if he is
enpl oyed.

2 14b, Wrk Tel ephone Number. If the other driver is
enpl oyed the operator should ask for his work phone nunber to include the
area code.

(d) Block 15 - Block 15 has two parts, 15a and 15b.

1 15a, Driver's Home Address. The operator shoul d 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 bl ock.
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2 15b, Hone Tel ephone Nunber. The current tel ephone
nunber or a nunber the other driver can be reached at is entered in this
bl ock.

(e) Block 16 - Describe Vehicle Damage. nly the danage to
the other vehicle that the operator knows was caused by the accident is
entered in this bl ock.

(f) Block 17 - Estinate Repair Cost. The operator wll enter
his estimate of the cost to repair the other vehicle.

(g) Block 18 - Year of Vehicle. The year the vehicle was
manuf actured will be annotated in this bl ock.

(h) Block 19 - Make of Vehicle. The nane of the vehicle
manuf act urer such as Chevy, Ford, Honda is entered in this bl ock.

(i) Block 20 - Mdel of \Vehicle. The operator wll enter the
nodel of the vehicle such as convertible, pick-up or any other
di stingui shing feature of the vehicle such as nodel nunbers.

(j) Block 21 - Tag Nunber and Sate. The tag (license plate)
nunber and the state it was issued by are place in this bl ock.

(k) Block 22 - Next, we have three blocks listed for the
other driver's insurance information.

I~

Bl ock 22a. Driver's |nsurance Conpany Name and
Addr ess.

N

Bl ock 22b. Policy Nunber.
3 Block 22c. Tel ephone Nunber.

(I') Block 23 - Vehicle Is. Notice there are four blocks to
descri be the vehicle owership. (ne of the blocks that applies to this
particul ar vehicle nmust be checked by the operator.

() Block 24 - This block is also listed as 24a and 24b.

1 Block 24a. Owmners Nane(s), This block is used to
record the nane or nanes of the owner(s) which nmay 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 tel ephone
nunber .
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(n) Block 25 - Omner's Address(es). The operator wll enter
the address of the owner or if the vehicle is co-owed enter the addresses
of both owners.

(3) Section Ill - Klled or Injured. This section is subdivided
into Aand Bto allowthe operator to record informati on concerning two
individuals. |If nore than two persons are killed or injured the operator
woul d have to record this information in the bl ank space of Section MI1 or
add additional sheets of bond paper to the SF 91.

(a) Block 26 - Name. The nane of the person killed or
injured is annotated in this bl ock.

(b) Block 27 - Sex. The operator will enter Mor F, as
appropri ate.

(c) Block 28 - Date of Birth. The operator wll, if able,
enter his or her birthdate and the birthdate of any other persons killed or
i nj ured.

(d) Block 29 - Address. The operator will, if able, enter
the victims address and his address if he is injured.

(e) Block 30 - Mark "X' In Two Appropri ate Boxes. The
operator will mark "X' in two boxes which best describe the killed or
i njured person.

(f) Block 31 - In Wich 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
acci dent occurr ed.

(h) Block 33 - First Ald Gven By. Any persons who gave
first aid at the scene of the accident will be listed in this bl ock.

(i) Block 34 - Transported By. The operator, if able, wll
enter how the injured person(s) was/were transported such as private auto,
pol i ce, anbul ance.

(j) Block 35 - Transported To. The operator, if able, wll
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 ¢ and is used only when a pedestrian is involved in the accident.

(1) Block 46a. Name of Street or Hghway. The nane of
the street or highway the pedestrian was crossing at the tinme of the
accident will be entered in this bl ock.

(2) Block 46b. Drection of Pedestrian. The operator
w Il annotate where the pedestrian started fromand where he was crossing
to, to include the direction.

(3) Block 46¢c. Describe Wiat Pedestrian Vs Doi ng At

Tinme of Accident. The operator wll |ist what the pedestrian was doi ng at
the time of the accident, such as crossing the intersection with the
signal, against the signal, or diagonally; in the roadway playing,

wal ki ng, or hitchhiking, and so forth.

(4) Section IV - Accident Tine and Location. This sectionis
used to provide all the details of when, where and how t he acci dent
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 wl |
enter all the informati on about the exact |ocation of the accident using
the exanples listed in this block. He should be as thorough as possible in
hi s description.

(c) Block 49 - Tinme of Accident. The operator should enter
the time the accident actually occurred.

(d) Block 50 - Indicate on This D agram How t he Acci dent
Happened. Wsing the directions in this bl ock the operator should draw a
detai | ed di agram of the accident scene.

(e) Block 51 - Point of Inpact. The appropriate boxes shoul d
be checked by the operator to show the point of inpact on each vehicle.

(f) Block 52 - Describe Wat Happened. UWsing the notes in
this block, the operator should wite a detailed statenent of what happened
and any naj or factors that may have caused the accident. Above all el se he
should be truthful. Al accidents involving injuries or damages of five-
hundred dollars or nore will be thoroughly investi gated.
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(5 Section V - Wtness/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 wtnesses may be recorded on
addi ti onal sheets and added to this SF 91.

(a)
(b)
(c)
(d)
(e)

(6) Section VI

(a)
(b)
(c)
(d)
(e)
(f)
(9)
(h)
(i)
(i)
(k)

(7) Section VI

Bl ock

Bl ock

Bl ock

Bl ock

Bl ock

Bl ock

Bl ock

Bl ock

Bl ock

Bl ock

Bl ock

Bl ock

Bl ock

Bl ock

Bl ock

Bl ock

53

54

55

56

57

63a

63b

63c

63d

63e

64a

64b

64c

65

66

67

Nane.

Wr k Tel ephone Nunber .

Home Tel ephone Nunber.
Busi ness Address.

Hone Address.

Property Damage. Any acci dent invol ving

vehi cl es has the potential to cause additional property damage ot her than
t he vehicl es thensel ves, such as a nail box, a fence or possibly a buil di ng.
This is the type of information that nust be entered in this section.

Nane of Owner.

G fice Tel ephone Nunber.
Home Tel ephone Nunber .
Busi ness Address.

Horme Addr ess.

Nane of |nsurance Conpany.
Tel ephone Nunber.

Pol i cy Nunber.

| t em Danaged.

Locati on of Danaged Item

Esti mat ed Cost.

- Police Information. Here the operator will

enter the infornmation for the policeman or Mlitary Police (MP) who was in
charge at the scene of the accident.
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(a) Block 68a - Nanme of Police Cficer.

(b) Block 68b

Badge Nunber.

(c) Block 68c - Tel ephone Nunber.

(d) Block 69 - Precinct or Headquarters.

(e) Block 70a - Person Charged Wth Acci dent

(f) Block 70b

Violation(s).

(8) Section M1 - Extra Details. As |'ve already stated, this
sectionis intentionally left blank to allow the operator space to add
i nformati on about accident details.

(9) Section I X - Federal Driver Certification. This section
provi des instructions on howthe information conpiled in this report can
and will be used and provides certification that the information the
operator of the Governnent owned vehicle provided is correct to the best of
hi s knowl edge.

(a) Block 71a - Nane and Title of Driver. Here the operator
wll print his last, first and mddl e name, and his rank.

(b) Block 71b - Drivers Signature and Date. Wien the
operator signs and dates this formhe is certifying the infornation on the
SF 91.

(10) Section X - Details O Trip During Wich Acci dent Cccurred.
Section X will be conpleted by the operator's supervi sor.

(a) Block 72 - Oigin. Here you will enter where the
operator started his trip. This information can be obtai ned fromthe NAWC
10031 and t he NAVMC 10627.

(b) Block 73 - Destination. The operator's destination can
be obtained fromthe NAVMC 10031 and t he NAVMC 10627.

(c) Block 74 - Exact Purpose O Trip. Here the supervisor
will enter the purpose of the operator's trip. The purpose of the
operator's trip can be obtained fromthe NAVMC 10031.

(d) Block 75 - Trip Began. The supervisor wll annotate on
the SF 91 the date the trip began, enter the tine the trip began, and
circle either "a.m or p.m"
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(e) Block 76 - Accident Cccurred. Here, you will conplete
the date block, enter the tine the accident occurred, and circle either
"a.m or p.m" This information can be abstracted fromthe operator's
entries in blocks 47 and 49 of the SF 91.

(f) Block 77 - Authority For The Trip Was G ven To The
Qperator. In this block you wll place a nark in either one or both boxes
(orally or inwiting) toindicate if the operator had the authority to
operate the vehicle. |If the operator was given authority in witing,
expl ain what was given to the operator. Nornally, all we are tal ki ng about
is the NAVMC 10627, Vehicle and Equi pnent Qperati onal Form

(g) Block 78 - Was There Any Deviation From D rect Route.
The supervisor will place a nark in either the "No or Yes" box to indicate
if the operator deviated fromhis direct route. |f the operator deviated
fromhis route, explain in witing the reason for hi mdoing so.

(h) Block 79 - Vs The Trip Made Wthi n Establ i shed VWr ki ng
Hours? Indicate in this block by marking either the "Yes or No" box. | f
nmade out si de of working hours explain why.

(i) Block 80 - Od The perator, Wile Enroute, Engage in Any
Activity Qher Than That For Wiich The Trip was Authorized. If the
operator engaged in any activity that was not authorized, explain in
witing the reason for hi mdoing so.

(j) Block 81. This block is subdivided into two parts

1 Block 8la, Dd This Accident Gccur Wthin The
Enpl oyee' s Scope of Duty. In this block you will place a nark in one of
the two boxes "Yes or No."

2 B ock 81b, Coments. |If the operator engaged in any
unaut hori zed activity while enroute explain in witing what unauthorized
activity took place.

(k) Block 82 is subdivided into three parts.

Bl ock 82a, Nane and Title of Supervisor.

I~

Ino

Bl ock 82b, Supervisor's Signature and Date.
3 Block 82c, Tel ephone Nunber.

(11) Section Xl - Accident Investigation Data. This section
along with Sections XIl and X1l will be conpleted by an acci dent
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investigator if during the accident there were bodily injury, a fatality,
and/ or damage exceedi ng five-hundred doll ars.

(a) Block 83 - Dd The Investigation D sclose Conflicting
Information. The investigating officer will place a nark in one of the two
boxes "Yes or No." If there was a conflict in information then the
investigator will explain in witing what the conflict was.

(b) Block 84 - Persons Interviewed. B ocks 84a through 84d
provide the investigator with an area to wite in the nanes of the people
he intervi ewed about the accident and the dates of the interviews.

(c) Block 85 - Additional Comments. |f there was not
sufficient space in this section, Section Xl or XIII to conplete your
comrents this block can be used, but you nust indicate the section and item
nunber for each coment.

(12) Section X1 - Attachnents. In this section you would |i st
all attachnments to this report, such as, NAVMC 10627, police reports,
nmedi cal report for those injured in the accident, witten wtness
statenents, and so forth.

(13) Section X1l - Comrents and Approval s.
(a) Block 86 - Reviewing Oficial's Comments
(b) Block 87 - Accident investigator and Bl ock 88 - Accident

Reviewing Oficial. These two bl ocks are identical and require the sane
i nformation from each

1 Blocks 87a and 88a. Signature and Date.

2 Blocks 87b and 88b. MNane (First, mddle, and last).
3 Blocks 87c and 88c. Title.

4 Blocks 87e and 88e. fice Tel ephone Nunber.

d. Fling and D sposition of the SF 91.

(1) After the operator has conpl eted the SF 91, the operator w ||
check the formto nmake sure it is conplete and accurate. Qice the SF 91 is
conpleted it should be given to the operator's supervisor for review and
appropriate action.

(2) The SF 91 will becone a part of the accident investigation
report. The investigation report, after being reviewed by the revi ew ng/
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convening authority, will be retained in the files at the comrand
(battalion) headquarters for a period of two years.

e. Reviewof the SF 91 shoul d i ncl ude checking certain areas to ensure
that they are conplete and accurate.

(1) OCheck all areas on the SF 91 that are conpleted by the
operator to nake sure they are accurate and conplete. Pay particul ar
attention to the below listed areas and conpare then to all avail abl e
docunent s.

(a) Mike sure the operator's mlitary permt nunber on his CF
346 mat ches the nunber annotated in bl ock nunber 2.

(b) Check bl ock nunber 5 to ensure that the tag or
identification nunber requested matches the registrati on nunber on the
vehicl e data plate and equi pnent record fol der

(c) Check blocks 8 and 9 to nake sure the nake and nodel of
the vehicle conpares with the make and nodel on the vehicle data plate.

(d) Conpare the information annotated in block 11 (vehicle
damage) with the vehicle to nake sure it is correct.

(e) Reviewthe accident scene with the vehicle operator, and
conpare the information in block 50 of the SF 91 with the accident scene

(f) A so check bl ocks 51 and 52, and conpare the infornation
annotated in these bl ocks with the vehicle and the acci dent scene.

(2) In section X of the SF 91 the operator's supervi sor nust
i ndi cate whether the operator was or was not on an authorized conmt nent.
Review this section to identify the foll ow ng:

(a) If the trip was authorized and how the aut hori zati on was
gi ven.

(b) Any deviations fromthe direct route.

(c) Al tines and dates natch those annotated on the NAWC
10031 and NAVMC 10627.

4. PURPCSE, PREPARATI ON, AND DI SPCSI TION G- THE DD FORM 518, ACO DENT
| DENTI FI CATI ON_ CARD
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a. Purpose. The DD Form518 is used to provide any person(s) involved
in an accident all of the information they require of the governnent notor
vehi cl e operator.

b. Responsibilities. The government notor vehicle operator wll
conpl ete as many copies as required at the scene of the accident, provided
that the individual is able to do so. A second party may conpl ete the
card, using the informati on contai ned on the NAMMC 10627 and t he gover nnent
not or vehi cl e operator's CF- 346.

c. Preparation Instructions. The required entries on the D Form518
are self explanatory and are contained on the form

d. Filing and D sposition. Several blank copies of the DD Form518
are carried in each vehicle map conpartnment. ne conpl eted copy is given
to each party involved in the accident at the accident scene.

REFERENCE:

TM 4700- 15/ 1
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