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1. Purpose. To promuigate policies and procedures for the
management, control, and guidance of Base Logistics located at

Marine Corps Base,Camp Lejeune.

2. Cancellation. BO P4400.5E, BO P4600.1G, and BO P4650.1B.

3. Action. All commands will ensure strict compliance with the
instructions contained in this Manual.

4. Applicability. This Manual is applicable to all commands,
organizations, and activities located aboard Marine Corps Base,
Camp Lejeune, North Carolina, and Marine Corps Air Station, New
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5. Recommendations. Recommendations concerning the contents of
this Manual are invited. Such recommendations will be forwarded
to the Commanding General (AC/S, Logistics (ATTN: SOPS)), Marine
Corps Base, Camp Lejeune, via the appropriate chain of command.

6. Concurrence. This Manual has been coordinated with and
concurred in by the Commander, U.S. Marine Corps Forces,
Atlantic; the Commanding Generals, II Marine Expeditionary Force;
2d Marine Division; 2d Marine Aircraft Wing; 2d Force Service
Support Group; and the Commanding Officer, Marine Corps Air
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CHAPTER 1

GENERAL INFORMATION

1000. PURPQOSE. The purpose of this Manual is to provide
necessary guidance regarding supply support provided by Marine
Corps Base, Camp Lejeune. This chapter describes the organization
and functions of the Logistics Department.

1001. ORGANIZATION. The Logistics Department is organized as
depicted on figure 1-1.

1002. FUNCTIONS OF THE ASSISTANT CHIEF OF STAFF, LOGISTICS. The
Assistant Chief of Staff, Logistics is the principal staff
assistant to the Commanding General, Marine Corps Base, Camp
Lejeune, North Carolina responsible for the management and
technical control of logistics services for the Base. The AC/S,
Logistics directs and coordinates supply and maintenance for the
Base and tenant activities; exercises direct operational control
over the Operations, Contracting, Supply, Food Service, Motor
Transport, Property Control and Traffic Management Divisions of
the Logistics Department, exercises administrative control of the
civilian employees assigned to the Maintenance Division (Cadre),
Preservation, Packaging and Packing Platoon and the Ammunition
Supply Point (ASP); coordinates all internal civilian personnel
requirements and recommends to the Base Military Personnel
Officer, the assignment of personnel in the MOS 04, 23, 30, 31,
33 and 35 on duty at Marine Corps Base.

1003. OPERATIONS DIVISTION. The Operations Division coordinates
operational staff functions of the various Divisions within the
Logistics Department; oversees and monitors all logistics related
operations functions through review and evaluation of performance
reports, audits, external inspections, correspondence and special
studies of the operating divisions within the Logistics
Department; coordinates accomplishment of assigned special
projects/studies and investigations; reviews and acts for the
Commanding General on all FSMAO reports on Base units; manages
and implements the Commanding General's Ammunition and Explosives
Safety Program aboard Camp Lejeune; coordinates the Commanding
General's Warehouse Modernization Program aboard Camp Lejeune;

1-3
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manages the Budget Branch. Budget Branch formulates the Program
Objective Memorandum (POM), budgets, mid-year reviews and
deficiency reviews for appropriated fund requirements for the
Logistics Department.

1004. CONTRACTING DIVISION. The Contracting Division is
responsible for providing timely procurement support on a
competitive basis to the commands/activities of Camp Lejeune and
Marine Corps Air Station, New River as well as other activities
as requested. Specific information can be found in BO P4200.10,
Using Unit Procedures for Obtaining Purchasing and Contracting
Support. ’

1005. SUPPLY DIVISION. The Supply Division is a special staff
section responsible for managing the Direct Support Stock Control
(DSSC) Branch and the Property Control Branch. The DSSC Branch
is responsible for providing intermediate-level supply support in
the areas of facilities maintenance materiel, administrative and
housekeeping supplies, and bulk petroleum under an automated
inventory accounting system to Base organizations, MARFORLANT,
and other tenant organizations. Specific information can be
found in MCO P4400.151, Direct Support Stock Manual. The Property
Control Branch is responsible for the acquisition,

accountability, maintenance and disposition of garrison property;
provides garrison property support to the supporting
establishment, operating forces, and tenant units located at Camp
Lejeune and Marine Corps Air Station, New River. Responsible for
accounting and reporting the facilities inventory of Class 1 and
2 plant property; accounts for and provides an inventory control
system for Class 3 and 4 plant property in support of the
supporting establishment, operating forces, and tenant units
aboard Camp Lejeune. Specific information can be found in BO
P4400.17B, SOP for Base Property Control.

1006. FOOD SERVICE DIVISION. The Food Service Division is a
special staff section responsible for administering the
Consolidated Food Service System aboard Camp Lejeune.
Responsibilities include administering MPMC (subsistence)
account; developing long-range plans and budget data for food
service equipment/operating supplies; advising on modernization
of messing facilities; developing the command master menu;
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conducting messhall inspections; advising unit commanders on
messhall operations; procurement of subsistence items under the
Direct Vendor Delivery (DVD) Program; providing packaged
operational rations to MCB units; and coordinating messing
support to all messhalls in the Consolidated Food Service System
and visiting units. The Food Service Division recommends to the
Base Military Personnel Officer, the assignment of personnel in
OccFld 33 on duty at Marine Corps Base. Specific information can
be found in BO P10110.10, SOP for Food Service.

1007. MOTOR TRANSPORT DIVISION. The Rase Motor Transport
Officer performs the duties of a Special Staff Officer under the
cognizance of the Assistant Chief of Staff, Logistics, with
respect to matters related to assigned garrison mobile equipment.
Responsibilities include supervising administration, operation,
utilization, and maintenance of garrison mobile equipment
assigned to Marine Corps Base, less the "engineer-type" equipment
under the operational control of the Base Maintenance Officer;
maintaining records of all assigned equipment and submitting
reports as required; determining equipment requirements by type
and size, and supervising the proper distribution of equipment to
using activities; monitoring repair parts requirements and
ensuring prompt requisitioning of parts for maintenance vehicles;
conducting technical inspections of assigned garrison mobile
equipment to assure vehicles are maintained in a safe and
serviceable condition; supervising the Motor Vehicle Licensing
and Training Program for Marine Corps Base and Marine Corps Air
Station activities; and preparing the motor transport and
materiel handling equipment portion of the annual budget. The
Motor Transport Officer recommends to the Base Military Personnel
Officer, the assignment of personnel in OccFld 35 on duty at
Marine Corps Base. Specific information can be found in Chapter
3 of this Manual.

1008. TRAFFIC MANAGEMENT DIVISTION. The Traffic Management
Division is responsible for administering the DOD Traffic
Management Program to the Commands/Activities of Camp Lejeune and
Marine Corps Air Station, New River; Providing for the movement
of freight; administering the DOD Personal Property Program to
the Commands/Activities of Camp Lejeune and Marine Corps Air
Station, New River and other service members with-in the counties
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of Onslow, Jones, Pender, Duplin, New Brunswick, Columbus, and
New Hanover; providing total passenger travel service for
personnel and dependents who are on official PCS/TAD orders; and
managing and operating the Marine Corps Personal Effects and
Baggage Center for the East Coast. The Traffic Management
Officer recommends to the Base Military Personnel Officer, the
assignment of personnel in OccFld 31 on duty at Marine Corps
Base.

1009. MAINTENANCE DIVISION (CADRE). The Maintenance Division
(Cadre) provides intermediate maintenance of Base-type FMF
equipment upon deployment:of 2d FSSG. The civilian employees are
under the Logistics Department for administration and
coordination of civilian personnel and pay matters, and under the
operational control of the Commanding General, 2d FSSG.

1010. PRESERVATION/PACKAGING AND PACKING (PP&P) PLATOON. The
PP&P Platoon is an activity providing preservation, packaging,
packing, marking, and container construction for all
organizations requesting these services within the commands and
activities of Camp Lejeune and Marine Corps Air Stations, New
River and Cherry Point. This platoon provides the PP&P services
required to prevent supplies and equipment (repair parts,
assemblies, and major end items) from becoming unserviceable due
to deterioration; and also handles the preservation, packaging,
and packing of all domestic and overseas shipments. The PP&P
Platoon is under the operational/administrative control of the
Commanding General, 2d FSSG. The civilian employees are assigned
to the Logistics Department for administration and coordination
of civilian personnel and pay matters.

1011. AMMUNITION SUPPLY POINT (ASP). The 2d Force Service
Support Group provides the accountability of ammunition for all
Marine Corps Base units per Memorandum of Agreement 4400 G-3/SSE
T2503 of 25 May 1990, which was agreed upon by Commanding
General, Marine Corps Base and Commanding General, 2d FSSG
Service Support Group. In the event of an FSSG contingency
operation, operational control of the ASP will be returned to
Commanding General, Marine Corps Base, Camp Lejeune. Specific
information can be found in BO P8020.1 for Ammunition and
Explosive Safety.
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LOGISTICS

Figure 1-1.--Base Logistics Organization
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CHAPTER 2

OPERATIONS DIVISION

2000. MISSION. The Operations Division coordinates operational
staff functions of the various Divisions within the Logistics
Department; oversees and monitors all logistics related
operations functions through review and evaluation of performance
reports, audits, external inspections, correspondence and special
studies of the operating divisions within the Logistics
Department; monitors ammunition expenditures to ensure that Base
units do not exceed their established inventory allowances;
recommends to the Base Military Personnel Officer, the assignment
of personnel in the MOS 04, 23 and 30 on duty at Marine Corps
Base; coordinates accomplishment of assigned special
projects/studies and investigations; reviews and acts for the
Commanding General on all FSMAO reports on Base units; manages
and implements the Commanding General's Ammunition and Explosives
Safety Program aboard Camp Lejeune; and coordinates the
Commanding General's Warehouse Modernization Program aboard Camp
Lejeune. The Operations Division serves as the focal point for
coordinating logistics support for various operations and
exercises conducted aboard Marine Corps Base Camp Lejeune.

2001. ORGANIZATION. The Operations Division is composed of the
Administrative Section, Material Management Section, Budget
Branch, Ammunition Explosive Safety Section, Safety Requirements
Coordinator, Computer Resources Specialist and exercises
administrative control for civilian employees assigned to
Maintenance Division (Cadre), Preservation, Packaging and Packing
Platoon, and the Ammunition Supply Point. :
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CHAPTER 2
OPERATIONS DIVISION

SECTION 1l: REPORTS OF INVESTIGATION

2100. REPORTS OF INVESTIGATION FOR MARTNE CORPS BASE OWNED
EQUIPMENT AND SUPPLIES

1. Investigations Defined. An investigation is a procedure
which affords the accountable officer the means of determining
the facts relative to the loss, damage, or destruction of
government property; determining the present condition of such
property if available; recelving recommendations as to
disposition, retention, and further accountability for such
property; and/or determining responsibility and the extent of
such responsibility.

2. Accountable Officer/Command Defined. The Accountable Officer

for Marine Corps Base owned property is the Commanding General,
Marine Corps Base. Marine Corps Base property is routinely
"loaned" to Base and tenant organizations through the Base
Property Control Officer and the Base Motor Transport Officer.
Regardless of source, property on the accounting records of
Marine Corps Base is the responsibility of the Commanding
General, Marine Corps Base.

3. When Required. Investigative action is required to adjust
accountable records of government property that is lost, damaged,
or otherwise rendered unserviceable for its intended use, when
fault or negligence is known or suspected: or when responsibility
must be determined. MCO P4400.150_ and BO P5810.1_ provide
amplifyving instructions for the conduct of investigations.

4. When Not Reguired. Investigative action is not normally
required when, in the opinion of the accountable commander no
negligence is indicated in the loss, damage, or destruction of
Government property, or that for reasons known to the commanding
officer, no fault, negligence or responsibility can be determined
and that an investigation under those circumstances would
constitute an unnecessary administrative burden.
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5. Requests for Investigation Action. A request for
investigation must be submitted by the officer responsible for
the missing, damaged, destroyed property to the Commanding
General, Marine Corps Base (Assistant Chief of Staff, Logistics)
via the chain of command. Requests for investigation will be in
letter format and will contain a complete description of the
property in gquestion. Responsible officers will ensure that
Responsible Individuals and/or Custodians having sub-custody of
property in their care understand reporting requirements when
property in theilr custody becomes lost, damaged, or destroyed and
implement local procedures to ensure the timely and accurate
reporting of such occurrences.

6. Endorsement/Recommendation by Appropriate Staff Section.

Upon receipt of a request for investigation, the cognizant staff
section will endorse the request to the Commanding General,
Marine Corps Base (AC/S, Logistics) with a recommendation
relevant to the conduct or waiver of investigation.
Recommendations to waive investigative action must provide
adequate justification and clearly demonstrate such waiver to be
in the best interests of the government.

7. Action by the Agsistant Chief of Staff, Iogistics. The
Assistant Chief of Staff, Logistics will review endorsed requests
for investigations determining those which require convening
action and those where waiver of investigation is appropriate.
Where investigative action is warranted, requests for such will
be endorsed to the appropriate organizational commander for
action as the convening authority. Where a waiver of the
investigation has been granted, the original request for
investigation will be appropriately endorsed to the cognizant
property office for vouching and adjustment of the property
records.

8. Action of Base Property on Reports of Investigation. The
approved report of investigation will be used as the accounting

document to adjust the records of all property appearing thereon.
Paragraph 06022 of UM 4400.15 contains additional instructions on
disposition of articles appearing on approved Reports of
Investigation.

9. Submission of Reports of Investigation. The Report of
Investigation involving Marine Corps Base owned property will be

prepared in original and four copies and delivered to the
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convening authority within 10 working days of the investigating
officer's appointment. Request for extensions beyond the
deadline for submission will be made in writing to the convening
authority. If approved, such approval with both request and
extension will be attached as enclosures to the Report of
Investigation.

10. Review. Approval and Final Action. Reports of Investigation
involving Marine Corps Base owned property, irrespective of

property value, will be reviewed and approved by the Commanding
General, Marine Corps Base (AC/S, Logistics). While a review by
the convening authority is desirable, it should be limited to
ensuring completeness, technical accuracy, possible disciplinary
action for personnel within the respective command, and
concurrence/non-concurrence of the findings, opinions, and
recommendations of the investigating officer. Final action
relative to the disposition of property and adjustment of the
accounting records is the purview of the accountable officer.
Approved Reports of Investigation will be forwarded to the
cognizant property officer for wvouching and adjustment of
property records.

2101. CHECRLIST FOR INVESTIGATING OFFICERS. This checklist is
provided as a guide for investigating officers and may not cover
all situations.

1. Supplv/Propertv/Responsible Officer

a. Is the request for investigative action in the correct
letter format?

b. Have the items been completely identified, i.e., amount,
stock number, serial number, Plant Account number, unit cost,
etc.?

c. Has the condition of the item(s) been indicated, i.e.,
missing, destroyed, damaged, etc.?

2. Convening Authority (MCO P4400.150 )

a. If the item under investigation is technical in nature,
has an officer, SNCO or civilian with this technical background
been appointed?
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b. Does the appointment order set forth the 10 day
completion limitation?

c. Has care been taken to ensure that no conflict of
interest will result with members appointed?

3. Investigating Officer(s) Paragraph 6005, MCO P4400.150 ).

a. Has a complete investigation been conducted?

b. Has a report of missing, lost, stolen Government property
when required by MCO 4340.1 and SECNAVINST 5500.40 been
submitted; and a copy attached to the investigation-?

c. Does the investigétion set forth the following:
(1) Present condition.
(2) Cause of present condition.
(3) Disposition recommended.
(4) A general summary consisting of:
(a) Findings of Fact.

(b) Opinions, if findings of facts have not been
definitely established.

(c) Recommendation of responsibility (Has the
investigation definitely fixed or relieved persons of
responsibility?) If responsibility cannot be fixed, the
investigating officer will substantiate why the cause and
responsibility cannot be so fixed. (Are these recommendations
consistent with the facts and opinions stated?)

d. Are statements (from cognizant individuals), photos,
technical data, and related evidence included as enclosures to
this report?

4. Approving/Reviewing Authority (Paragraph 6011, MCO
P4400.150 1.

a. Is this Report of Investigation to be approved locally or
must it be forwarded to higher authority?
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b. In review and approval of this report, have the contents
of paragraphs 6011.1 and 6011.2 been considered, specifically
that "convening/reviewing authorities may not disregard the
findings of an investigating officer, if established by fact?"

c. When an individual is found responsible for the loss or
damage of Government property by reason of the individual's fault
or negligence, has the report been referred to the individual in
writing for a statement as to whether the individual accepts
responsibility and agrees to voluntary reimburse the Government?
In this connection, paragraphs 6007 and 6011 of MCO P4400.150_
must be complied with prior to accepting a member's statement
accepting responsibility.

5. Property Control Officer

a. Has disposal/accounting action been taken as recommended
and approved?

b. Has the report been referenced on all other accounting
documents involved and/or copies attached?

c. Do all accounting documents concerning property indicate
the document number of the report?

d. Has the certification been placed at the end of the
report and signed by the Property Control/Plant Account Officer;
i.e., "I certify that the action as recommended and approved on
this Report of Investigation has been completed.”

S/PCO-PAO
Document #4123-0989

6. Miscellaneous

a. Reimbursement may be accomplished either by checkage or
cash sales. ‘

b. All parties must comply with any local requirements not
in conflict with above references, especially in the disposal of
unserviceable property.
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2102. REIMBURSEMENT FOR MISSING/LOST/STOLEN GARRISON PROPERTY.

Organizations incurring losses of Base/Garrison/TAVSC property
are required to reimburse the Commanding General, Marine Corps
Base (Attn: AC/S, Comptroller), PSC 20004, Camp Lejeune, NC
28542-0004, for property purchase/accounted for by the command.
A copy of the final determination of the investigation should be
attached to the funding document provided. All requests to drop
line items without reimbursement will be considered on a
case-by-case basis by the MCB department having responsibility
for replacing the property (AC/S, Logistics or AC/S, Training,
Education and Operations). Transfer of appropriation to MCB will
be made on a NAVCOMPT Form 2272 or DD Form 448."
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CHAPTER 2
OPERATIONS DIVISION

SECTION 2: MISSING, LOST, STOLEN, RECOVERED (M-L-S-R) GOVERNMENT
PROPERTY

2200. GENERAL, TNFORMATION

1. The loss of Government property due to inadequate
accountability measures, negligence, and theft, results in
significant monetary loss and directly impacts on unit readiness.

2. Unit commanders and the Provost Marshal must receive
pertinent information concerning losses of government property
promptly to identify those physical security deficiencies and
operating practices which contribute to such losses and to
initiate corrective action.

3. Missing, Lost, Stolen, Recovered (M-L-S-R) Government
Property reporting is designed to assist the Provost Marshal in
determining the adequacy of command loss prevention, physical
security programs, and to enable the consclidation of Marine
Corps wide statistics on all formal account adjustments to be
accumulated by the Commandant of the Marine Corps (CMC/LPP-2).

4. Base units are required to submit M-L-S-R reports, via
message, only for gains and losses of arms, ammunition and
explosives (AA&E), sensitive items, and significant property loss
incidents (where the single incident, single line item/TAMCN loss
exceeds $10,000). See paragraph 2202 for more detailed
information on unit M-L-S-R reporting requirements.

5. M-L-S-R reports do not waive the requirements for loss/gain
reports prescribed by other Marine Corps directives, nor for
causative research and voucher requirements required by MCO
P4400.150_.

6. References. The primary references pertaining to M-L-S-R
reports are:

a. SECNAVNIST 5500.4.

b. MCO 4340.1_.
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2201. MLSR Reportable Ttems

1. The following types of government property are reportable
under the MLSR reporting program:

a. All AA&E and similar incendiary or destructive devices
regardless of value. Quantities which require an MLSR message
report are set forth in MCO 4340.1_.

b. 2all Marine Corps Automated Readiness Evaluation System
(MARES) reportable equipment as published in a Marine Corps
Bulletin in the 3000 series, regardless of dollar wvalue.

c. Precious metals valued over $100 and presentation or
commemorative silver. Enclosure (1) to MCO 4340.1_ contains a
listing of reportable precious metals.

d. Losses of controlled substances (e.g., narcotics,
barbiturates, amphetamines, etc.) are not included under the MLSR
program and shall be reported as prescribed in chapter 21 of
NAVMED p.l1l17. For losses aboard Marine Corps installations, also
submit a copy of Drug Enforcement Administration (DEA) Form 106
to the Provost Marshal.

e. Classified printed material losses are not included under
the MLSR program and will be reported as prescribed in OPNAVINST
5510. Cryptographic items accountable within the COMSEC Material
System are not included in the MLSR program except Controlled
Cryptographic Items (CCI). Incidents involving MLSR CCI material
should be reported within 48 hours.

f. Report MLSR for Navy funded Marine Corps aviation items

that meet the reporting criteria for Navy reportable items as
prescribed in enclosure (3) of SECNAVINST 5500.4_.

2202. M-L-S-R REPORTING REQUIREMENTS FOR USING UNITS

1. Message Reporting to the CMC

a. Commanders Action. Commanders at all echelons will
ensure cognizant personnel are familiar with M-L-S-R reporting
requirements and ensure same day submission of initial draft
reports to the Commanding General, Marine Corps Base, Camp
Lejeune (AC/S, Logistics). MCO 4340.1 requires complete
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justification for reports delayed more than 72 hours after
discovery. MLSR format is described in MCO 4340.1_.

b. AC/S ILogistics Action. The Assistant Chief of Staff,
Logistics will review draft reports to ensure data provided is
complete, accurate, and timely in addition to meeting the
criteria contained in MCO 4340.1. The incident will be assigned
a report number by the Assistant Chief of Staff, Logistics and a
message released for distribution to all concerned. Reports
lacking essential data will be returned to the originating
command for correction. Reports submitted more than 72 hours
after discovery of a reportable incident must be forwarded under
cover letter justifyihg late submission.

c. M-L-S-R message report for AA&E, sensitive items and
significant property losses are to be submitted by the command
discovering the gain or loss of the property item(s).

d. The reporting command must immediately report losses to
the appropriate accountable command. - Message reports are
required for losses/gains of AA&E, sensitive items and
significant property losses. Transmission is authorized under
MINIMIZE for initial reports.

e. An INITIAL message report will be submitted as soon as a
reportable loss or gain is established, but normally not later
than 72 hours after the occurrence or discovery. Delayed reports
will include the reason for the delay (e.g., "loss discovered
during deployment; geographic separation of the responsible
officer from the commanding officer prevented prompt submission
of the repoxrt").

f. A FINAL message report will not be submitted until
completion of all appropriate financial, administrative,
investigative, survey and disciplinary action. However, if the
FINAL report is not completed within 60 days from the INITIAL
report, a letter providing reasons which prevent the final action
from being completed should be sent to the Commanding General,
Marine Corps Base, Camp Lejeune (AC/S, Logistics). An
INITIAL/FINAL report may be submitted provided that all necessary
action has been taken. A SUPPLEMENTAL message report may be
submitted to provide any additional pertinent information
whenever a FINAL report has previously been submitted.
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g. FINAL and SUPPLEMENTAL message reports should reference
only the INITIAL and other associlated message reports submitted
on the same incident by report number, date time group (DTG), or
correspondence identification.

h. The reporting of M-L-S-R incidents via message is
independent of normal supply procedures, command investigations,
request to law enforcement agencies for investigative assistance.

2. Notification of lLaw Enforcement Activities. All commands
having an installation provost marshal, upon discovery of an
M-L-S-R incident requiring message reporting, will immediately
make telephonic notification to the provost marshal of such
incidents. The provost marshal will make further referral to the
Naval Criminal Investigative Service, when appropriate.

2203. FORMAT FOR UNIT M-L,-S-R MESSAGES

1. Marine Corps Base commands will submit M-L-S-R messages for
AA&E and Sensitive Material per SECNAVINST 5500.4 and M-L-S-R
messages for all other property per MCO 4340.1. M-L-S-R message
sample formats are provided in figures 2-2-1 through 2-2-3. MCO
4340.1 should be reviewed for detailed guidance concerning
information required for each block entry on the message.

2. References. Only prior M-L-S-R government property reports
on the same incident will be referenced. References should be
indicated by the Date-Time-Group (DTG) of the prior report(s) and
by the "Incident Report Number" assigned by the Assistant Chief
of Staff, Logistics.




STANDING OPERATING PROCEDURES FOR BASE LOGISTICS

UNCLASSIFIED

01 01 RR Uuuu 2741600

ADMIN

CG MCB CAMP LEJEUNE NC//BLOG//
CMC WASHINGTON DC//POS-10/LPP-2//
INFO COMMARFORLANT//G-4//
CG II MEF//G-4//
NAVCRIMINSERVO CAMP LEJEUNE//

UNCLAS// N05500//
MSGID/GENADMIN/CG MCB CAMLEJ/BLOG//
SUBJ/MLSR PROPERTY REPORT (RCS MC #4340-1)//
POC: A. BAXTER/GYSGT/BLOG/TEL:COML 910-451-2535/DSN 751-2535
REF/A/ (USED ON FINAL AND SUPPLEMENTAL RPTS.. REF INITIAL
RPT DTG AND RPT #)//
AMPN/REF /7
RMKS /MLSRP/MLSRP/USMC
AC: MO3177
CUS: M93177
RPT: 1992/1 - INITIAL
ARA: - A-92-01-30
EEE: /1/(A) PROPERTY (B) LOST (C) TELEPHONE (D) MOTOROLA
JA-954/TT
(E) A06263 (F) 5805-01-149-0608 (G) E $14,000.00 (H) 20
(1) LZ FALCON CLNC.
FFF: (A) NO (B) NONE (C) NONE
GGG: (A) PMO (B) 920131 (C) 3602 (D) INITIATED.
HHH: (A) ITEMS PICKED UP FROM LZ FALCON FOR TRANSPORT VIA
SLING LOAD TO MCAS NEW RIVER.
(B) 911223 (C) NONE (D) CONTINUING (E) NONE (F) N/& (G)
INCREASED SUPERVISORY PERSONNEL AND TRAINING DURING HST
OPERATIONS. (4) MSGT JONES, DSN 751-2535.

'BT

Figure 2-1.--Sample "Initial" MLSR Property Format
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UNCLASSIFIED

RR Uuuu 2741600

ADMIN

CG MCB CAMP LEJEUNE NC//BLOG//
CMC WASHINGTON DC//POS-10/LPP-2//

INFO COMMARFORLANT//G-4//

CG II MEF//G-4//
NAVWPNSUPPCEN CRANE IN//2053// (USED ON ARMS REPORT ONLY)
NAVCRIMINVSERVO CAMP LEJEUNE//

UNCLAS// NO5500//

MSGID/GENADMIN/CG MCB CAMLEJ/BLOG//

SUBJ/MLSR PROPERTY REPORT (RCS MC #4340-1)//

POC/A. BAXTER/GYSGT/BLOG/TEL:COML 910-451-2535/DSN 751-2535
REF/A/RMG/ CG MCB CAMLEJ/023624Z DEC 90//

RMKS /MLSRP/MLSRP/USMC

AC:

Cus:
RPT:
AAA:
BBB:
CCC:

DDD:

EEE:

FFF:

GGG:

M93177

M93177

1990/2 - FINAL

NORTH CAROLINA

A-90-11-30

(A) ARMS (B) STOLEN (C) RIFLE (D) COLT (E) 100021
(F) 1005-01-128-9936 (G) RIFLE, M16Al, 5.56MM (H)
A-$400.00 (T) 4 (J) ARMORY BLDG 36, CLNC.

(A) NO

(A) NIS (B) 901130 (C) INVESTIGATION INITIATED,
CASE NO. 543A2B1

ITEM STOLEN DURING ASSAULT ON ARMORY SENTRY, SENTRY RECD
CONCUSSION BROKENJAW 901130

GYSGT BAXTER, DSN 751-2535/2536

'BT

Figure 2-2.--Sample "FINAL" MLSR Property Format
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UNCLASSIFIED
01 01 RR uuuu 2741600

ADMIN
CG MCB CAMP LEJEUNE NC//BLOG//
CMC WASHINGTON DC//POS-10/LPP-2//
INFO COMMARFORLANT//G-4//
CG II MEF//G-4//
NAVWPNSUPPCEN CRANE IN//2053// (USED ON ARMS REPORT ONLY)
NAVCRIMINVSERVO CAMP LEJEUNE//

UNCLAS// NO05500// -

MSGID/GENADMIN/CG MCB CAMLEJ/BLOG//

SUBJ/ML.SR ARMS REPORT (RCS MC #4340-1)//

POC/A. BAXTER/GYSGT/BLOG/TEL: COML 910-451-2535/DSN 751-2535
REF/A/RMG/ CG MCB CAMLEJ/023624Z DEC 90//

RMKS /MLSRP/MLSRP/USMC

AC: M93177

CUS: M93177

RPT: 1990/2 - SUPPLEMENTAL

AAA: NORTH CAROLINA

BBB: A-90-11-30

CCC: (A) ARMS (B) RECOVERED (C) RIFLE (D) COLT (E) 100021
(F) 1005-01-128-9936 (G) RIFLE, M16Al, 5.56MM (H)
A-3$400.00 (I) 4 (J) ARMORY BLDG 36, CLNC.

FFF: (A) RECOVERED AND RETURNED BY FBI ON 910402. SUSPECTS
ARRESTED AND ARRAIGNED IN FEDERAL COURT.

GGG: GYSGT BAXTER, DSN 751-2535/2536

'BT

Figure 2-3.--Sample "SUPPLEMENTAL" MLSR Property Format
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CHAPTER 2
OPERATIONS DIVISION

SECTION 3: ACCOUNTABILITY OF MATERIAL USED TO SUPPORT FORMAL
PROGRAMS OF INSTRUCTION (POI's)

2300. PURPOSE. To establish policy concerning the management of
material (consumable and nonconsumable) utilized to support
Marine Corps Schools, Camp Lejeune POI's.

"2301. BACKGROUND. Analysis conducted by the Field Supply and
Maintenance Analysis Office and the Commanding General, Marine
Corps Base, Camp Lejeune (AC/S, Logistics) has revealed problems
associated with the management and the accounting of material
used to support formal schools POI's. Unlike FMF commands,
Marine Corps Schools, Camp Lejeune has a requirement to
requisition and stock material to support formal POI's. The
management and the accounting problems associated with this
requirement can be attributed to the lack of standardized policy
for repair parts/material utilized by the formal schools POI's.
The policies/procedures contained in this Manual do not deviate
from acceptable supply/maintenance management policies outlined
in MCO P4400.150_ and MCO P4790.2_, but provide a standardized
formal POI material accountability policy for formal schools
located aboard Marine Corps Base, Camp Lejeune.

2302. ACTION

1. Commanders of formal schools shall ensure that the procedures
below are utilized for managing POI material used in support of
formal training. Internal review procedures shall be implemented
to ensure compliance.

a. Requirement Determination. Based on class curriculum,
maximum class size and frequency per fiscal year, develop a list
of nonconsumables (SL-3 kits) and consumables (training packages)
required to support each class.

(1) Nonconsumables

(a) Where practical, develop local SL-3 kits.
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(b) Locally produced SL-3 extracts identifying
components to the kits are to be maintained on each kit. Changes
to the SL-3 kit are to be authorized by the commanding officers
(CO's) of the formal schools and extracts updated to reflect such
changes. Each SL-3 kit requirement is to be validated on an
annual basis and extracts signed by the C0O's of the formal
schools to indicate such.

(2) Consumables
(a) Develop training packages to support each class.
(b) At any given time there could possibly be three
training packages in existence to support a given POI. The three
packages are:
1l One ready for issue.

2 One in the development stage.

3 One containing excesses from the previous class
package.

(3) Bulk Ttems. The CO's of the formal schools will
establish "not to exceed" stock levels for bulk items (e.g.,
lumber, sheet metal, wire, etc.) used to support formal POI's.
Letters of authorization for bulk items will be updated annually
or as changes occur.

b. Accountability Procedures

(1) Accountability

(a) SL-3 Kits

1l SI.-3 Kits are to be assigned local Table of
Authorized Material Control Numbers (TAMCN's) per current
directives.

2 An allowance shall be established on the CO's
non-FMF Allowance List.

3 S8L-3 Kits will be inventoried, as a minimum, on
a semiannual basis in accordance with current directives.
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4 Excess components resulting in changing
requirements are to be rolled back to the supply section for
redistribution/disposition action. Refer to figure 2-4.

(b) Training Packages

1l Assets not required due to changing
requirements should be rolled back for redistribution/disposition
action to the supply section. Refer to figure 2-4.

2 Training packages are to be maintained at the
supply section when not issued for classroom use.

3 Excess components resulting in changing
requirements are to be rolled back to the supply section for
redistribution/disposition action. Refer to figure 2-4.

(c) Bulk Items. Items such as lumber, sheet metal,
wire, etc., will be maintained on NAVMC 708 cards or an automated
accounting system that contains sufficient data/information to
track usage/accountability.

(d) Semiannually, the formal school's supply officer
will conduct an analysis on company level supply sections to
ensure supply procedures identified in this Order are in effect.

(2) Reguisitioning

(a) Material will be requisitioned in accordance with
UM 4400-124.

(b) Material received will be segregated by class
numbers.

(3) Issue for Use. The instructor will:

(a) Inventory the POI package one week prior to the
class convening.

(b) Draw only the quantities required to support the
actual class size. Signature of the individual receiving the
material will be affixed to the issue form figure 2-5 identifying
items/quantities received. This will serve as an issue document
for supply personnel. The original of this form will be retained
in the supply section files for two years.

(c) Attach a copy of the form to each class outline
after the POI and retain for a minimum of one year.

2-21
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CONSUMABLE TRAINING PACKAGE ROLLBACK EXAMPLE

UNITED STATES MARINE CORPS
Marine Corps Base
PSC Box
Camp Lejeune, North Carolina 28542-

4400
SUPPLY
MEMORANDUM
From: (SECTION/INSTRUCTOR NAME)
To: Supply Support Section

Subj: ROLLBACK OF CONSUMABLE TRAINING PACKAGE ITEMS FOR CLASS

1. Request the item(s) listed be processed for rollback:

NSN/PN ' NOMENCLATURE QTY
2. Point of contact for this section is , extension

SUPPLY SECTION SIGNATURE

k% %% SAMPLE LISTING ***%*

The rollback listing can be hand written by the instructor
prior to returning the item(s) to supply. The instructor
returning the rollback gear and the supply section will conduct a
joint inventory of the item(s).

Figure 2-4.--Letter of Rollback of consumable Training Package
Items for Class

2-22
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CONSUMABLE TRAINING PACKAGE ISSUE EXAMPLE

UNITED STATES MARINE CORPS
Marine Corps Base
PSC Box
Camp Lejeune, North Carolina 28542-

4400
SUPPLY

MEMORANDUM

From: Instructor
To: Supply Officer

Subj: RECEIPT OF MATERIAL FOR CLASS

1. Following items issued to support the subject period of
instruction:

NSN NOMENCIL.ATURE Uu/I AUTHORTIZED PRICE SOS

2. I certify that all items listed above are on hand and correct
for this POI Material Issue.

SIGNATURE/DATE

Figure 2-5.--Receipt of Material for Class
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CHAPTER 2
OPERATIONS DIVISION

SECTION 4: MISCELLANEOUS SUPPLY PROCEDURES

2400. GENERAL INFORMATION. This chapter contains policy for
supply procedures not addressed elsewhere in this Manual.

2401. AUTHORITY FOR AC/S, LOGISTICS TO ACT AS COMMANDING QOFFICER
IN CERTAIN SUPPLY RELATED SITUATIONS. By organizational

structure, the Commanding General is responsible for the
tasks/duties normally inherent to the billet of commanding
officer. In these cases, MCO P4400.150_, Chapter 1, paragraph
1003.3 and Chapter 2, paragraph 2010.4, authorizes the Base
Logistics/supply officer to be tasked with functions normally
accomplished by the commanding officer, such as:

1. Vouchering.

2. Priority approval.

3. Review request for investigations.
4. Appointment and revocation letters.

5. Other supply related correspondence and specifically
authorizations for Pre-expended Bins (PEB), sets, kits and chests
for Programs of Instruction for formal schools, insurance items
and the commanding officer's allowance list.

6. Upon change of Commanding General, the logistics/supply
officer will provide the new Commanding General with a new supply
status letter which will give a general overview of the Garrison
Property (PSE) and Garrison Mobile Equipment (GME) accounts.

2402. ANNUAL FORCE ACTIVITY DESIGNATOR (F/AD) REVIEW. Marine

Corps Base and Marine Corps Schools commands will submit the
Annual Force Activity Designator (F/AD) Review in accordance with
MCO 4400.16G. Reports will be forwarded to the Commanding
General, (AC/S, Logistics) for review and submission to
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Headquarters, U.S. Marine Corps. Any special authorizations to
upgrade a unit's F/AD must contain justification and any
supporting documentation available.

2403. ANNUAL MONEY VALUE REPORT OF THE INVENTORY. Marine Corps
Base and Marine Corps Schools commands will submit the money
value report in accordance with the UM 4400.124/UM 4400.15/

MCO P4400.82F. Reports will be submitted to the Commanding
General, (AC/S, Logistics) for consolidation and submission to
the Commander, U. S. Marine Corps Forces, Atlantic. The Money
Value Report will originate and be based on a computer generated
listing (Dollar Value of Physical Inventory) which will be
provided by the Intermediate Supply Support Activity (ISSA).

2404. TEMPORARY LOANS. Loaning of property belonging to Marine
Corps Base and Marine Corps Schools to units outside the Base and
Schools' chain of command will be approved by the Commanding
General (AC/S, Logistics). Also, temporary loans of equipment
which are needed from outside commands to support Marine Corps
Base or Schools will be forwarded to the Commanding General
(AC/S, Logistics) for an endorsement. Loans of government
property to civilian organizations are not permitted except as
prescribed in MCO P4400.162 and MCO P4400.150D.

1. Time Frames. Requests for temporary loans from base and
school commands should be submitted 10 working days before the
date requested. If the 10 working day deadline cannot be met,
notify Commanding General (AC/S, Logistics) by telephone followed
by a faxed copy of the request.

2. QOperator Support. Request for temporary loans that regquire
operator support must be identified by the requesting unit to
also include as follows:

a. Number of operators required.

b. Time and date(s) operator will be needed.

¢. Location and point of contact.

d. If field exercise, will regquesting unit provide
chow/billeting?
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3. Equipment Support Request ILetter. A request letter for
tactical egquipment support should include the following

information:
a. Regquesting unit.
b. Requester (S-4 submitting request).
c. Point of Contact.
d. Point of Contact phone number.
e. Operation being supported.
f. Report to (Bldg #, Grid coordinate, TLZ, etc.).
'g. Destination (Bldg #, Grid coordinate, TLZ, etc.).
h. Report time/Date (0000/yymmdd).
i. Return time/Date (0000/yymmdd) .
j. Cargo description (list dimensions in inches).
(1) Length.
(2) width.
(3) Height.
(4) Quantity.
(5) Weight.
k. Request Asset Description/Quantity.
1. Special instructions. |

4. Contingency, Training and Eguipment Pool (CTEP) Temporary

Loans.

Requests for temporary loan of CTEP equipment will be in

accordance with FSSGO 4400.18_ and will be submitted wvia the
Commanding General (AC/S, Logistics).
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2405. DISPOSITION INSTRUCTIONS. Controlled items will be
managed per MCO P4400.82. Request for disposition instructions
(WIR) will be submitted to the Commanding General (AC/S
Logistics). Additionally, document numbers for requisitioning
controlled items may be requested telephonically by contacting
the Commanding General, (AC/S Logistics).

2406. ARMORY MANAGEMENT AND CONTROIL OF SERTALIZED SMALL ARMS.
Armory management aboard MCB is governed by BO P8000.3_.
Serialized control of small arms will be accomplished in
accordance with the directions in MCO 8300.1.

2407. WAREHOUSING PROCEDURES. Warehousing at Marine Corps Base
will be in accordance with MCO P4400.7_.

2408. PERSONAIL: EFFECTS PROCEDURES. Personal effects shall be in
accordance with MCO P4050.38B.

2-28
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CHAPTER 3
BASE MOTOR TRANSPORT DIVISION

MISSTON AND ORGANIZATION

3000. MISSION. The mission of Base Motor Transport (BMT),
Marine Corps Base, Camp Lejeune, North Carolina (MCB, CamLej,
NC), is to provide efficient, economical and safe motor vehicle
services to MCB, Marine Corps Air Station (MCAS) units, U.S.
Marine Forces, Atlantic (MARFORLANT) units and other activities
as may be assigned utilizing the minimum number of vehicles and
personnel to meet egssential transportation support within the
Camp Lejeune/New River Complex.

3001. ORGANIZATION

1. BMT is composed of the personnel and equipment assigned to
the branches and sections and in such shops and motor pools as
may be regquired to accomplish the mission.

2. The Base Motor Transport Officer (BMTO), as Fleet Manager, is
assigned responsibility for the administration, operation and
maintenance of all GME assigned to MCB and MCAS.

3. The BMTO will continually review the quantities and types of
vehicles and personnel required to provide essential support to
the MCB, MCAS and MARFORLANT unitse; will ensure that all vehicles
are operated in the most efficient and cost effective manner
within the guidelines prescribed by higher authorities; and will
make timely and appropriate recommendations to the Commanding
General (CG), MCB. The BMTO will ensure the maximum utilization
of vehicles. Safe operating procedures will be employed at all
times.
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CHAPTER 3
BASE MOTOR TRANSPORT DIVISION

SECTION 1: VEHICLE ASSIGNMENT AND UTILIZATION

3100. ASSIGNMENTS

1. GME will be operated from motor pools established by the
BMTO, except for those vehicles assigned as a Class "B"
- assignment. . .

‘2. Class "B" assignment is defined as a vehicle assigned to a
section, department, unit or activity on a recurring dispatch for
the efficient and orderly conduct of official business. These
vehicles will be dispatched by the using activity.

3101. REQUESTS FOR VEHICLE ASSIGNMENT. Requests for wvehicles to
be assigned on a Class "B" baslis will be addressed to the BMTO.

Such requests will contain detailed justification for such
assignment, i.e., type vehicle required, job to be assigned,
estimated miles per month. o

3102. UTILIZATION OF MOTOR VEHICLES

1. GME will be used only for official purposes. What
constitutes official purposes is a matter of administrative
discretion to be exercised within applicable laws (25 Comp Gen
844) and Title 5, 10, 20, 40, U. S. Code, Executive Order (EOQ)
and Department of Defense (DOD) instructions. It is a general
rule that where transportation is essential to the successful
operation of any activity, the military services are authorized
to provide such transportation if for an official purpose.
Official purposes as applied to personnel would be transportation
for travel performed by persons in their capacity as military or
civilian employees of the Marine Corps. The travel must be
related to the performance of official duties or in connection
with duties conducted under official authorization. This
precludes the use of motor vehicles for purely personal use.

2. Transportation to and from work is a personal expense.
Conseguently, government vehicles will not be utilized to
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transport military or civilian personnel to and from work or for
meals except in the case of personnel on temporary duty when
existing public transportation facilities are inadequate,
non-existent or unless orders states government transportation
regquired.

3. Full time assignment of motor vehicles at field installations
to officials of the DOD will be subject to the approval of the
Secretary of the military department concerned.

4. Defense personnel authorized full time use of official
"vehicles will not use such vehicles for other than actual
performance of official duties. Vehicles authorized on a full
time basis will not be reassigned to others not entitled to such
use.

5. Use of motor wvehicles, on a full time or trip basis, is not
authorized for the official concerned, family members or others,
for private business or personal social engagements. Questions
with regard to the official nature of a particular use shall be
resolved in strict compliance with statutory restrictions.

6. Ambulances, radio-equipped vehicles, tank trucks, wreckers,
fire trucks, dump trucks and other special purpose vehicles will
be used exclusively for the purpcese intended.

7. The utilization of GME will be limited to improved roads that
can be utilized safely without damage to the vehicle. These
vehicles will not be used for cross country or fording
operations. GME will not utilize the following roads: Piney
Green Road, the cutoff between Highway 24 and Route 70 to Cherry
Point (nine mile cutoff), Bear Creek Road and Queens Creek Road.
The exceptions will be Provost Marshal QOffice (PMO) and .
Transportation Management Office (TMO) inspectors when in the
performance of officlial duties.

8. GME will not be loaded (at dockside or through the surf)
aboard any type beoat or ship.

9. A minimum number of vehicles will be authorized on Class "B"
assignments. Such assignments are restricted to cases where
transportation requirements exist that cannot be economically or
efficiently handled by the BMT motor pool.

10. At a minimum, reviews will be made annually.by the BMTO of
all Class "B" assignments to ensure such vehicles are not being

O
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used on a convenience basis and are actually reguired to support
the conduct of official business of the activity to which
assigned. Vehicles which are not efficiently utilized may be
reassigned.

11. Major modifications to GME egquipment will not be permitted
except as approved by the Commandant of the Marine Corps (CMC).

12. Minor modifications to GME will not be permitted except as
approved by the BMTO.

3103. RESPONSTBLE QFFICER {RO)

1. ROs for GME will be appointed in writing by the Commanding
Officer (CO) of the unit and appointing letter will be submitted
to the BMT Unit Property Officer. RO's will be SNCO's or
officers and exceptions will be submitted to BMTO for approval.

2. The RO will inventory all GME and collateral eguipment
quarterly and report the inventory results to the BMT Unit
Property Officer.

3. In the event of a change of ROs, a joint inventory will be
conducted with the present and the newly appointed RO.

4. Within 15 days of assignment, the relieving responsible
officer will sign the Consolidated Memorandum Receipt (CMR)
maintained by the BMT Unit Property Officer.

3104. INSPECTION OF GME PRIOR TQ ASSIGNMENT OR REASSIGNMENT.
Upon notification that an administrative-use wvehicle is to be
assigned, or that one assigned to an organization is to be turned
in, the following action will be taken:

1. RO of the command or unit will:
(a) Inventory the vehicle to ascertain that all "on
- equipment material" (OEM) charged to the vehicle is physically

present.

{b} Deliver the wvehicle and assigned gas credit card to the
BMT Supply Section, Bldg 1502.
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CH2 Chapter 3, Section 1 Paragraph 3102.13, page 3-11

13. In the interest of efficiency, union representatives are
authorized, while operating a GOV, in the course of their
official work duties, to make occasional stops on MCBV/MCAS, New
River Complex to conduct union representational duties as
authorized by applicable Labor Agreements. Union
representatives will not be provided a GOV, nor are they
rauthorized to use a GOV, solely to conduct union business.
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2. The BMT Production Control Supervisor or the designated
representative will:

(a} ZInspect the vehicle and note on the Vehicle Assignment
and Credit form all OEM. All shortages and damages will be
reconciled with the command or unit prior to accepting the
vehicle.

{b) The duplicate Vehicle Assignment and Credit form will be
given to the RO of the vehicle as a temporary credit receipt.
The original Vehicle Assignment and Credit form, and gas credit
card will be turned into the BMT Supply Section.

3. The organization receiving the vehicle, upon notification
that the vehicle is ready will:

(a)} Have the RO report to the BMT Supply Section to pick up
the Vehicle Assignment and Credit form, gas credit card, and sign
the adjustment to the CMR.

(b) Have the person accepting delivery inspect the
vehicle and ascertain that all OEM charged is with the wvehicle
and sign for receipt. The triplicate copy of the Vehicle
Assignment and Credit form will be retained by the signee for
comparison with the custody card.

3105, JUSTIFICATION FOR CLASS "B" ASSTGNMENT CONTINUATION. When
a vehicle utilization review is conducted by the BMTO, vehicles
failing to meet utilization miles/hours will be indicated by
annotating on a utilization report and forwarding to appropriate
units. Activities possessing Class "B" assigned vehicles with
inadequate usage will be required to submit justification to the
GME Fleet Manager, MCB for continued assignment of vehicles.
Insufficient or untimely submission of justification may result
in vehicles being reassigned. In all cases Class "B" assignments
shall be authorized by the installation commander in writing.

3106. GME ANNUAL UTILIZATION STANDARDS

EQUIPMENT CLASSTFICATION ANNUAT, TARGET MILES/HQURS
Buses up to 29 passengers .....ci0000. 14,000
Buses 30 passengers and above ....... 13,000
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Sedan and Statlion Wagon ............. 10,000
Sedan Law Enforcement ............... 30,000
Truck pPasSenger .. ...t ceinenennennn 14,000
Truck CAXrgO & it ittt ce et ennnssanas 7,000
Truck, pickup 4x2 ....... ... .. ..., 10,000
Truck Law Enforcement 4x2 ........... 27,000
Truck, pickup 4x4 ...... ... 8,000
Truck 1 1/2 - 3 ton 4x2 ......cccuuvun 10,000
Truck 1 1/2 - 3 ton 4x4 ..., .. .cu.en.. 7,000
Truck 5 - 7 1/2 ton ..ottt nnnenns 7,000
Truck 10 COn .ot i it e et e e nnanns 4,000
Forklift (all) ...t ennnnnnenn 400
Tractor (all) ... .. iee it ieinnnnn 400
[0 o o = 400

Pallet truck (all) ettt 400
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CHAPTER 3
BASE MOTOR TRANSPORT DIVISION

SECTION 2: OPERATIONS

3200. POCLING OF ADMINISTRATIVE-USE MOTOR VEHICULAR EQUIPMENT,
CO's, OIC's, Department Heads, and Division Heads of

organizations/units having administrative-use motor wvehicular
equipment on Class "B" assignment will ensure the economical
utilization of such vehicles. Centralized motor pools will be
established by such activities in order to ensure proper
dispatching, record-keeping, expenditure of funds and to maximize
care and utilization of this eguipment. The BMTO will provide
technical assistance upon regquest regarding the establishment of
such motor pools, dispatching, record-keeping, expenditures of
funds and maintenance effort.

3201. VEHICLE CONTROL. All administrative-use motor transport
equipment on Class "B" assignment will be made available upon
regquest to the BMTO when reqguested to accomplish an assigned
mission.

3202. REQUESTS FOR TRANSPORTATION

1. VIP Transportation Redguest

a. Regquests for VIP transportation services will be made
through the requesting unit's or host command's G-4 and forwarded
to the BMTO via Base Protocol. Requests will be in writing and
must be submitted at least 48 hours in advance. Should an
impromptu visit occur, requests may be made, via telephone, to
Base Protocol, extension 2523/2528.

b. Requests must include points of contact, date and time
vehicle is to report, to whom, and destination of the vehicle,
number and status of personnel to be transported, and any special
requirements/instructions.

¢. BMT will provide equipment quantities and type based on
information contained in the reguest, as approved by Base
Protocol; however, vehicle operators are to be provided by the
requester, 1f possible.
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2. Routine Transportation Reguest

a. Requests for transportation services within the confines
of MCB, Camlej, NC, will be submitted to the BMTO, via
appropriate chain of command, at least two (2) working days in
advance. Requests for transgportation services within the
confines of MCAS, New River will be submitted to the MCAS, MT
Section, Bldg AS119. MCBCL Form 4600/4, Transportation Request,
will be utilized when requesting transportation, to include the
following information:

Number of -personnel and/or amount and type of cargo to be
transported: :

Date and time wvehicle is to report:

To whom and where the vehicle is to report:

Destination of vehicle:

Whether or not operator is requested:

Date and time vehicle is to return:

b. Vehicles will be dispatched in the quantity and capacity
required to meet the objectives for which regquested.
Determination of the quantity and capacity of vehicles required
will rest solely with the BMTO or designated representative
consistent with vehicles which are available and as dictated by
consideration of economy and efficiency.

c. A minimum walking distance is the one way distance
between two points, that by virtue of being in the same general
area, makes it unreasonable to provide transportation. Minimum
one way walking distance ruling will be applied when it is
determined that government transportation is infeasible or
non-cost effective. For purpose of GME, the minimum walking
distance is established as one and one half miles.

3. Transportation for Movement of Personnel and/or Cargo

During working hours - call ext. 2806
After 1630 (MT Dispatcher) - call ext. 1639

4. Trangportation for Personnel Reporting Abcard for Duty.
Transportation for peéersonnel reporting aboard MCB for duty will

be coordinated by the AC/S, Manpower.
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5. Transportation to Camp Lejeune and New River for Personnel on
Qfficial Business Arriving at Cher Point/New River, Nort

Carolina

a. The senior person aboard the aircraft upon arrival at
Cherry Point or New River will contact the MCAS's Duty Officer
for transportation to their destination.

b. The Duty Officer will call the person's parent
organization at Camp Lejeune or New River, reporting arrival,
number of persomnel and request necessary transportation.

¢. The parent organization will handle the request if it is
within its capability (less than seven passengers); otherwise,
the request is relayed to the higher echelon. Should these
organizations be unable to handle the reguest, the Duty Officer
will request transportation from the BMT Dispatcher, telephone
451-3585/3537.

3203. CANCELLATION OF TRANSPORTATION REQUESTS. When it becomes

necessary to cancel a transportation request, such cancellation
will be made at the earliest possible time, via the appropriate
chain of command, by telephone to the BMT Operations Branch
(telephone 451-3537/3585).

3204. DISPATCHING "QFF-BASE" TRIPS

1. Request for utilizing administrative-use vehicles outside the
MCRBR, Camp Lejeune and MCAS, New River area will be submitted at
least three (3) working days prior to the desired departure date
to the CG, MCB, Camp Lejeune (Attn: BMTO), via appropriate chain
of command, for approval. All requests for transportation must
be misgion essential related. The permissible operating distance
(POD) is 250 miles in a westerly direction (Fort Bragg, NC), 250
miles northerly (Norfolk, Va), and 250 miles southerly
(Charlegton, 8C).

2. Vehicles being digpatched ocutside the confines of MCB, Camp

Lejeune complex will be properly dispatched and will have stamped
across the face of the Trip Ticket (DD Form 1970), "Authorized
for Use Off Station". Under no circumstances will such

3-17
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authorization on the DD Form 1970 be considered as authority for
removal of government property other than the dispatched vehicle
from MCB, Camp Lejeune.

3. For the purpose of this Manual, the areas listed below are
considered to be within the confines of MCB, Camp Lejeune:

a. All government housing areas and trailer parks under the
control of the CG, MCB, Camp Lejeune.

b. All outlying camps and facilities; such as Camp Johnson
(Montford Point); Camp Geiger; MCAS, New River; Verona Loop
Training Area; Rifle Range; Courthouse Bay and Greater Sandy Run
Area (GSRA) .

c. All highways utilized to gain access to the above camps,
facilities and housing areas, such as from Highway 24 via Highway
172 and Sneads Ferry Road to Highway 17 South; from Highway 17
South and Sneads Ferry Road to the intersection of Highway 24 and
Highway 17 North; and from the intersection of Highway 17 North
and Highway 24 via Highway #24 to Highway 172.

4. When providing motor vehicles for movement to destination
beyond the confines of the MCB, Camp Lejeune, and outlying areas,
the motor vehicle operators will ensure all operators checks and
services are completed prior to dispatch and ensure fuel tank is
full. :

5. Motor vehicle operators making extended trips beyond the
normal operating radius (50 miles) from Camp Lejeune will, prior
to departure, obtain a commercial gasoline credit card as per
instructions in paragraph 4003 of this Manual.

3205. GOVERNMENT VEHICLES DISPATCHED TO DOMICILE. Government
vehicles will not be dispatched to nor travel in the proximity of
the domicile of any person, including public quarters, bachelor
officer's quarters, or transient officer's quarters, for the
purpose of transporting personnel to or from their home or place
of employment or duty.
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3206. WRECKER SERVICE

1. GME wrecker service can be obtained, during normal working
hours (0800-1630, Monday through Friday), by calling 451-5167
(mainside) or 450-6705 (MCaAS). After working hours, weekends and
holidays, wrecker service can be obtained by calling
451-3537/3585. Wrecker service requests are to be screened by
the BMT Maintenance Shop, during normal working hours, in order
to- use the Road Service Mechanic when practicable.

2. GME wreckers, when requested by MCB or MCAS PMO, will back up
or assist as necessary to move military vehicles which are
involved in accidents in order to minimize or prevent injury orxr
damage to personnel and property and to eliminate traffic
hazards. '

3. GCGME wreckers, when requested by MCB or MCAS PMO, will be
immediately dispatched to move privately owned vehicles which are
to be impounded or retained by the Provost Marshal.

3207. LOADING OF MARINE CORPS VEHTICLES AND SPEED LIMITS OF
OVERLOADED /OVERSTZED /OVERHETGHT VEHICLES

1. CMC, by the most current edition of MCO 4643.5, requires
strict compliance by Marine Corps personnel with highway
regulations as established by state/municipal authorities and
outlines the responsibility for proper loading of motor wvehicles.

2. Passenger cars/station wagons, other administrative-use
vehicles, other than buses, will not exceed the passenger
capacity designated by the manufacturer.

3. The BMTO may permit the passenger seating capacities of buses
to be exceeded within safety limitations. However, the weight
limitations established by the manufacturer will be strictly
adhered to. The Motor Vehicle Laws of NC make allowances for a
slight overload on a vehicle; however, only in cases of extreme
necessity will this overload be permitted. A vehicle operator
will not move a vehicle that is overweight/overheight without
written orders issued by a commissioned officer who will then
assume full responsibility for any deviation from existing orders
and directives and will, at the same time, provide the operator
with their name, rank, and organization, and immediately notify
the BMTO before attempting to move the load.




3208 STANDING OPERATING PROCEDURES FOR BASE LOGISTICS

4. Weighing of vehicles may be accomplished at Lot 201 by making
arrangements with the Weighmaster, Traffic Management Division at
Bldg 1011, telephone 451-2541.

5. When vehicles exceeding the legal weight limitations and
dimensions are required to be cperated on the highwavs, a request
will be submitted to the BMTO in sufficient time to obtain the
necessary federal and state approvals. A copy of the NC State
Highway Permit will be provided to the operator and will be
carried in the vehicle at all times while in operation.

6. Speed limits for overweight/oversize/overheight vehicles will
be as prescrikbed in the Motor Vehicle Laws of North Carolina.

7. The provisions of current edition of MCO 4643.5 and the Motor
Vehicle Laws of NC will apply to vehicles operating within the
confines of MCB, Camp Lejeune and MCAS, New River.

3208. TRANSPORTING OF EXPLOSIVES AND DANGEROUS MATERIALS

1. Ammunition, explosives, gasoline or other dangerous articles
will be transported in strict compliance with instructions
contained in the Motor Carrier Safety Regulations, U.S.
Department of Transportation NAVSEA OP 2239 (5th Revision) of 15
May 1980; NAVSEA OP #5; current edition of MCO 8020.1_; BO
P8023.3_; and all state and municipal laws and regulations.

2. CO's and Officers in Charge (0IC's) of activities will ensure
that operators of administrative-use vehicles transporting
ammunition, explosives or gasoline are licensed to transport such
items and that they are thoroughly familiar with instructions set
forth in the above publications, laws and regulations and
instructions set forth therein and in this Manual.

3. Liquid flammables will be transported on vehicles only in
sealed drums and safety or expeditionary cans. The transporting
of open containers 1s strictly prohibited.

4. All administrative-use vehicles transporting Class "1.1" or
"1.2" explosives or chemical ammunition (Class "1.3" excluded)
will be marked with correct explosive signs properly displayed.
These signs will be removed whenever vehicles are empty.
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5. When convoys transporting explosives or dangerous materials
are authorized, a SNCO will be in charge of all convoys of five
or more vehicles, on or off MCB, Camp Lejeune; and will remain
with the vehicle until the final destination is reached.

6. Respongibilities

a. Qperator

(1) Safe and efficient transportation of ammunition and
explosives.

(2) List mechanical condition of wvehicle in remarks
column of DD Form 1970.

(3) Proper loading, compatibility of load and security of
vehicle.

(4) Displaying proper signs or placards.

(5) Having explosives license renewed and taking the

required annual physical examination.

(6) Having one fully charged fire extinguisher, type C,
on vehicle.

(7) Delivering DD Form 626 and 836 at destination.

b. Operations Director, BMT

(1) Conducting a continuous safety program as outlined in
current directives.

(2) Having correct explosive signs and placards available
for cperator's use.

{3) Conducting the wehicle inspeétion phase on all
ammunition carryihg vehicles as ocutlined in Chapter 4-3 of NAVSEA
OP 2239.

(4) Preparing and delivering to the operator DD Form 626
for all off base runs for which no Government Bill of Lading is
reqgquired. File copy will be maintained.

(5} Giving written instructions to the operator in
regards to routing and other related information.
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c. Weapons Training Battalion, MCB, Camp Lejeune. Preparing
and delivering to the operator DD Form 626 and 836 for all on
base runs for which no Government Bill of Lading is required.

3209. SAFETY PRECAUTIONS. The following safety precautions will
be observed for highway operations.

1. Administrative-use vehicles traveling over public highways
must be equipped with directional turn signals, emergency
reflectors, running lights or other equipment as directed by
State Law and Department of Transportation Regulations.

2. All buses, tractor-trailers, ambulances, wreckers, police and
patrol vehicles and vehicles capable of carrying 10 or more
passengers, or with a rated cargo capacity of more than one ton,
will be equipped with approved type highway warning kits (meeting
local, state and Department of Transportation Regulations).
Vehicles with lesser capacity which regularly operate over public
highways at night will be equipped with warning kits.

3. When vehicles must make emergency stops on a traveled portion
of a highway or shoulder adjacent thereto, the following action
will be taken immediately:

(a} Every reasgsonable effort will be made to remove the
vehicle from traveled portions of the highway to the shoulder of
the roadway and beyond 1f practicable.

(b} When lights are recuired, a flasher light, and/or
emergency reflectors will be immediately placed in the cbstructed
lane, or on the shoulder if the vehicle is on or over the
shoulder of the road, at a point between the vehicle and the
direction from which traffic using that lane will approach. This
will be done before any attempt is made to repair the vehicle.

(¢) Flasher lights will be on and/or reflectors will be
placed around a stalled vehicle in the following manner:

(1) One in the center of the lane of traffic occupied by
the vehicle placed not less than 200 feet distance therefrom in
the direction of traffic approaching in that lane, the warning
device will be placed on the edge of the roadway to avoid
obstructing the traffic lane as follows:

(2) One placed not less than 200 feet from the vehicle in
the opposite direction.
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{3) One placed on the traffic side of the wvehicle 10 feet
rearward thereof, in the direction from which traffic using that
lane would approach.

(4) If a vehicle is stopped within 300 feet of a curve,
crest of a hill, or other obstruction to view, the warning device
in the direction will be placed to afford ample warning to
other users of the highway. In no case will it be less than 200
feet nor more than 300 feet from the vehicle. Vehicle emergency
flagshers will be kept flashing while the wvehicle is disabled.

(5) During times that lights are not required, red flags
or reflectors with flags attached will be placed as prescribed
above.

(6) When convoys or any components thereof must be
stopped under the conditions outlined above, the convoy commander
or perscn in charge will be responsible for ensuring that -
adequate guards or emergency warning devices are utilized.

4. Towed trailers will be connected to the towing vehicles by
means of two safety chains or cables, in addition to the tongue.
The chains or cables will be crossed and attached to the vehicles
near point of bumper attachment to the chassis of such vehicles.
The chain will be attached to the two bar at the point of
crossing or as close thereto as is practicable. Rear
lights/reflectors will be utilized.

5. Vehicles will be dispatched only when thev are completely
gsafe to operate.

3210. BASE BUS TRANSPORTATION

i. The BMTO is responsible for the operation of suitable motor
vehicles to maintain Base bus schedules, for their publication
and distribution, and for making schedule changes based on
passenger utilization and availability of funds.

2. Buges will operate from the BMT Motor Pool (Bldg 1407) and
will service the Hadnot Point, Naval Hospital, Rifle Range,
Courthouse Bay, Camp Geiger, Camp Johnson (Montford Point),
Onslow Beach areas and MCAS, New River. This service is
available to:
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a. Military personnel, and their dependents.

b. Civilian personnel, both appropriated and nonappropriated
fund employees, who possesgss valid identification cards of
civilian employment.

¢. Retired military personnel and their dependents.

3. The bus schedule will be published in a Base OQOrder.
Information relative to bus schedules may be obtained by calling
the BMT Dispatcher at 451-3537/3585.

4. Buses operating as part of the Base Bus System will stop only
at scheduled bus stops. Buses will not pickup or discharge
passengers outside the confines of MCB, or MCAS, New River.

5. If at any time drivers cannot maintain discipline on a bus
run, flag down the first military police wvehicle sighted and
request assistance in removing unruly persons from the bus. If
no military police are sighted, proceed by the most direct route
to Military Police Bldg 3, stop and sound horn until assistance
is received from the Military Police Desk Sergeant. Drivers will
comply with the same duties and responsibilities as School Bus
Operators as they apply to safety of passengers.

6. Recommendations for modification of Base Bus schedules or
requests for establishment of bus schedules will be made to the
BMTO and will include full justification, including number of
passengers per trip, time schedules and pickup and delivery
points.

3211. SCHCOL_ BUS TRANSPORTATION

1. Transportation for Camp Lejeune Dependents’ Schools children
living within the confines of the military reservation will be
provided by the BMTO. Buses will pick up only those children who
live beyond walking distance of the school, except in special
cases. Walking distance is defined as one and one half miles, as
established by NC State Law.

2. In addition, transportation will be provided to all special

education children when requested and approved by the
Superintendent of Schools.
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3. Only students living in officer housing aboard MCAS, New
River who attend Delalio Elementary School will be transported.

4. Rated passenger capacity of GME, including buses and those
vehicles utilized as school buses, 1is as follows:

Rated Capacity Maximum Load
Bus, 14 passenger 14 passengers
Bus, 28 passenger 35 passengers
Bus, 37 passenger | 48 passengers
Bus, 44 passenger 65 passengers

Truck, 1 ton, 4x2,
multi-stop delivery Metro 12 passengers

NOTE: All school children in the 5th grade and below will be
seated on the bus and may be seated three children per seat.

5. All children attending kindergarten will be transported to
school.

6. The Superintendent of Schools will submit regquests subject to
reimbursement to¢ the BMTO for such additional transportation of
school children other than scheduled runs as may be required
{such as, transportation to athletic events, transportation for
athletic teams, and other authorized school activities), in
accordance with current directives.

7. The time schedules and routings set forth in the approved
school bus schedules will be adhered to at all times, barring
breakdown of motor wvehicular equipment. Buses will pick up and
discharge passengers only at "Bus Stops" designated in school bus
schedules.

8. Any desired information regarding the operation of the school
buses may be obtained by calling the Superintendent, Camp Lejeune
Dependents®' School principals, or the Consolidated Public Affairs
Duty Officer.
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9. The BMTO is responsible for:

a. The operation of suitable motor wvehicles to transport
school children to and from the Base schools or other approved
schools.

b. The operation/maintainability of all school buses to
comply with state and local laws and regulations.

10. The Superintendent of Camp Lejeune Dependents' Schools is
responsible for:

a. The preparation of school bus schedules and for the
maintaining of schedules to meet requirements of the Camp Lejeune
Dependents' Schools. School bus schedules will be published as a
Base Bulletin.

b. The supervision of the school bus operator's training
program and the selection and training of personnel as operators.
Whenever possible, school bus operators will be 21 years of age.

c. The Superintendent of Schools will also provide
information relative to the opening and closing of schools and
will notify the BMT Operations Director of any changes in the
daily school schedule.

d. The dissemination of school bus schedules and routings to
school children and for making appropriate recommendations to the
BMTO for such modifications of school bus schedules whenever
required by changing conditions.

e. Assignment of children to the proper bus in coordination
with schoeol principals.

11. School Principals are responsibie for: The loading and
unloading of pupils at the schools. Buses will be loaded in the

reverse order of unloading with the children proceeding to the
rear of the bus as they are loaded. Each child will be assigned
to a numbered bus. Pupils shifting from one bus to another will
be allowed to do so only by permission from the principal and 1f
it does not cause overlocading of the buses.

12. Duties and Responsibilities of School Bus Operators
a. To know and observe all State, MCB and MCAS, New River

traffic rules, regulations and laws governing school bus
operations.
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b. To have the school bus under complete control at all
times. At any time a driver cannot maintain discipline on a
school bus run, proceed by the most direct route to the nearest
school, stop and socund horn until assistance is received from the
school authorities. All instances of misbehavior of students
will be reported to school authorities.

c. To observe at all times the speed limit governing school
bus operation. Maximum speed will be 45 miles per hour. A rate
of speed less than 45 miles per hour, which will ensure safe
travel, shall be observed when:

(1) The highway is crowded.-

{2) The weather is unfavorable.
(3) The road is unstable.

(4} Other hazards are encountered.
(5) As posted.

(:) d. The operator will not drive a school bus closer than 300
feet to another school bus, unless it is necessary to pass a
stopped vehicle.

€. The operator will not leave a school bus while the engine
is running.

f. The operator will not use a school bus to push another
vehicle of any kind.

g. The operator will bring the school bus to a full stop
before entering or crossing any highway, railroad, or any other
dangerous intersection or thoroughfare; and will not proceed
until safety ig assured.

h. All buses will be operated on the right hand side of the
highway or roadway at all times except when necessary to make a
left hand turn. Operators will indicate their intention for a
right hand turn at a minimum distance of 50 yards prior to
turning.
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i. The operator will not move the school bus while pupils
are entering or leaving it, and will see that all pupils are in
place on the bus and all doors are closed before starting the bus
in motion.

j. Backing buses on the school grounds or elsewhere will be
avoided insofar as practicable. Operators will not drive school
buses backwards until the horn is sounded and a responsible
person is assigned to guard the rear of the bus and safety is
assured.

k. The operator will not use the emergency door for loading
or unloading pupils except in an emergency and will make certain
that the emergency door is closed properly and in working order
before moving the school bus.

1. To admit or discharge pupils when the bus is stopped, the
operator will stop the bus on the right side of the road in the
regulaxr driving lane. The operator will not drive the bus off
the highway or road onto the shoulders of the roadway to admit or
discharge pupils.

m. The operator will see that the emergency door control can
be operated at all times.

n. The operator will adhere strictly to the designated and
approved school bus route, and will not add to or change the
established route or times.

0. The operator will be‘particularly attentive in keeping
the bus on schedule and will leave the school immediately after
dismissal. :

p. School bus operators will be clean and neat in
appearance. They will not use intoxicating beverages for at
least eight (8) hours prior to reporting for duty. Smoking and
the use of tobacco is prohibited; profane language is prohibited.

g. The operator will be understanding and patient towards
parents and school pupils.

r. The operator will take whatever steps are advisable and
necessary to safeguard the life and limb of each pupil and will
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supervise the activities of children discharged from the bus
until they have crossed the highway or road in safety or are
otherwise out of danger.

s. At no time will the operator permit pupils to cross the
highway or road behind the bus except in an emergency situation
and with an escort. The operator will not move the school bus
until it can be seen that pupils are out of danger.

t. The operator will display a flashing stop sign and
childguard at each designated stop, reporting all wviclators who
pass a stopped school bus to the BMT Operations Officer.

u. Buses will display school bus signs only when
transporting school children.

13. Duties and Responsgibility of Pupils

a. To cbey promptly and cheerfully the instructions and
orders of the operator of the school bus.

b. To observe proper decorum, while getting on or off and
while riding in the school bus.

c. To be at the place designated both morning and afternoon
ready to board the bus at the time shown on the posted schedule.
The operator is responsible for staying on schedule and cannot
wait for tardy pupils.

d. To help keep the bus clean, sanitary, orderly and to
refrain from damaging or abusing cushions or other bus eguipment.

Smoking, eating, drinking, or littering are not permitted in the

school bus.

e. To occupy the seat assigned by the operator or principal
and to refrain at all times from moving around while the bus is
in motion. :

f. To request the driver to stop the bus in case of personal
emergency.

g. To stay off the rocadway at all times while waiting for a
bus.
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h. To wait untll the bus has come to a complete stop before
attempting to get on or off. Pupils will line up so that smaller
children will be loaded first.

i. To leave the bus only with the consent of the operator.

j. To enter or leave the bus only at the front door, except
in cases of an emergency.

k. To keep head, hands and feet inside the bus at all times.

l. To cross the highway or road, if necessary, after leaving
the bus in the following manner.

(1) Make certain that the bus is stationary, the door is
open and the stop signal is extended.

(2) Cross in front of the bus within sight and hearing of
the operator, loock both ways and stay out of the line of traffic
until the path across the roadway 1is free from any danger.

(3) Upon signal from the operator or from a personal
escort, proceed across highway or road. e

m. To show identification card te the bus operator and/or
monitor upon request. In cases where the pupil does not have an
ID card, the pertinent information will be given orally.

14. Parents are responsible for:

a. Having the children at the bus stop five minutes prior to
scheduled loading time and ready to board the school buses
promptly in order to aid the bus operator in maintaining bus
schedule.

b. Not delaying buses by holding conversation with the
operators. Report complaints or suggestions to the CLDS
Superintendent.

15. Discipline

a. Parents are responsible for adequately instructing their
children regarding proper conduct at all times while aboard
school buses. In particular, it is emphasized that children must

o
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obey all instructions issued by the Superintendent of Schools,
Principal and school bus operators. With regard to maintaining
discipline and enforcing safety measures, the school bus operator
ig the final authority, while operating the bus.

b. All violations of school bus regulations on the part of
students will be reported fo the Superintendent of Schoolsg for
digciplinary action. Should a student be involved in a second
major violation of a nature which impairs the safe operation of
the school bus, such student will be barred from riding the bus.

¢. Parents will be held responsible for and required to
reimburse the government for all damages caused to a bus by their
‘child.
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CHAPTER 3
BASE MOTOR TRANSPORT DIVISION

SECTION 3: ADMINISTRATIVE

3300. GENERAL

1. All reguired MT reports concerning GME eguipment emanating
from MCR activities will be coordinated with the BMTOC.

2. The BMTO will publisgh such directives as are necessayy for
the proper management and operation of GME.

3301. MARKING AND PATNTING OF GME EOUIPMENT

1. Marking and painting of GME sguipment assigned to MCE will be
in accordance with the provisiong of current edition of MCO
P11240C.106.

2. Tactical markings will not be placed on administrative-use
vehicles, including those MCB wvehicleg assigned to MARFORLANT
units while in garrison.

3. Vehicle distinguishing plates, other than those authorized
for flag officers, area commanders and special staff officers are
prohibited. Organizations having vehicles reguiring
administrative marking tags {(such as Military Police, Base
Maintenance, Fire Department), will reguest authorization to
install such tags from the CG, MCB (Attention: BMTO). Such
identification tags, when approved, will be white with black
lettering of uniform size, 7 by 9 inches and will be placed on
the front and rear bumpers of the vehicles. Under no
clroumstances will these tags be placed in front of the radiator
80 ag to interfere with the ailr circulation to the c¢ooling system
of the vehicle.

3302. ROAD INSPECTION OF VEHICLES

1. The BMTO will reguest periodic inspections of all GME
ecnulpmant while in operation or at the using unit, or on the
road.  Readmasters will stop and inspect vehicles to determins

Lk
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the mechanical condition and to check the driver's compliance
with current operation and preventive mainfenance instructions.

2. An inspection form noting all discrepancies found will be
completed for each vehicle inspected. One copy of this form will
be forwarded by the BMTO to the CO or CIC of the unit to which
the vehicle is assigned.

3. Corrective action will be initiated by the activity
responsible for the vehicle. All forms will be returned within
1C¢ days after receipt to the BMTO.

3303. FUNDING RESPONSIBILITIES

1. The BMTO is regponsible for funding for maintenance and
operation for all administrative-use equipment and tactical
equipment used in lieu thereof which is assigned te MCB and MCAS,
New River, less those assigned to MARFORLANT units for garrison
support.

2. The use of commercial credit cards for purchase of commercial
petroleum products and services is authorized whenever
"over-~the-road" trips are made with administrative-use vehicles.
Supplies and services which may be purchased are as follows:

a. Self service pumps only may be used when purchasing
regular grade or lead free gascoline (premium grade for emergency
vehicles only), diesgel o0il, regular and premium grades of
lubricating oil, lubrication services, o0lil filter elements, air
filter service, tire and tube repalrs, battery charging, mounting
and dismounting chains, permanent type anti-freeze, emergency
replacement of defective spark plugs, fan belts, windshield
wipers, lamps and other emergency repalrs, known in the
automotive trade as “Road Services®.

b. Subject to specific approval in each instance,
replacement tires and tubesg {old tires to be returned to BMT),
batteries, wrecker services, and other automotive products
obtainable from a zervice station may be purchased. Authority
for these purchases must be zpproved, in advance, by calling BMT
collect, 451-5608 during working hours and 451-3585% afrter working
hours.

Lt
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3. A service station delivery receipt attesting to each purchase
and indicating the following will be submitted to BMT Maintenance
Branch, Rldg 1502 or Operations Branch, Bldg 1407, upon
completion of each "over-the-road" trip:

a. Registration number of vehicle receiving the service.
b. Current speedometer reading.
¢. Quantity, cost and type of POL or services received.

4. Name, rank, serial number and organization cof vehicle
operator.

4. Any coperator of a govermment vehicle reguiring service or
repairs other than those listed in paragraph 3 above will call
BMT collect, at 451-5608 during normal working hours, or 4£51-3585
after normal working hours. IN NO CASE WILL THE U.S. GOVERNMENT
NATIONAL CREDIT CARD BE USED TO PURCHASE FOOD, LODEING OR
PERSONAL TTEMS.

5. The U.5. Naticnal Credit Card for commercial vehicles can be
obtained from the BMT Production Contrel Office, telephone
451-5%167 during normal working hours; after 1630, Saturdayvs,
Sundays and holidays the credift card may be cobtained from the
Duty Dispatcher, BMT Operations Division, Bidg 1407, telephone
451-3585. MCAS, New River, can obtain the U.S. National Credit
Card from MT Operations, Bldg ASL19, MCAS, telephone 450-6843
during normal working hours.

3304. RECORDS AND REPORTS .

1. The DD Form 1170 (Motor Vehicle Utilization Report}) or NAVMC
10627 will be utilized for dispatching Class "C" assigned
vehicles. Vehicles on Class "A" and "B asgignment are not
reguired to utilize a trip ticket unless they are dispatched
outside the confines of Camp Leijeune. When utilized, the DD Form
1970 will be completed in accordance with current regulations and
retained for 30 days. Operators of cranes and wreckers shall
perform z daily inspection of their assigned sguipment. This
form shall be attached to and filed with the trip ticket.
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2. The NAVMC 10031 (Daily Dispatching Record of Motor Vehicles)
ig to be used for recording all items of eguipment that are
required to be dispatched. When utilized, it will be initiated
and maintained by the dispatcher and will list, in daily
chronclogical order, all items of egquipment released from the
Motor Pool. Organizations having vehicles and eguipment on Class
“A" and "B" congignment are not ragquired to utilize the NAVMC
10031 unless the area of operation regquires travel cutside the
confines of Camp Lejeune. The NAVMC 10031 will be retained for
one year.

3. Vehicle and equipment utilization data is required to be
reported to BMT on a monthly basis. Automatic data processing
utilizaticn report sheetg are available from BMT three davs prior
to the end of each month. Reports are to be completed and
returned to BMT prior to the close of business on the first
working day following the month.

4. RO's having GME on consignment from BMT are responsible for
the proper use and retention ¢f the DD 1870 and NAVMC 10031 forms
in accordance with current regulaticns, and for the timely
submigsion of utillizatiocn data.



STANDING CPERATING PROCEDURES FOR BASH LOGISTICS

CHAPTER

BASE MOTOR TRANSP

3

ORT DIVISION

SECTION 4: GME OPERATING REGULATIONS

3400. GENERAL. The operators of GME will comply with all
tate, local and federal
civilian authorities, as well as military authorities.

traffic regulations prescribed by s

3401. SPEED LIMITS

1. Maximum speed limits for GME are established as follows,
except for areas where speed limits are otherwise posted:

Vehicle Tvpes

Sedans and station wagons
Trucks thru 5-ton

Trucks over 5-ton

Buses

School buses

School actiwvity bus

Tractor semi trailler

Tractor semi trailer {low bed)
Truck, mounted crane

Scooters

Material Handling BEquipment
Electric Motor Driven Scooter
Wreaecker

Maximum Speed
Limit on Base

55
55
55
55
45
45
55
45
25
25

7
10
40

Maximum Speed

Limit off Rage

posted speed
posted speed
posted speed
posted speed
45
45
posted spesad
55
25
Not Permitted
Not Permitted
Not Permitted
40

Maximum speed in reverse will never exceed three miles per hour.
Maximum speed limit on unimproved roads or cleared trails,

whenever the use of such roads ig authorized,

ig 15 miles per

hour, except for areas where lower gpeed limits are posted or

reguired.

2. No person will drive a vehicle at a greater speed than is
reazonable and prudent with dus regard for traffic, road

surfaces, weather conditions and width of the roadway. Under no

clircumgtances will vehiclies be driven abt a speed which will
damags the vehicle or endanger the safety of persons or properiy.

LA}
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2. Military Police vehicles may not exceed the posted speed
limit by more than 10 miles per hour and in no case sxceed a
speed of 65 miles per hour. Administrative-use fire apparatus
vehicles are limited to a maximum of 35 miles per hour in
industrial, residential, or other areas of a like nature and/or
where perscnnel are riding in a "hanging on” or standing
position.

4. COther non-tactical emergency type vehicles, when on an
emergency run and when operating proper warning devices, may not
excead the maximum posted speed limits.

5. All sccooters and material handling equipment are restricted
o the confines of MCB, Camp Lejesune and MCAS, New River and will
not be operated on public highways.

3402. PASSENGER CAPACITIES. Government vehicles will not be
loaded in excess of the authorized passenger capacity {(see
paragraph 3011.4 for buses).

3403. VEHICLE PASSENGER AND CARGO RESTRICTIONS

1. Administrative-use trucks being used to transport personhnel
will be eguipped with side rails, covers and sgseating facilities
ags appropriate. No person will be permitted to ride on tailgate,
on the side, on the running board, or on any exposed part of a
vehicle. No passenger will be permitted to ride in any type of
vehicle in such a manner that any part of the person's body,
eguipment, or weapon will protrude beyond the exterior of the
body of the cab of the vehicle. Passengers riding in vehicles
with canvas tops or curtainsg will not lean their person or
aquipment against the canvas in any manner which will extend the
canvas outward.

2. Activities ubilizing busesg to Lransport troops will appoint a
responsible person to take charge of personnel being transported
onn each bug. The person so designated will ride in the bus and
will be responsible for assuring that personnel refrain from any
tvpe of malicious damage to the vehicle and that proper decorum
ig maintained. Items like 782 gear or weapong are not to be worn

[#]
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or. the buses but shall be properly stored to preclude damage from
thess objects in the event of emergency stops. Opening the
emergency doors of buses is prohibited at all times except when
required to leave the bus as a result of fire, accident or other
gimilar emergency.

3. Transporting of personnel in the bed of a dump truck is
pronibited.

4. GME will transport only authorized personnel. Civilian
personnel, except authorized government employees will not be
transported in a government vehicle without approval of the CG.

5. Military personnel, their dependents possessing a valid
identification card, and civilian employees are authorized to use
the Base Shuttle Bus.

6. GME will not be utilized to load or unlcad cargo directly
from shipside. Such cargo must be staged and then loaded onto or
unloaded from sghips or veshicles.

7. GME with the exception of Material Handling Equipment (MHEE)
will not be operated on warehouse loading ramps.

3404, ACCIDENT REPORTING REQUIREMENTS

1. The operator of an administrative-use vehicle inveolved in an
accident will take action as follows:

a. In cases involving another vehicle or individual, stop
immediately and render such assistance as may be warranted or
necessary.

b. Take precautions to prevent additional accidenits by
placing flares or other warning devices and posting personnel to
direct traffic.

c. Immedistely notify the proper Accident Investigation
Section, PMO, MCR, Camp Lejsune or the MCAS, New River, as
applicable and the BMT Operations Cfficer, 451-3585.

Lok
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d. GEnsure that the vehicle is not moved from the scene of
the accident until directed to do so by the accident invesgtigator
or unless it is necessary to clear a traffic line or transport an
injured person to an aid station.

e. F1l1 out Standard Form (3F) 91, Revised (Operator's
Report of Motor Vehicle Accident).

f. Refrain from making oral or written statement to
claimants or their agents.

g. Deliver a complieted SF-91, Revised, to the BMTO, Bldg
1502, ASAP following the accident.

2. In the event of injury to the operator of a government
vehicle in an accident, any member of the armed forces or civil
service employee who is present and was a withess to the accident
should comply with the accident procedures set forth above.

3. If an accident occurs off the MCB or MCAS, New River and the
Investigation Section, PMO cannot be notified, the state and/or
local police authorities will be contacted and reguested to make
an appropriate investigation.

4. It will be the resgponsibility of the CO, 0OIC, department
heads and/or division heads of units/organizations utilizing GME
while in garrison to make an immediate report to the parent
organization and follow-up with an informal or formal
investigation if reguested by BMTO.

3405. DISABLED GME

1. In the event of a breakdown, comply with the instructions as
detailed in paragraph 7011 of this Manual if within 25 miles of

Camp Lejeune. If not feasible, then operaters will initiate the
following action:

a. Comply with the instructions as detailed in paragraph
611 of this Manuval if within 125 miles of Camp Lejeune. If not
eazgible, within a radiug of 12% miles of MCE, and MCAS, New
River, call collect to BMT, telephons 451-5608 during normal
working hours and 451-3585 after hours and on weekends for
instructions.

5
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b. Bevond a radiug of 125 miles of MCRB and MCAS, New River:

(1} Minor repalrs cof less than $100.09 can be
accomplished by utilizing National Credit Cards.

(2) If a military installation is not accessible and the
repairs cannot be accomplished by use of a National Credit Card,
the vehicle operator will contact the nearest garage capable of
accomplishing the repairg. The vehicle operator will then
telephone, collect, the BMT Operations Director, 451-3585, and
provide the following information:

{a) Cause of breakdown.

{b) Estimated cost of repairs.

(¢) Name and address of facility.

(d) Estimated time to complete repalirs.

(e) Reqgquest authority to exceed $£100.00 repair
limitation and/or instructions.

2. OME will not be recovered except by an administrative-use
wrecker and a towbar or similar connection will be used. When
towing, both wvehicles will be complefely stopped before they
uncoupled and, if necesszary, wheels will be blocked. No person
will go between vehicles to unccuple them until it is certain
that both vehicles are fully stopped.

3406. QPERATOR'S RESPONSIBILITIES

1. The operator of the GME is responsible for the safe operation
of the vehicle and for the safety of the passengers and cargo.
Should a passenger refuse to comply with the safetv instructions
of the activity or the instructionsg of the vehicle operator,
he/she will proceed to the nearest telephone and immediately
report the incident to the BMT Operations Director, as
appropriate, telephone 451-5608/5375, and reguest instructions.

2. The operator of GME responsible for the safekeeping and
maintenancse of all tools and accoessories that are asgligned to the
vehicle,
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3. No person will operate GME unless in posgsession of a valid
state license or SF 346, U.S. Government Motor Vehicle Operator's
Identification Card and Driver Improvement Card if younger than
26 vears of age. An operator will not operate a government
vehicle of a capacity greater than that for which licensed.

4. Personnel operating GME who are required to utilize the Motor
Vehicle Utrilization Record, DD Form 1970, will complete the form
in its entirety.

5. The operator of GME will ensure that the vehlcle being
operated contains an Operator's Report of Motor Vehicle Accident,
Standard Form 91.

6. Except for extreme emergencies, where no relief is available,
the operators of administrative-use vehicles will not be required
nor permitted to perform driving duties for long period (in
excess of 10 consecutive hours). Except for short hauls,
operators will not be required to perform driving duties after a
Fatiguing day's work.

7. An operator will not operate GME when impaired by fatigue,
illness, drugs or while under the influence of alcochol, or when
ctherwise physically unfit.

8. Operators of GME will not eat, drink, or use tobacco products
(smoking, chewing, etc.) while coperating the vehicle.

2. Operators of GME are reguired to perform driver's
maintenance, which ig defined for the purpose of this Manual as
follows:
a. Check for presence, danmage and pilferage of equipment.
b. Check for leaks and condition of belts and hoses.

. Check oll, water, fuel and anti-fresze.

&, Check instrument panel 6 ensure that all instruments and
lights are in geod working order.

Ok

&, heck brakes, clutch, steering mechanism, light
veflectors and drain aly tanks.
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£f. Check tires for damage, wear and proper inflation.

g. Remove and replace defective, unserviceable or flat
rires. Tires should be replaced whenever the tread is less than
2/32" in order to salvage tire sultable for recapping. Check all
wheel lugs for tightness.

k. Clean inside of vehicle daily. This includes the c¢ab and
bed of trucks and scooters.

i. EKeep outside of vehicle clean. Wash vehicle at least
weekly, weather permitting.

i. An operatory 1ls reguired to report any and all
discrepancies in the remarks section of DD Form 1970 and/or to
rhe appropriate supervisor from which the vehicle is dispatched.

k. Operators of GME will remove the keys whenever the
vehicle is unattended.

1. The operator of a loaded truck equipped with dual wheels,
that has been digpatched beyond the normal operating radius (75
miles) from Camp Lejeune will stop at least once between point of
origin and destination, and inspect the vehicle lcoad and check
for flat tires.

m. Prior to mating the tractor to the semi-trailer operators
willl inspect the king pin and fifth wheel plate for damage ox
deformity. In the event damage is suspected, eguipment will be
deadlined untill released by BMT maintenance personnel.

3407, BACEING GME. No operator will back a vehicle until such a
maneuver can be made safely. Operator will sound the horn prior
to backing. When it is determined that the vehicle cannot be
backed safely, the operator will not move the vehicle until
assistance can be obtained.

3408, IDLING OF VEHICLE ENGINE. When GME is stationary, the
engine will not be operated for a pericd of more than one minute
axcent in cases of maintenance and smergency vehicles, as
raguirad,

iad
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3409, SAFFE DRIVING DISTANCES AND DRIVING IN THE PROPER TRAFFIC
LANE

1. The Operator of GME will not follow another wvehicle at a
istance that is not reasonable or prudent; and will have
appropriate regard for the relative speed of the vehicle, and the
amount of traffic, weather conditions, and the condition of the
highway, visibility, and the type of vehicle directly ahead.

2. The cperator of GME will not follow another wvehicle so
closely that precludes stopping safely and easily if the vehicle
ahead should make an emergency stop. Apply the three second rule
and adjust speed and space accordingly.

3. Bus and tractor-trailer operators will never follow another
vehicle, especially another bus or tractor-trailer, closzer than
100 feet in the same lane and on the open highway, with the
exception of school buses (paragraph 3011.12 applies).

4. Operators of GME will always drive to the right and remain in
the right hand lane except when left turns on a dual highway or
when passing a slower moving vehicle or parked vehicle.

3410, STOPPING ON A GRADE. When parking on a grade, the
operator of GME will, in additicn to setting the parking brake,
place the vehicle in low gear or put the gearshift selector in
the "park® position. In addition, if parking downgrade, turn the
front wheels sharply toward the curb. I parking upgrade, on the
right side of the road, turn the front wheels te the left; if on
the left hand side of the road, turn the front wheels to the
right.

3411. RQOUTES OF TRAVEL. The operator of GME which has been
dispatched to a destinaticon will proceed and return over the most
direct route to and from that destination. The only public
highway authorized for the movement of semi-trailers are:

Highway 24, 17, Z10, and 172 for access to training areas and the
Rifle Range; Highway 24 to Hibbs Road (3 mile road) to Highway 70
to Cherry Point; Highway 24 to Morehead City Port: and Highwavy

72 and 17 to Wilmington Ports. Public highwavs not listed
herein shall not be ubtilized without prior aspproval of the Base
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Moto: Transport Officer. The following roadways, because of
their narrowness, will not be utilized by GME.

Tiney Grzen Road from Highway 24 to Highway 17 North

tzar Creek/Queeng Creek Road from Highway 172 to Highway 24
cutoff bhetween Highway 24 and Route 70 to Cherry Point

i85 mile road)

3412. FUELING VEHICLES

1. GME will not be fueled in a closed building.

2. Operators will turn off engine and lights while taking on
fuel.

3. Smoking or lighting of matches or lighters is prohibited
within 50 feet of the fueling point.

3413. FIRE EXTINGUISHERS. The following GME will be equipped
with fire extinguishers: {(a) truck tractors; (b} buses and other
vehicles carrving 10 or more passengers; (c) ambulances; (4)
police and patrol wvehicles. Vehicles carrving ammunition,
explosives, compressed gas, fuels and other dangerous articles
must be eguipped with two fire extinguishers weighing 10 lbs.
each or the eguivalent therecf, containing potassium bicarbonate
type powder {(purple-K-powder)}. All fire extinguishers will bhe
checked daily to ensure that the powder has not hardened and that
the cartridges have not ruptured. Fire extinguishers are the
responsibility of, and will be provided by, using units.

3414, SAFETY BELTS. All personnel operating or riding in Marine
Corps motor vehicles eguipped with seat belts must wear the seat
belts whenever the vehicle is in motion.

3415, HNARCOTICS, AWMPHETAMINES, AND OTHER DANGEROUS SUBSTANCES.
No person shall operate, or be in phvsical control of, a motor
vehicle while he or ghe isg in possession of, under the influence
cf, or using any of the following zubstances:

a. A narcotic drug or any derivative thereotf.
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L. An amphetamine or any formulation therecf {including, but
not limited to, "pep pills”™ and bennies).

¢. Any other substance, to a degree which renders the
cperator incapable of safely operating a motor vehicle.

d. This action does not apply to the possession or the use
of a substance administered to a driver by or under the
instructions of a physician who has advised the driver that the
subgtance will not affect a person's abllity to operate a motor
vehicle,

3416. INTOXICATING LIQUOR. No person shall consume alcohol
within eight hours, prior to going on duty, while on duty, or
while operating or phyeically controlling a motor vehicle.
Furthermore, no person shall possess an alcoholic beverage while
operating or physically controlling a motor wvehicle.

3417. APPREOPRIATE ATTIRE. Military and civilian personnel are
responsible for ensuring that the same high standards of dress
and appearance are met when utilizing government owned vehicles
and transportation. Following are examples of appropriate
attire:

a. Military attire - uniform of the day.

b. Civilian attire - clothing that meetg the standards of
safety, decency, neatness, and cleanliness. (lothing which is
torn, ragged, excesgively dirty, revealing, or closely related
with drugs or other illegal activities is consgidered
inappropriate and shall not be worn.

3418. CERTIFICATE OF LIMITED BEPORT. When requested, in lieu of
a formal investigation, a limited report describing the details
and circumstances concerning an accident should be used. The
iimited report will take the form of a certification (see figure
2-1). A limited report may be made when an incident involves an
actual or potential claim against the U.8. for property damage
only, and the total amount likely to be paid te the claimant doss
not excesad $5,000.00. Where this monetary figure may bs
exceadad, but the circumstances indicate an abbreviated report

~46
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would preserve the facts and protect the Government's claims
interests, approval to submit a limited report may be sought

from Naval Legal Serviceg Office, Naval Base, Norfolk, Virginia
23511 (phone (8(G4; 444-73148/1448; DSN 564-1448).
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CERTIFICATE OF LIMITED REPORT FORMAT
(Government Vehicle aAccident)
{Property Damage only - No injuries)

This report is made of my investigation into the circumstances of
the described accident:

DATE, TIME, PLACE OF ACCIDENT:

GOVERNMENT PROPERTY INVOLVED: (Description, including GOV#)

Operator: {Full name, rank, S5N, duty gtation, phone number)

Passenger({s) : {Full name, rank, 83N, duty station, phone number)

bamage to Government property: {Describe - Moderate Disabling
Demage to Left Front Side and Undercarriage):

PRIVATELY OWNED VEHICLES and/or PROPERTY INVOLVED: Description:
{Make, model, vear, type - include VIN & State Registration
Numbers)

Owner: {Name, address, Phone#)
Operabor: {if different than owner; name, address, phone #)
Passengeri{s}: (Full name, addresg, phons numbar)

Figure 3~1.~--Certificate for Limited Report
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DESCRIPTION OF ACCIDENT:

WITNESSES : {Name, address, phons number):

GOVERNMENT EMPLOYEES ACTING WITHIN THE SCOPE OF THEIR EMPLOYMENT:
Yes

No (Explanation, including the identity of the
cperators/emplovees, must be included in the
DESCRIPTION QF INCIDENT section above)

POLICE INVESTIGATED:

No

Yes

Military Authorities

Civilian Authority (Identify Officer, Badge #, Agency)

]

ARRESTS MADE/CITATIONS OR SUMMONS ISSUED/CHARGES PREFERRED:

No

Yegs (Identify who, nature of offense, final result) -
Example: GOV Cperator issued citarion for failure to
vield, improper turning

GOVERNMENT LIABILITY FOR ACCIDENT:
No (Non~federal operator at fauln)
Yes (Federal operator at fault)

RECOMMENDATION CONCERNING CLATMS:

That claims against the U.S. Government are not likely
That any claims against the U. §. Government be honored
That the U. &. Government pursue an affirmative «laim
against the at fault non-federal operator/third party

Al

tis report is prepared in contemplation of litigation and for
e express purpose of assisting attornevs representing the
nteregt of the United States.

Figure 2-1.--Certificate for Limited Report
Continued
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ENCLOSURES: DOD Incident/Complalint Report
Police Report (Civilian)
LTI/Damage Estimates
Witness{es) Statement)

SF 91

SF 91la

SF 95

Other

L

{—
(o
(.
-
(—
(e
(L
S

INVESTIGATING OFFICER:

{(Signature w/name and rank)

{(Date)

FIRST ENDORSEMENT: Approved/Disapproved/Other:

Other Action Taken/Recommended/Directed by Commanding Officer:

{(Commanding Officer; {Date)

Figure 3-1.--Certificate for Limited Report
Continued
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CHAPTER 3
BASE MOTOR TRANSPORT DIVISION

SECTION 5: VEHICLE OPERATOR'S PERMITS {(OF 346)

3500, EXAMINATION AND LICENSING OF GME OPERATORS

1. U.S8. Government Motor Vehicle Operator's Identification Card
(OF-346) is no longer reguired when operating U.S. Government
owned or leased motor wvehiclegs under 10,000 1lbs gross vehicle
welght (GVW) so long as the operator possesses a valid State
Driver's License. However, a OF-346 is required for vehicles
greater than 10,000 lbs gross vehicle welght (GVW) all special
use vehicles.

2. The term "civilian employvees” as used herein includes
civilians on the active rollsg of the MCR, Camp Lejeune.

3. The BMTO, as Fleet Manageyr, ig responsible for all aspects of
the GME Licensing Program. Personnel will receive initial
testing from BMT and be trained by thelr respective organizations
in accordance with the MCB learners permit packet. Final testing
and licensing rest with BMT. Unit MTO's/CO's/supervisors shall
certify, on the application for Government Vehicle Operator's
Permit, that the individual has been trained and qualified in the
operation of the vehicle for which a license is being requested.
Alteration of a license by personnel other than those assigned to
the Licensing Section of BMT shall cause it to become invalid.

4. The BMTC will issue, suspend and revoke Government Operator's
Permits and maintain current records of all operator's permits
for MCB and MCAS, New River personnel, to include personnel
agsigned to MT Schocl, Marine Corps Service Support Schools
(MCS58) .

5. The U.5. Government Motor Vehicle Operator's Identification
Card (OF 346) for military personnel normally expires three vears
from date of issues and will be issued/renewed in accordance with
current editicns of MCO PI1Z40.106, MCO 11240.648 and TM
11240-15/3. The expiration date of the 0OF 346 for civilian
personnel will be four yvears or the expiration date of the N
State Driver's License, whichever comes £irst.
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6. Valid unexpired operator’'s permits will be satisfactory
evidence of gqualifications to operate military wvehicles of type
indicated on the permit. This cannot be used in lieu cof a
driver's license reguired by state or local laws for private
vehicles.

7. COs will ensure that perscnnel applyving for Government Motor
Vehicle Operator's Identificatlion Cards are fully instructed in
the operation of the vehicle examination are to be conducted,
that they have read and understand the appropriate sections of
current Base regulations pertaining to the operation of motor
vehicles and that each civilian and civil service emplovee
possesses a valid operator's license issued by the State of NC.
All training must be completed prior to examination by the
Licensing and Training Section, BMT. Personnel undergoing
training in the operation of GME will be accomplished by a
gualified and government licensed operator at all times.
Vehicles utilized for driver training will display a sign
"STUDENT DRIVER™ on the front and rear. COs will ensure that
military personnel under the age of 26, applying for a driver's
license will have completed the defensive driving course and or a
drivers improvement course.

8. A completed OF 345 (Physical Fitness Inquiry for Motor
Vehicle Operators) is regquired of all applicants for initial and
renewal of Government Vehicle Operator (GOV) permits. Detailed
physical examinations are reguired for certain permit
classifications. The medical examiner will certify the
applicant's fitness to operate those classifications. Applicants
whose medical history (OF 345) indicate anything cother than poor
vision or poor hearing should be referred for medical evaluation.

9. U.8. Government Motor Vehicle Operator’'s Identification Card
(OF 346). Will be issued to gualified personnel, and if
qualified, personnel reguired To operate material handling
equipment only will be examined and licensed in accordance with
instructions contalned in DOD 4145.19-R-1, Storage and Material
Handling Manual. This permit will be stamped "RESTRICTED" across
the face and will not be valid for the operation of any cther
type motor vehicle equipment.

a. Submission of applications for Material Handling
Equipment Operator’s Identification Card will be in accordance
with pavagraph 12 on page 3-53.
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b. Phvsical Fitness Regulrementis

(1) A physical examination will be given by a medical
examiner. Applicants for Material Handling Bquipment Operator’s
Permit must have 20/30 vision in each eye, with or without
correction. Persons with sight in one eye only can operate
industrial tractors (warehouse tractors) in open areas, not in
warehouses.

{2) Physically handicapped applicants are acceptable as
operators where, in the opinion of the examiner, they c¢an perform
the duties that are reqguired.

16. Porwarding of Examinations. Results of all examinations
will be forwarded promptly to the COs of affected personnel and
will be entered in the service record book of those concerned.

In the case of Civil Service employees, results of examinations
will be forwarded to the Civilian Personnel Officer for inclusion
in the employee's official record. Results of the examination of
other civilian employvees will be forwarded to the CIC of the
appropriate section.

11, Failure to Qualify for Government Motor Vehicle Operator's
Identification Card (OF 346). The applicant may return anytime
within the next eight weeks for re-examinatlon. Application for
those individuals to complete the licensing process will be
destroved after gpecified eight week period.

12. Submission of Applicants for Government Motor Vehicle
Operator's Identificaticn Card (OF 346)

a. C0s or supsrvisors will submit for NAVMC 10846 (Rev
8-90), Application for Government Motor Vehicle Operator's
Permit, in duplicate. All blocks 1 through 17 will be completed.
A completed OF-345 (Physical Fitness Ingquiry for Motor Vehicle
Operatorg) will accompany the NAVMC 10946 (Rev 8-90) (Application
for Government Motor Vehicle Operator’s Permit) and be forwarded
to the BMTO via the G-4/MTC, of the maior subordinate commands.

b. Reguesting units from MCB, 2d Marine Divigion, 2d Force
Service Support CGroup, or 2d Marine Aircraft Wing units based at
MCAS, New River, will screen the applicaticons and evaluate them
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from the standpoint of previous driving records in light of prior
violations and ascertain if the individual ig qualified in all
raegspects to operate an GME.

c. When submitting Form NAVMC 10946 (Rev 8-80),
{Application for Government Vehicle Operator's Permit), it is
requested that all blocks 1-17 be completed.

13. Renewsls and Scheduling of Examinations

a. Reguests for personnel to be examined for renewal of
Government Motor Vehicle Operator’s Identification Card should be
submitted so as to reach the Licensging Unit two weeks prior to
the expiration date of the old card. Requests for personnel to
be examined for initial identification card or tec operate
additional wvehicles will be handled in the order in which
received.

. The scheduling of examinations and notification of COs
after the requests for examinations are received by the Licensing
Unit reguire approximately one to twe weeks as affected by the
backlog of personnel awaiting examinations. Because examinations
for all personnel to be examined must begin simultaneously, COs
and/or CICs of personnel to be examined are responsible for
personnel reporting promptly at times and dates designated.

¢. CO0s will notify the Licensing Unit, 24 hours prior to
the time of examination of any perscnnel unable to be present for
a scheduled examination.

d. When personnel fail to report for examination as
scheduled and the Licensing Unit has not been notified as set
forth above, a report will be submitted to the Marine's unit in
the case of military personnel and to the appropriate supervisor
in the case of civilian personnel.

e. The Licensing Unit will reschedule examinations without
the resubmisgsion of an application (NAVMC 10946) when requasted
by the C0O or appropriate supervigor within two weeks from the
date first scheduled for sxamination. If the applicant has not
been rescheduled for an examinatlion within this period, a new
application (NAVMC 10946 and Physical Fitness Inguiry for MT
Cperators {OF 345%) must be submitted.

fad
i
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14. Dpuplicate Operator's Identification Card. Requests for
duplicate Operator's Identification Card will be submitted on

form NAVMC 10846 (Rev 8-30), in duplicate, in accordance with
paragraph 12 herein, accompanied by certificate signed by the
appropriate official indicating that an entry has been made in
the applicant's official record to the effect that a Government
Motor Vehicle Operator's Identlification Card and effective dates
thereof has been previocusly issued. In the absence of this
cartification by the appropriate official and/ocr an entry in the
official record of the applicant, a reguest for examination for
initial issue of OF 346 will be submitted.

15. Availability of Special Eguipment

a. Organizations regquesting personnel to be examined for an
operator's identification card for emergency or other specialized
vehicles will make such equipment available at the time and place
of examination. Vehicles will be returned to the cperating unit
immediately after examination is completed.

b. Whenever a backlog of operators awalting examination
exists in any MCE organization, the head of that organization
will arrange directly with the BMT Licensing Section, telephone
451-5273, for additional examining time.

16, Adverse Action Against Militarv Personnel and Civilian
Employees. Adverse action (revocation of license, suspension,

reassignment or discharge) may be taken against military
personnel and civilian emplovees in accordance with current
editions of RPM/CMMI 752 and BO P5560.2; as appropriate.

17. The MCB, department head or division head will sight check
each civilian employee's State Operator's License and OF 346 at
leazst gemi-annually to determine that such licenses are current,
valid and in the individual's possession.

3501. QUALIFICATION FOR EXPLOSIVES MOTOR VEHICLE OPERATQORS. No

person, militarv or civilian, shall be permitted to operate a
Government wvehicle transporting ammunition, explosives or other
dangerous material unless the reguirements as set forth in NAVSEA
OGP 2239 {5 Rev), are complied with and the operator has been
designated an "Explosives Driver.” Operators gualified to
transport dangerous cargo must possess a doctor's certificate and



3502 STANDING OPERATING PROCEDURES FOR BASE LOGISTICS

a OF 345, on which is noted "Explosives Driver.® This
notification will be made and signed by BMT whenever reguested by
unit commander and after ensuring that the operator is s0
gqualified. Careful selection of mature, dependable personnel is
esgential.

3502. RECORDING QF OPERATOR'S PERMITS, ACCIDENTS AND/OR TRARTIC
VIOLATIONS

1. Upon completion of the licensing procedure, the licensing
examiner will forward one copy of form NAVMC 10846 (Rev 8-90)
(Application for Government Vehicle Operator's Permit, OF 346) to
the Marine's unit, (or the Civilian Personnel Office in case of
civilian persomnnel) of perscnnel who have been issued operator's
permits in order that an appropriate entry may be made in the
gservice record book of personnel concerned. One copy of NAVMC
10846 {Rev 8-90) and OF 346 will be retained by the licensing
gsection, BMT.

2. The License Examiner will record all traffic viclations and
accidents and action taken in the individual driver history file.

3503. RETURN QF OF 346 T0 APPROPRIATHE MILITARY QFFICER.

Military personnel, upon separation from the service, may retain
thelr OF 346 provided the words void upon release of active duty
are overstamped or otherwise legibly marked on the front and back
of the form. Civillan personnel will surrender OF 246 upon

separation from the Government Service to Licensing Section, BMT.

3504. APPLICABILITY QF CHAPTER 6. The provisions of chapter 6
of this Manual apply to all personnel, civilian and military,
operating administrative use motor wvehicles, or tactical vehicles
used in lieu therecof, within the confines of MCB, Camp Lejeune,
that are procured from either eppropriated or non-appropriated
funds, (i.e., vehicles obtained by non-appropriated funds are
those procured for, but not limited to Special Services, Marine
Corps Exchanges and Messes). These vehicles are reguired to have
asgigned a military registration number and, in some casas, state
license plates. Military personnel operating vehicles obtained
from non-appropriated funds, which are required to display gtate

£
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license plates, will be required to have in thelr possession a
valid State Motor Vehicle Operator's License in addition to the
CF 346.

3505, SPECIAL TINSTRUCTIONS

1. The Motor Vehicle Operator's Identification Card will not be
laminated.

2. Whenever a government employee (as defined in JAGINST
5800.7_, Section 203la) is served with federal or state court
civil or criminal process or pleading (including traffic tickets)
arising from actions performed in the course of official duties
immediately deliver all process and pleading served upon an
individual teo their CO or supervisor. The CO/supervisor shall
thereupon ascertain the facts surrounding the incident and with
the advice of a Navy or Marine Corps Judge Advocate, if one is
reasonable available, take appropriate action in accordance with
JAGINST 5822.2 of 2 February 1962, Subi: civil suits against
military or civilian personnel of the Department of the Navy
resulting from the operation of motor vehicle while acting within
the scope 0f their office or emplovment, and legal representation
in other couri proceedings. The CGovernment employee will be
advised concerning all rights to remove civil or criminal
proceedings from State to Federal Court under 28 U.5.C. 1442 and
1442a, alsc rights under the Federal Driver's aAct {28 U.8.C.
26788} and the contents of JAGINST 5822.2.

3506. AUTHORITY OF COMMANDING OFFICER/SUPERVISOR

1. Commanders will take appropriazte action on reports of moving
traffic violations, suspensions, or revocations received from
state authorities. When state authority suspends or revokes an
individual's driver license, the installation or command driving
privileges is automatically terminated. The installation
commanders, when notified of state action, may also suspend or
revoke the individual®s OF 346. In all cases, however,
authorization to drive a Government vehicle will be restricted o
the limits of the installation.

In addition, the U.5. Government Motor Vehicle Operator's

dentification Card will be revoked for known transportatlon,

es@‘@m or unlawful use of amphetaminesg, narcotic drugs,
uwlation or an amphetamine ox derivatives of narcotie drugs.
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3507. PQOLICY REGARDING THE ISSUANCE OF VERICLE QOPERATOR'S
PERMITS T0 QFFTCERS

1. Officers must obtain approval in writing from the CG, prior
to submitting application for vVehicle Operator's Permit (OF 346).

2. Reguest for permission to operate government motor vehicles
will be forwarded to the CG, MCB, {(AC/S, Logistics} via the
appropriate chain of command, providing the following:

a. The officer’'s name/rank/SSN.

b. Billet.

¢. Period authority is reguired.

d. Justification.
3. Only officers cccupying billets that are absolutely essential
to mission accomplishment will be authorized to operate a
Government Motor Vehicle.
4. Vehicle operator permits when issued will be effective only
for the period of time the officer occupies the billet designated

as mission essential.

5. Upon transfer or termination of duty, the officer's license
becomes invalid and turns the Operator's Permiit into the BMTO.

6. COs will ensure the operator’'s and approval tTo operate a
Government Motor Vehicle, and subseguent termination of authority
are reflected in the appropriaste Officer's Qualification Record.
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CHAPTER 3
BASE MOTOR TRANSPORT DIVISION

SECTION &6: HMAINTENANCE

3600. GENERAL

1. Maintenance is the care exercised and work performed to keep
vehicles and equipment in safe, serviceable, economical and
efficient operating condition during their normal service life.

2. For the purpose of providing flexibility and accuracy in
defining maintenance operations, the maintenance misgsiong and
regponsibilities are grouped in three broad categories:
organizational, intermediate and depot; and further defined as
first, second, third, fourth and fifth echelons. First and
second echelong are crganizational maintenance: third and fourth
echelons are intermediate maintenance; and fifth echelon is depot
maintenance.

2601. RESPONSIBILITIES

1. The BMTO 1s responsible for the scheduled and corrective
maintenance on all administrative use equipment assigned to MCB
and MCAS, New River activities.

2. Whenever administrative use motor vehicles are assigned on a
permanent basis or while in garrison, the using activities are
responsible for the first echelon maintenance {(driver's
maintenanca} .

3. The BMTO will be respongible for obltaining maximum benefits
provided by the warranties for administrative use motor vehicle
eguipment .

4. All first echelon maintenance (driver's maintenance) will be
performed prior te the vehicle being accepted inte the
maintenance repalir shop. {Ses paragraph 3406 .8)
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3602. EREPAIRS AWD MODIFICATIONS

1. Repalrs and preventive maintenance sgervices on administrative
use motor vehicles will be performed in accordance with current
edition of MCC P11240.106, BMT S0P, appropriate vehicle
malintenance and Technical Manuals and TM 4700-15/1.

Z. The Maintenance Branch will schedule preventive maintenance
of administrative use motor vehicles carried on the property
account of BMT and will notify using actiwvities when
vehicles/equipment are to be delivered to the maintenance
facility. Compliance will be accomplished without delay.

3. Under no circumstances will using units perform repairs
unless authorized, or make modifications or changes to vehicles
carried on the property account of BMT, MCB. When modifications
are required, vehicle will be delivered te BMT, Bldg 1502.

1. Care and maintenance of pneumatic tires will be performed in
accordance with current regulations. Particular attention will
be directed to the recovery of tires in time tc permit recapping.

2. Vehicle Tire Rehabilitation. Tires on all vehicles
controlled by BMT will be recovered in the following manner: All
unserviceable tires {to include all tires with tread depth less
than 2/32") will be delivered toc Bldg 1504, BMT. Replacement
tires will be provided on an exchange basis for same type tire at
Building 1504 on Monday through Friday between the hours of 0730
and 1630.

3. No buses will be operated with regrooved, recapped or
retreaded tires on the front wheels, in compliance with Section
393.75, Motor Carrier Safety Regulations, U.S5. Department of
Transportation, 1972.

3604, WINTERIZATION OF MOTCOR VEHICLES AND ALLIED MOTORIZED
EQUIPMENT. The BMTO is responsible for the winterizing of all
administrative use motor vehicles in the Table of Egquipment for
MCB, Camp Lejeuns. This ig an ongoing vear round program.
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3605, REPAIR OF PRIVATELY OWNED VEHICLES AND PROPERTY.
Privately owned vehicles, parts or accessories will not be
serviced, repaired or manufactured in any MT facility of MCB.
Government owned tools, eguipment, parts or supplies will not be
used to service or repalry privately owned property. Privately
owned wvehicles will not be garaged, parked or gtored in any MT
facility. This paragraph does not apply to authorized hobby
shops.

3606. MAINTENANCE RECORDS AND REPORTS

1. BMT will maintain Motoer Vehicle Record Folders, NAVMC 696-8D
(Rev 7-54), and preventive maintenance and repalr records and
forms in accordance with current edition of MCO P11240.106.
Maintenance Branch will schedule maintenance of administrative
use motor vehicles and will notify using units whenever scheduled
PM is required.

2. BMT will schedule annual load testing, in conjunction with
the annual safety inspection, insofar as possible. Vehicles and
equipnent shall not be operated if they have not passed a load
tegt and/or annual condition test with the preceding 12 months.

3607. ADMINISTRATIVE USE MCOTOR VEHICLE MISUSE OR ABUSEHE

1. Evidence of vehicle nmisuse or abuse which is not the result
of reasonable or expected wear and tear, defective workmanship ox
failure to perform preventive maintenance will be investigated by -
the Unit MTO and a written report of such findings will be
submitted to the commander of the using activity for a reply of
the appropriate action taken. Thig report will then be forwarded
£c the BMTO.

2. The most common causes of vehicle misuse or abuse are:
a. Excesgsive speed.
b. Use in unauthorized arsas.

¢, Imppropesr uss of controls.
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d. Racing or overlcading engine prior to the engine having
reached the normal operatling Lemperature.

e. Loading bevond rated capacity and improper placement of
locad.

f. Lack of lubrication or use of improper lubricants.

g. Failure to perform scheduled preventive maintenance
inspections.

h. Deferring maintenance.
i. Inadequate driver training.

j. Continued operation of a malfunctioning vehicle, which
may result in sericus damage.

3608, MAINTENANCE PERFORMED BY THE OPERATOR

1. The vehicle operator is the most important single factor in
preventive malntenance. Driver's maintenance will be performed
by cperators and/or users of all MCEB administrative use motor
vehicles and tactical vehicles used in lieu therecf. Driver's
maintenance is defined as the maintenance performed by the user
or operator of the equipment in providing the proper care, use,
operation, cleaning, preservation and guch adjustments, minor
repairs, testing and parts replacement as may be prescribed in
current edition of MCO PI11240.106 and pertinent technical
publicationsg. Drivers maintenance required to be performed by
operators or ugers of administrative use motor vehicles carried
on the property account of BMT is as outlined in paragraph 3406
of this Manual.

2. Whenever a vehicle is inspected by a BMT Inspector and it is
found that the vehicle is not being property maintained, it will
e reported in writing to the CO or the OIC of the activity
agssigned the vehicle. If it is found that a vehicle is not in
safe operating condition or that discrepancies have not been
raported or noted by the using activity or that further operation
of a vehilcle will cause additionsal damage, the vehicle will be
deadlined and retained by BMT until corrective action has been
taken by the commander of the using activity and the BMTO.

Lk
I
o
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3609. SAFETY PRECAUTIONS. The following safety precautions will
be observed for shop operations.

a. Garages, shops and other enclosures used for vehicle
maintenance and repair will be well ventilated as a precaution
against exhaust gases from engines and space heaters. Doors,
windows or exhaust systems in garages, shops and other enclosures
will be utilized to remove exhausi gases.

b. Fuel carrying vehicles will be permitted only in
specifically designated shops, and tanks of such vehicles must be
purged. Fuel carrying vehicles will have a certification by the
Fire Marshal that tanks are safe tc put in the shop.

c. Garages, shops and parking areas will be thoroughly

policed daily. Hazards which could result in personal injury or
property damage will be eliminated.

3610. ON-SITE REPAIR ROAD SERVICE

1. BMT will provide on-site repair road service, during normal
working hours (0730-1630 Monday through Friday), for
administrative use vehicles and eguipment by calling 451-5167
(mainside) or 450-6705 (MCAS).

2. This service is to be used primarily for breakdowns, in order
to pesgibly forego the requirement for wrecker service.

3. Repailrs will generally be limited to assistance as necessary,
for broken down equipment to make it to the BMT Repair Shop under
its own power.

Lk
§
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CHAPTER 3
BASE MOTOR TRANSPORT DIVISION

SECTION 7: ADMINISTRATION, OQOPERATION AND MAINTENANCE OF MEE

3700, ADMINISTRATION

1. The BMTO is asgigned the responsibility for the
administration, operation and maintenance of all administrative
use MHE carried on the property account of BMT, MCB. This
responsibility includes the right to ingpect MHE at the using
unit activity.

2. The BMTO will continually review the gquantities and types of
MHE required to provide essential support for MCE activities,
units of 24 MarDiv, 2d FS88G, MCAS, New River and all 28 MAW units
based at MCAS, New River.

3701, MARKING AND PATNTING OF MHE AND RELATED ACCESSORIES AND
MODIFICATION

1. Marking and painting of MHE will ke in accordance with color
chip contained in Federal Standard 595 and in accordance with
ingtructions set forth in the current edition of MCO P11240.106.

2. MHE will be identified on each side using approximately 1
1/2% USMC letters follewed by numerical registration number on
the same line. Identification for the rear of the vehicle shall
be the same as on the sides and so located as to be visible from
the rear.

3. Safety markings will be affixed as outlined in the U.S. Navy
Depariment Pamphlet "The Application of Cclor to Naval Shore
Egtablishments" (Rev. 1953). In addition, MHE will have the load
capacity, date tested, and the gross weight of the vehicle
stenciled at = place on the vehicle that is visgible at all times
to the operator. These capacities will not be exceeded at any
Time.

4. Wo corther svmbols, markings, accessories or modifications are
authorized nor will thev be used in the operation of or
identification of MHE assigned to MCB unless authorized by the
BMTOG.

3-85
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3702, INSPECTION OF MATERIALS HANDLING FEQUIPMENT

1. After obtaining clearance from the commander of the using
activity, the BMTO will cause the inspection of MHE while in
cperation at the using activity. Egquipment will be stopped and
inspected to determine the mechanical condition of the eguipment
and to check the operator's lilicense and compliance with current
operating and preventive maintenance instructions.

2. An inspection form noting all discrepancies found will be
completed for sach wvehicle inspected. One copy of this form will
be given to the operator for return to the supervigor and one
copy will be forwarded by the BMTO to the CO or 0OIC of the
activity utilizing such MHE.

2. Corrective action will be initiated by the using activity and
a notation will be made on the inspection form indicating the
action taken to correct noted discrepancies. All forms will be
returned within 10 days after receipt to the BMIOC.

3703. FUNDING RESPONSIBILITIES. The BMTC is responsible for
funding for maintenance and operation of all administrative use
materials handling equipment carried on the property account of
MCB, Camp Lejeune, less those assigned to FMF units for
in-garrison support. Such equipment will not be removed from
confines of MCRB, Camp Lejeune, and MCAS, New River without the
approval of the CG, MCB, Camp Lejeune.

3704. RECORDS AND REPORTS

1. & trip ticket, DD Form 1970 (Motor Vehicle Utilization
Record) will be used for the dispatching and recording of
operational data on individual MHE and will be filled out daily
in accordance with current insiructicns. Completed forms will be
retained by using organizations for a period of 30 days, at which
time they will be destroved.

2. A record of all MHE dispatched will be maintained on NAVMC
10031 and retained for one vyear.

3. Automatic dats processing vehicle utilization data reporting
shests will be completed and submitted to arrive at BMT by the
third working day after sach reporting period ends. Reports are
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required at the end of each month. The utilization data
reporting sheets are avallable through BMT.

4. All users of vehicles on sub-custody from MCE not under the
immediate operational control of the BMTO will maintain the above
forms in accordance with current Marine Corps directives.

3705, MHE OPERATING REGULATIONS

1. The operator of administrative use motor vehicles, including
MHE, will comply with all traffic regulations set forth in
current regulations.

2. Speed limits for administrative use MHE are established as
follows:

Forklift 7 MPH
Tractor-traller trains 7 MPHE
Tractor w/transporter 40 MPH

3. Forklifts and tractor-trailer trains will slow down at all
cross alisles and other passageways. When entering or leaving
warehouses, etc., the operator will come to a complete stop at
enftrance, sound horn and proceed only when the way is clear.
These vehicles will be operated in a safe and prudent manner at
all times.

4. Porklift trucks, straddle trucks, or industrial tractors will
pe operated only by duly authorized operators who are
specifically licenses for each particular tvpe of vehicle.

5. MHE will never be used for personal transportation. No
workman other than the operator will ride on any industrial MEE
unless a permanent seat iz provided.

6. 'The operator is responsiblie for all cargo being moved and
will inspect and secure all guestionable loads and refuse to
trangport unsafe or unlawful loads unliess ordered in writing to
do otherwise by a €0 or civilian supervisor.

7. No forklifv truck or other MHE will be sguipped with a
steering knob or extensicon to geary shifting levers.
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8. All MHE will be free of cabs, windshields, enclosures,
canopies and any other device other than original egquipment
design which may constitute a safety hazard by obstructing
vision. When equipment has an overhead safety guard, it will be
free of any material that may ocbstruct vision. Specific
exceptions in the interest of safety may bhe made only bv the MTO,
MCB, Camp Lejeune,

9. Operators will not attempt to fix or adjust any mechanical
part of any MHE. Operators will only perform drivers
maintenance.

10. COperators will never leave MHE unattended while the motor s
runncing.

il. Operators of MHE will always face in the direction of
travel. All locads will be carried in such a manner that the
operator's vision is uncobstructed in direction of travel.

12. Forklift trucks trangporting cargo up ramps or other grades
will be operated with the load upgrade; carrying cargo downgrade
will be done by packing downgrade with the load upgrade. All

loads being transported will be carried with channel tipped back.

13. Whenever forklifts are not in operation, the forks will be
lowered and rested f£lat on the floor.

14. Forklifts will never be used for pushing and towing other
vehicles.

3706. QOPERATIONS

1. Pooling of MHE. CO's or QIC's cof activities which have
administrative use MHE on a permanent or semi-permanent
asgignment will ensure the most efficient dispatching and
conomical utilization of such eguipment.

2. Eguipment Control. all MHE asgioned to MUB activitieg, MOAS,
New River and on custody to units of the 24 MarDiv, 24 F38G,
MAG-26 and MAG-Z% will be made available upon reguest to the BMTO
or designated representative, when reguired to accomplish an
assigned mission.

bk
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3707. REQUESTS FCOR MHE. Requests for permanent assignment of
MHE will be submitted to the BMTO with complete justification for
each assignment.

3708. REQUESTS FOR SERVICE AND REPAIR QF MHE. 211 MHE requiring
repairs will be reported to or delivered to BMTO MHE repair

gectlion, Bldg 1502, telephone 451-5167. In the event repairs are
of a minor nature, as determined by BMT, on-site rcad service may
be performed. Prior te any vehicles being delivered to the
repair facility, as a result of breakdown, the road-call mechanic
will be dispatched to determine if repairs are to be performed
on~-gsite.
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CHAPTER 4
TRAFFIC MANAGEMENT DIVISION

MISSION AND PFUNCTIONS

4000, MISSION. Traffic Management Division ig responsible for
movement of materiel, eguipment, and personnel via commercial
trangportation, Military Sealift Command, and Air Mobility
Command. For receipt, shipment, and storage of personal
property/mobile homes within this command's assigned area of
responsibility, processing of claims for loss or damage to
personal property (incident to the shipment/storage) at
Government expensge, storage of perscnal effects for personnel
deploved in excess of 90 days and transportation services of all
hazardous waste on and away from the Camp Lejeune complex.
Manage and operate the Marine Corps Perscnal Effects and Baggage
Center for the East Coast.

4001, FUNCTIONS. Traffic Management Officer (TMO} is a member
of the special staff of the commander of the activity to which
assigned. The commercial traffic management functions of
transportation officers in connection with traffic moving betwesen
points within CONUS and overseas are under the technical
supervision of the Commandant of the Marine Corps (LFT) and
Commander, Military Traffic Management Command {MTMC). The chain
of command for the TMO is the Assistant Chief of Staff,
Logistics.

4002, TRANSPORTATION AGENTS. Appointed by the Commander of this
activity to asgist the Transportation Cfficer. Transportatbion
Officers will be responsible for actions of thelr transportation
agents. In the performance of assigned duties, transportation
agents will review and sign transportation documents as
authoerized by the TMO.

-

1. liaison with Ioeal Carriers.
carriers serving the activity for 1

icial liaison with all
1 arrangements necessary

[
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for the movement of property, materiel, egulipment and persons by
commercial carriers.

Z. Custeody and Shipments. Custedy and centralized control over
all outhound shipments from time released to the transportation
officer, for arrangement of transportation, until accepted by
carrier; and all inbound shipments from time delivered by carrier
until recelipted for by consignee or "Marked for Addressee" as
appropriate.

3. Bills of Lading. Custody of, accounting for, issuing and
converting of Government Bills of Lading.

4. Transportation Control and Movement Document {(TCMD).

Preparation and transmission of TCMD for all shipments from this
activity when reguired by MILSTAMP, (DoD Regulation 4500.32-R).

5. Routing/Expediting. Routing, tracing, expediting,
consclidating, diverting, and obtaining shipping releases in
accordance with applicable directives.

5. Transportaticn Regquests and Meal Ticketg. Custody of,
accounting for, and issuing of transportation regquests and meal
tickets.

7. Travel Service. Provides travel information and obtains
passenger accommodation for persons traveling on official
business via commercial carrier.

8. Packing, Crating, Marking. Provides technical advice for
assuring conformity with packing. crating, marking, stowage,
dimensional clearance, and rewsigh limitation of shipments with
regquirements of carrier to be used.

9. Loading and Unloading. Technical supervision of loading,
unlcading and cleaning of carrier eguipment and prompt release of
eguipment to avold demurrage and detention charges.

10, Schedules, Services, and Charges. Maintaining familiarity

with schedules, services, facllities, rateg, fares, charges, and
traffic agreements with commercial carvisrs. Inadeguacies will

be reportad through channels to Commander, MIMC.

1i. Demurrage Records. Maintenance of demurrage records and
checking of demurrage accounts.
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12. fTransportation Discrepancies in Shipments. Preparation and
distribution of SF 361 {Discrepancy in Shipmenit Report DISREP)
and other actions in connection with reporting, resolving and
prevention of overage, shortage, damaged, lost or astray military
freight.

13. Reports. Preparing and forwarding transportation reports
and infermation reguired by higher authority.

4004. HAZARDQUS WASTE

1. Mission. Traffic Management Divigion responsikilities are to
provide guidance, procedures, record keeping and transportation
services for transporting hazardous waste on public highways in
accordance with 492 CFR and BO 6240.5A.

2. Functions
a. Prepare manifest for transporting.
b. Provide properly sguipped vehicles and trained operators

for movement from generator sites to hazardous waste storage
facility (Bldg THP-451).

ol
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i
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CHAPTER 4
TRAFFIC MANAGEMENT DIVISION

SECTION 1: PERSONAL PROPERTY BRANCH

4100. MISSION. Personal Property Branch is responsible for
shipment and storage of personal property/mobile homes both
inbound and outbound for all service members and DoD emplovees
within the Marine Corps Base, Camp Ledeune Complex area to
include any pick-up or delivery within the seven county (Jones,
Onslow, Pender, Duplin, New Hanover, Brunswick and Columbus) area
of responsibility in accordance with current regulations.

4101. FUNCTIONS. Following sections within Pergonal Property
Branch comprige functional elements to perform overall mission.

1. OCutbound Booking.

2. Interviewing.

5]

Non-Temporary Storage.

4, Do~-It-Yourself {(DITY).

5. Receiving {(Inbound shipments).

6. Local Moves.

7. Claims.

8. Quality Assurance.

8. Deplovment Support [(See chapter §).

Procedures of abhove gections are degoribed in paragraph 41032

helow.

410Z. RESPONSIBILITIES

o
Fh
o
3

Parasonal Property Branch is responsible
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a. Counseling the member on entitlement and responsibilities
relating to movement and storage of personal property.

b. Recommending te member that unnecessary iltems of personal
property be disposed cf prior to the move.

c. Accepting and promptly processing all applications for
shipment .

4. Establishing reascnable Reguired Delivery Dates (RDD'sg)
based upon member’s regulrements and other governing factors.

e. Providing member with information that will facilitate
contact with responsible destination Installation Transportation
Officer (ITO).

f. Assuring member igs informed about claims coverage and
action(s) to be taken when loss or damage ocours.

g. Assuring member is aware of released valuation prescribed
for their shipment, and of possible added costs to member if
higher valuation is desired. In addition, member will be advised
regarding availability of insurance coverage.

h. Inspecting each carrier's local facilities and equipment
at least every gix months or more often depending on ITO's
degires and capability. Ingpection will include checking for
lost, damaged, or astray personal property shipments.
Carriers/agents will be encouraged to report the existence of
these type shipments expeditiously to ITO.

i. Preparing and distributing Government Bills of Lading
{GBL'g) as reguired.

j. Coordinating with procurement authorities on negotistion
and administration of packing and crating contracts.

k. Immediavely informing local installation law enforcemsnt
agensy of information regarding logs of firearms and/or

ammunition from shipments and/or storage of personal property.

1 In the svent that property is subjescted te lozs or damags
85 a regult of five, flood, disaster, or other similar tvpe of
ocourrence while in control of carrier or Dirsct Procurement

o
H
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Method (DPM) contractor, ITC having responsibility for the area
in which loss or damage occurs will immediately investigate to
ingure that:

{1} Necessary steps are being taken to ensure that no
further loss or damage ococurs.

{2) All shipments subjected to loss or damage are
accounted for.

{3) Actual damage ls determined.
(4) Origin and/or destination ITO{(s} iz/are notified.

{5) Members whose property has been affected are
notified of incident as well as extent of loss and/or damage.

{6) MTMC is notified in acceordance with Appendix A
paragraph 33 of Dol 4500.34R {Persocnal Property Traffic
Management Regulation).

m. Effective counseling in claims filing procedures to
inciude a review of "It's Your Claim®" handbook.

n. Providing all forms necessary to complete claims with
instructions for f£illing out forms and when necessary, completes
form for claimant.

0. Arranging with claimant to have personal property
inspected or re-inspected when further clarification becomes
necessary to substantiate claim.

p. Reviewing with claimant all documents or papers held
related to claim for accuracy and completensss.

g. Processing claim to be forwarded to proper adiudicating
authority and monitoring claim until adijudication is completed.

. Accepting or rejecting carvrier Letters of Intent.

@. Determining the gualifications of carrier's agent.

-

t. inspecting personal property and mobile home shipmentes.

U, BEvaluabting and rating sach shipment.
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v. Establishing and maintaining a performance file for each
carrier.

w. Taking appropriate action to warn, sguspend and/or
raecommend carrier discqualification.

2. The member or designated agent is responsible for:

a. After recelipt of orders or alert notice, contact TMO for
an appointment at least two weeks pricr to reguested pick-up
date. In case oI an emergency contact TMO lmmediately. In
addition, member is respongible for immediately notifyving TMO of
any changes in orders or other information affecting their
shipment{g), to include, if avallable, the name and telephone
contact of their sponsor so that they can be typed on the
"Application for Shipment and/or Storage"” (DD Form 1299) which
will be mailed to the destination trangportation officer with a
copy of the GRL.

b. Verifyving accuracy cof all items listed con the DD Form 619
(Statement of Accessorial Services Performed) before signing or
initialing.

c. <Contacting the respongible destination TMO immediately
upon arrival and providing a contact address and telephone
number .

d. Furnishing delivery carrier with a signed statement when
unpacking and/or debris removal is waived at destination.

@. Retaining copies of all current Lransportation and
storage documenis.

f. Making arvangements for acceptance of property at
destination, as soon as possgible, to preclude unnecessary storage
in transit.

g. Being present during pickup and/or deliverv of property,
if posgsible, or assuring that designated agent ig present.

tic with vaspect o

h. Ensuring RDD gpecified is re i
rsonal properiy are ready

anticipated reguirements and iltems o

P
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for shipment in sufficient time to allow for transit. In the
case of POV's, have vehicle at origin port in advance of
anticipated shipping schedule.

i. Ensuring mcobile home ig road worthy and ready for
movement prior to pickup date.

4. Enguring origin TMO is advised of any actions which would
affect member’s entitlement to ship or continued storage of their
property.

k. Immediately notifying local installation law enforcement
agency when member becomes aware of the leoss of a firearm and/or
ammunition from shipment and/or storage lot of personal property.

1. When privately-owned firearm (PQOF) 1s involved, ensure
that laws and ordinances which govern possession or ownership of
firearms in states or territories through which member will
travel or in which member will be asgsigned or reassigned are
complied with. Member is also responsible for obtaining
necesgary authorization outlined by Department of the Treasury
ATF Publications 5300.5 and by foreign and domestic Govaernmental
agencies for possession of firearms.

m. Upon reporting aboard, all perscnnel who have made
personal property shipment tce Camp Lejeune area are required to
immediately contact the Perscnal Property Branch, Traffic
Management Division, Marine Corps Base {phone 451-2377) and
furnish disposition and/or delivery instructions. Deliveries
will not be accomplished on Saturdays, Sundays, or holidavs
unless authorized by the Traffic Management Officer.

n. Notify ITO when damage or loss (including missing
articles) is found upon delivery of personal property shipment.

o, When filing 2 claim for loss and/or damage, following
documents shall be furnished to Claims Investigating Officer:

{1} Two complete sets of orders.

(2} One copy of DD Feorm 1252 {(Application for Shipment
and Storage of Household Goods).

Lad

(3 One copy of Government Bill of Lading.
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{(4) One complets inventory.

(5) One copy of DD Form 1R40/1840R (Wotice of Loss and/or
Damage) when exceptions are taken at time of deliverv.

(6) One legible estimate for repair and replacement
costs,

(7} Evidence that claim has besen filed againgt claimant's
private insurer when applicable.

4103. PROCEDURES

1. oOutbound Booking. Arrangements for cutbound shipments may be
completed upon presentation of:

a. Competent crders.
b. Travel Certificates/Separaticn Without Orders.

c. Statement/Certificates of Intent toe Issue Orders. This
document is for use by Marines requesting shipment of household
goods pricr to recelipt of PCS orxders in conjunction with
provisions of JFTR, paragraph US5330-G.

Statements/Certificates of this nature are authorized by the
Secretary of the Service concerned, (CMC, BUPERS, etc.). Each
shipment effected under this authority will be supported by
member's signed written agreement referrved teo in JFTR, paragraph
U-5330-G.

d. DD Form 1300 {(Report of Casualty). This form may be used
by dependent, next of kin, ox legal heir, as the case may be, to
support a reguest for shipment of household goods of military
members who are officially reported as:

{1y Deceased.

(2} Injured or ill {only when the anticipated period of
hospitalization or treatment is expected to be of prolonged
duration as shown by a statement of the commanding officer at the
receiving hespitall.
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{3) Absent for a period of more than 29 days in a missing
status.
2. Interviewing. Interviewer will provide member with a copy of
the booklet "It's Your Move." This bocklet has all necessary
information a member will need in order to prepare for a perscnal
property shipment. Interviewer will inform member of various
entitlements and explain same upon review of orders. Member will
also be informed of responsibkility the carrier, handliang the
shipment, has to member and Government. Additionally explained
is member's responsibility to carrier and Government in order to
ensure a good move. A transit time of 25 days should be expected
for shipments to West Coast. For shipments to Okinawa or
Iwakuni, Japan, 90 days transit period should be expected for
gsurface shipment. A 45 day period should be expected for parcel
post shipments (limit of 70 lbs per shipment). The basic orders
are primary documents to support applications for shipment.
Normally, seven complete setz of orders are sufficient for each
shipment, to include all endorsements.

3. Nopn-Temporaryvy Storage. The basic authority for non-temporary
storage of household goods is prescribed for in JFTR, paragraph
U5380.

a. Non-temporary storage will be at approved commercial
storage facllity nearest to place where household goods are
located on date of issuance of member's orders.

b. Entitlement to non-temperary storage ig premised on
members status as outlined in JFTR, paragraphs U4670 and US380-L.

c. Non-temporary storage as an alternative to shipment:
Members desiring non-temporary storage of household goods as an
alternative to shipment, under provisions of JFTR, paragraph
US380-C will submit reguest to Commandant of the Marine Corps
{Code LFT-4} via thelr commanding officer and Traffic Management
Officer, TMD, MCB. Member will indicate in reguest reason(s) why
non-temporary storage in lieu of shipment is being reguested and
include a copy of PCS orders. TIMC will endorse reguest by
indicating whether such storage iz not considered to be in best
interest of Government. Such sendorsement will also includs
information te differantial betwesn overall cost of
transportation to authorized point of destinaticon and overall
cost of non-temporary storage.
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4. Do~It-Yourself Moves. The Do-It-Yourself Moving Program
(DITY) is an incentive program where the member can save the
Government money by packing, lcading, and fransporting perscnal
property. Savings are passed on to member. Program was
developed for two-fold purpose of increasging options available to
personal property shipping offices for movement of personal
property and provide transportation services best suited to the
individual needs of the member. Do~It-Yourself Moving Program is
on a voluntary basis and not intended to eliminate member's
option to select one authorized method over another. Detailed
informaetion concerning DITY method is contained in MCO P4600.7C.

5. Local Moves. Local moves are authorized at Government
expense providing they fall within the entitlement specified in
JFTR, paragraph US355-C which are as follows:

a. Upon assignment to Government quarters by proper
authority.

L. When required to vacate Government quarters by proper
authority.

<. When involuntarily reasgsigned to different Government
guarters by proper authority.

d. Intra-City. From one area t©o another within same city,
town, or metropolitan areas, in connection with permanent change
cf station orders, providing the authority designated by the
service concerned issues a statement that local move of household
goods was necessary as a direct result of permanent change of
station orders, cor upon death of owner, or as authorized in JFIR
paragraphs U5360-F, UH355-D2 and US380-G2b.

6. Qualityv Assurance

a&. Agent's facility iz inspected and approved in accordance
with guidelines set forth in Dol 4500.34R, {(minimum semiannual},
prior to acceptance of Carrier's Letter of Intent {(LOL)}
reguesting to participate in Domestic and/or International
transportation of DoD Personal Property traffic.

. Inspections are scheduled on a daily basis for all type
shipments, local moves, storage (Temporary and Non-Temporary) and
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claims inspections, to determine carrier or contractor compliance
with Tender of Service, tariff or rate tenders, and/or
contractual terms.

¢. Local installation law enforcement agencies are inforxmed
immediately when claims or other information reflect the loss of
firearms from shipments and/or storage lots of perscnal property.

d. Each mobile home shipment is inspected.

@. Carrier‘s performance files are maintained in accordance
with DoD 4500.34R. Files contaln or make cross reference to:

{1) Carrier's Letter of Intent with enclosures.

(2} Record of initial and subsequent inspections of
Carrier's facilities and eguipment (DD Form 1811 Pre-award Survey
of Contractor's/Carrier's Facilities and Eguipment and DD Form
1812 Warehouse Inspection Report).

(3} Copy of acceptance of Carrier's Letter of Intent.

{4} Copies of DD Form 178C-R {Shipment Evaluation and
Inspection Records) of gshipments moved by carrier.

(5} Recorde of invesgtigations of complaints made against
carrier.

{6} Copies of DD Form 2487 (Carrier Evaluation Work
Sheet/Reporti.

{7} Copiez of DD Form 1671 (Reweigh of Personal
Propexrty) .

{8} Copies of DD Form 1814 {Suspension/Warning Letter)
sent to carrier and carrier’'s replv.

{9} Copy of sach communicatsion aboubt carriser’'s
performance, and other data relating to carrier’s performance.
File contalns only current records (only the two immediatelvy

preceding six month periocds). Older records are disposed of in
accordance with record disposition regulationsg of military
services. HNecssgary exceptions to the foregoing are: initial

o
4
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inspection of carrier's facilities (DD Form 1811} and Carrier's
Letter of Intent with ITO acceptance, will be retained as long as
carrier/agent is qualified and continues to participate in DoD
Personal Property Program.

f. Reviews each carrier's performance at least cnce every
six months. For International Through Goveranment Bill of Lading
(ITGBL) Carrier's, senmiannual evaluation is conducted near end of
each rate cvcle {(e.g., March and September} and for domestic
Through Govermnment Bill of Lading (TGBL) Carrier's at end of each
performance period, (i.e., April and October). Documents
contained in carrier's curreni active performance file are used
as basis for evaluation. Domestic Codes 1 and 2 shipments are
evaluated in accordance with Teotal Quality Assurance Program
(POQAP) instructions. Copy of the evaluation, DD Form 2497 is
forwarded to carrier's home office and maintained in Carrier's
performance fille. Carriers will be awardecd tonnage based on
above evaluation, for subseguent cyeles in accordance with DebD
4500 .34R and TQAP instructions.

g. Maintains a GBL public file for review by Carriers,
provided guarterly by MIMC.

h. Completes the DD Form 1840R {(Notice of Losgs and/orxr
Damage] received from the member and submits to the responsible
carrier within 24 hours in accordance with DoD 4500.34R.

7. Claims Counselors

a. When a member has damaged or missing personal property in
hiz/her shipment they must call the Personal Property Branch,
Claims Section at 451-2377 for an appointment or assistance.

When member comes in for appointment, must have all documents
pertaining to shipment, i.e., DD 1299, competent orders which
authorized shipment, inventory and repalr/replacement estimates.
After Claimeg Investigating Cfficer (CIO) has reviewed claim,. it
will be forwarded to proper adjudicating authority.

b, Claims Procesging Time. Time reguired by adiudicating
‘authority to process claim varies with time of vear claim is
filed. Claims are normally settled within three fto five weeks
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when submitted properly. Claimants who desire to check on status
of claim should make reguest through Claims Section personnel or
CIG.

¢. Appeals. Claimants degiring to appeal amount of claim
settlement received mayv do so by making appeal in writing to
proper adjudicating authority within six months from the date
of settlement. Appeals should be factual and business like.
Srate specific disagreement with settlement and, if possible,
include information or evidence to support argument. Cashing
claim settlement check is permissible and will not compromise
claimants right fo appeal.

4104, UDNCLAIMED/UNIDENTIFIED PERSONAL EFFECTS & BAGGAGE.

Personal effects and baggags separated from cwners who are
members of units within Camp Lejeunse/MCAS complex remain the
respongibility of the unit commander and will be processed in
avcordance with MCO P4050.38B.

4105, NOTIFICATION OF STORAGE EXPIRATION LETTER. Priocr to
expiration of first 90 days of storage a letter is forwarded to
member or next of kin (NOK) advising that if they are unable to
recelpt their property, Chey must come toe this office and sign a
storage extension reguest. Fifteen days prior to expliration of
gecond 90 days of storage, letter is forwarded to member or NOK
advising them that if property is nct receipted for, it will be
placed in commercial storage at owner's expense. Storage in
excaess of 90 days can cnly be authorized by TMO {up to 360 days)
or headguarters of the services concerned (in excess of 360
days). Personnel with extenuating circumstances must request
additional storage in writing priocr to expiration of previous
entitlement. Members who are reguesting storage in excess of 90
dayse should contact Pergonal Property Branch for further
instructions.

4706, RECORDS. Hecords for all bransactions will be retained
for a period of four years.
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CHAPTER 4
TRAFFIC MANAGEMENT DIVISION

SECTION 2: PASSENGER BRANCH

4200. MISSION. Passengser Branch is charged with responsibility
to provide total passenger transportation service to Marine Corps
and Naval activities in and around Camp Lejeune/MCAS complex, by
least costly means available and to issue transportaticn
documents and itineraries of travel in accordance with current
Dol and Marine Corps regulations.

4201. FUNCTIONS

1. Administer and provide necessary traffic management to comply
with and enforce policies and procedures pertaining to travel and
transportation in accordance with statutes, decisions and
reguirements of the Comptroller General of the United States,
Department ¢f Defenge, Marine Corps, and other service's
directives.

Z. Evaluate traffic reguirements of each movement, determines
mode of transportation reguired, uses various discount fares
where available and issues all necessary transportation documents
and itineraries.

3. Process and confirm port call requests with Alr Mobility
Command (AMC) utilizing Passenger Reservation and Manifest System
(PRAMS) on line electronically with Scott AFR, IL.

£202. APPLICARILITY. Thege procedures apply to movement of
individuals and groups ¢f Marine Corps and Naval personnel, DoD
civilian emplovees, and dependents travelling incident to official
orders or travel authorizations including, but not limited to
parmanent change of station, temporary duty, ssparatiocn and
retirement, and travel to home of gelection for dependentg of
daceased members.

1. Routing. Routing and mode of travel to be used will be as
speciiied in orders. When orders do not contain this
information, travel will be determined by domestic section
through commercial transportation gulides, cooperation and llialson
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with local representatives and desires of traveler. Routings
involving excess cost will not be used. After tickets have been
issued, traveler may make arrangements with Commercial Ticket
Office (CTO) and pay any excess costs for personal convenience.
These costs are not reimbursable from the Government.

2. Counseling. For all modes of transportation, travelers who
pick up their transportation documents from the passenger offices
are counseled on flight numbers, plane changes, meals on board,
ticket usage and routings.

3. Separation/Release from Active Duty Travel. Perscnnel being
released from active duty will provide a copy of NAVMC 11060

{Separation Travel Allowance Election Certificate}, or
appropriate orders with reguest for travel.

4. Dependent Travel. When menmber reguests dependent
transportation within CONUS on PCS orders, he must submit
original orders, original of completed DD Form 884 (Request for
Transportation of Dependents). NOTE: If dependents are listed
by name on members original orders DD Form 884 is not required.

5. Group Movements. Group movement reguests must be provided in
writing and submitted to Passenger Branch at least 15 days in
advance of departure date for routing and preparation of travel
documents, including meal tickets and itineraries of travel.

6. Special Movements. For movements reguested by various
commands to enplaning, embarkation/deployment areas, Passenger
Branch ensures sufficient buges are available to complete moves
in a given time frame.

7. Other than Honorable Discharges. For personnel being
discharged under other than honorable conditicns, Passenger
Branch will arrange for bus transportation to home of record or
place of entry, upon presentation of MCB Form 4650 (Reguest for
Trangsportation in Kind) or NAVMC 11060,

8. Stragglers. For persomnel without funds to return to their
permanent dubty station, Passenger Branch will isgsue
transportation documents, itineraries of travel, and meal
tickets if requested, to individual upon presentation of wvalid
leave papers and straggler orders issued by competent
authority. When such transporbtation lg reguested and igsued, a
DD Form 139 (Pay Adiustment Authorization) will be forwarded to
the appropriate finance center for checkage of individusl's pavy
acoount.

4-22
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9. Appellate Leave. A member who is placed on leave
involuntarily while awaiting completion of appellate review of
his/her court martial sentence to a punitive discharge or
dismissal from the service may be provided transportation in kind
o member's home of record or place from which ordered to active
duty.

10. Upused Airline Tickets. Unused airline tickets or
rrangportation credits are turned in to Passenger Branch, where
they will be receipted for on member's original orders.

11. Unused Bus Tickets. Traveler must turn in unused tickets to
the Passenger Branch, where they will be receipted for on
member's original crders.

12. Lost Tickets. PFor lost tickets, traveler must provide a
written statement to the Passenger Branch explalining how the loss
occurred. For airline tickets, a Lost Ticket Report must alsc be
filed by traveler with carrier or issuing CTO.

13. Billing. For all transportation furnished under Marine
Corps funding Passenger Branch audits monthly bill from CTO for
transportation charged as reguired by TMO/CTQ contracts.

4203. CATEGORIES/CLASSES QF AIR TRAVEL

1. AMC Categorv B. Movement of pasgengers in plane load lots on
commercial flights chartered by AMC on a cne-way or round-trip
basls. Procurement made at AMC negotiated uniform rates;
performance under AMC contract. Flights operate between military
and/or commercial alrports. Passengers are booked by AMC
passenger bocking activities; passengers use TRAVELOPE's as
travel authorizaticns. Services are billed at ASIF tariff rates.

2. AMC Categorvy M. Movement of passengers on military passenger
or cargo/passenger configured aircraft. Flights normally operate
between military air terminals. Passengers are booked by AMC
passenger booking activities; pagssengsrs use TRAVELOPE s as
travel authorizations. Services billed at ASIF tariff rates.

3. Lategory 4. Movement of passengers on U.8. flayg carriers
regularly scheduled commercial flicght feconomy clasgs) performed
under carrvier’s filed Category 2 tariif rates. Pasgengers uss SF
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1169 (Government Transportation Reguests (GTR's)) as travel
authorizarions. Services pay Category Z fares to the carrisrs.

U.s. flag carrier's regularly scheduled commercial flights -
Economy Class. Normal standard fare applies, but could also be a
digcount fare avalilable to the general public. Procurement made
by military agencies or by AMC passenger booking activities upon
request. Passengers use GTR's as travel authorizations.

Services pay full travel cost to the carrier.

5. ¥M Class (Militarv Furlough Fares). This fare is to be used

only by active duty personnel and their bona f£ide dependents when
on leave. IC will never be used by military personnel to perform
official travel at government expense.

4. Y . Class. Movement of passengers (individuals or groups) on

4204. DOMESTIC SECTION

1. Regquirements

a. Upon receipt of official orders (PCS or TDY), original
orders and one copy must be presented to the main Passenger
Branch, Bldg # 233, or satellite offices located at ASZ00 MCAS
New River, TC754 Camp Geiger and M130 at Camp Johnson.

L. To ensure confirmed reservations CTO should be called and
degired reservations made at least 15 days prior to travel date
for all air travel. This will enable Passenger Branch to obtain
discount fares where available.

¢. Bus transportation will be arranged for member upon
presentation of his/her orders.

4205, INTERNATIONAL SECTION

1. Reguirements. Procedurss contained herein direct all
pre-travel regquirements, such as obtaining "No-Fee” passports,
visas, lmmunizations and area clearances be complete, a port call
obtained and travel documents issued, prior to detschment.
Marines snall not be detached priocr to recelipt of a port call
confirmation and transportation documents. Travel orders and
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endorsements shall direct personnel to report for overseas
rransportation in accordance with information and instructions
contained in reply to port call reguest.

2. Responsibility of Pagsgenger Control Point {(PCP). Upon
raceipt of a confirmed port call from PRC at Scott AFB, PCP will
forward a printout (figure 4-1) of confirmation to order writing
activities concerned and will include all data necessary to
prepare orders to detach individual. Upon presentation of orders
and detaching endorsements, PCP will issue travel documents in
accordance with current directives and include the original
Adrport of Embarkation (APQE), destination Airport of Debarkation
(APCD), time and date of reporting to AMC terminal for enplaning,
flight number and other information as reguired. PCP will
provide an endorsement to member's coriginal orxders which will
state origin and destination of travel and travel date. PCP will
advise travelers of asgistance available from Passenger Branch or
CTO to assist in reporting to the APQE.

3. Submission of Port Call Reguest. Immediately upon receipt of
orders or transferring directive to overseas destinations, port
call reguest must be submitted by order writing activity. This
applies to TDY travel as well as PCS. For PCS travel, 90 days
prior to departure month is considered timely. For TDY travel,
submit regquest upon receipt notification of pending overseas
travel. (figures 4-1 and 4-2).

4. Responsibility of Detraching Activity. Upon receipt of
confirmation of port call printout, the detaching activity
completes detaching endorsement to original orders which will
incliude:

{1} Name and location of departure tsrminal.

{2} Time and date passenger must report to departure
terminal.

{3} Airline counter, name of carrier and Flight number.

{4} Air Movement Designabtor {(AMD) assigned by PCP if
travel wvia AMC.

{5} CIC, Customer Identificarion Code,

(&) Destination terminal.
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{7} Detachment date.
{8} Control Number.

5. Submit four complete sets of orders to passenger
transportatiocn at least five working days prior to detachment.

1f orders are not received five working days prior to flight date
port call will be cancelled by PCP.

6. Single Passenger Reservaticns Svetems (SPRS). Policies and
procedures for obtaining passenger reservations for DoD
international travel are contained in MCO P4630.11. Passenger
Branch is a designated PCP which has direct liaison with PRC at
Scott AFB, IL utilizing Passenger Reservation and Manifest System
(PRAMS) and has authority to request seat reservations directly
from AMC. 2ll reguests for PCS and TDY travel must be submitted
by order writing activities of various commands at Camp Lejeune
and MCAS New Rilver.

7. Mode of Travel. For overseag bravel, primary mode is via AMC
airlift. Secondary mode is commercial air.

8. Cangellation or Modification of Port Cell. Upon receipt of
cancellation/modification of a transfer directive, notify PCP
immediately of any actilion required. Cancellations must be
submitted to reach Passenger Transportation Office at least 48
hours prior to flight time to avoid passenger being reported as a
*NO-SBOW, * which is reported to HQMC. Records are maintained of
all medifications to port call regquests.

9. Dependent Travel Qvergeas. For command sponsored dependent
travel overseas, DD Form 884 must accompany port call reguest.
If area clearance is reguired, it will be provided to the
passenger office prior to issuance of travel documents.

4206. PERSONNEL MOVEMENT PROCEDURES

1. Check In. Marine Corps sponsored travelers must "Check In®
with AMC counter at appropriate air terminal at prescribed show
time with following items:

a. Uriginal orders or certified true coplies.

b, Identification Card and Tags.
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¢. Immunization Record.
d. Passport and Visa, if reguired.

e. Travel documentg with transportation endorsement as
provided by the PCP.

f. Additional documents as may be reguired.

g. Baggage.

2. Baggage Allowance. Free baggage allowance for personneal
traveling overseas on PCS/TAD orders, witheout regard to grade or
rate, has been established at 140 pounds. If order writing or
delivering activity determines an additiocnal baggage allowance is
necessary and justified for overseas travel, 1t may be granted.
The authority for additional baggage allowance must be shown in
member's orders. Dependents will not be authorized additional
baggage allowance.

3. Appearance and Conduct. Detaching commands are responsible
for briefing travelers as follows:

a. Passengers are authorized to travel in proper civilian
attire on all Category B missiong and scheduled commercial air
flights. Prescribed military uniform will be worn on all other
AMC flights.

a. Passengerg are authorized to travel in proper civilian
attire on all Category B missions and scheduled commercial air
flights. Prescribed military uniform will be worn on all other
AMC flights.

. Personnel who are unruly, drunk, under the influence of
drugs or may create a hazard to the safety of the ailrcraft, will
not be permitted to board aircrafi.

c. Military personnel failing to meet prescribed standards
of appearance and conduct will be removed from flight. In case
of a difference of opinion in a particular case as to what
constitutes acceptable appearance or conduct, the decigsion of ths
Marine Transportation 0fficer or his designated representative
will prevaill within Marine Corps channels.

4-27
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4. Custeoms Inspections. Personnel departing CONUS for overseas
via AMC aircraft will underge customs inspections at passenger
terminal prior to boarding alrcraft.

a. To preclude inconvenlence and possible criminal charges
against travelers, commanding officers will instruct personnel in
provigsions of DoD 5030.49R pertaining to customs reguirements.

b. Personnel may not Cransport drugs unless authorized in
writing.

c. All gifts and parceis will be opened and inspected by
customs officials.

d. Privatelv owned firearms and ammunition may be
trangported aboard AMC alircraft in accordance with Dol 5030.48R.

e. Additional information concerning customs regulations may
be obtained from Custeoms and Immigration Sections at APCE.

5. Emergency Leave Perscgnnel. Active duty personnel in receipt
of emergency leave orders are entitled to priority "1" movement
by AMC or organic military aircraft. Port call regquest will be
submitted to PCP by command igsuing emergency leave orders and
traveler will be isgssued a TRAVELOPE prior to departure from Camp
Lejeune, NC. Enmergency leave personnel will report to APOE with
orders, travel document, ID card and Immunization Record.

a. Eligibility. Following personnel are eligible to use
space avallable travel:

{1) Dependents of active duty military personnel and DoD
civilian emplovees returning overseas in connection with a
verified emergency (must provide letter of approval from
Commanding Officer).

{2) Active duty military personnel on annual leave.

{3} Retired military personnel.

(4 Students and acguired dependents.

{5} Other personnel ag authorized by Commandant of the
Marine Coyx

o
§
[
0



STANDING OPERATING PROCEDURES FOR BASE LOGISTICS 4208

b. Reporting. Personnel desiring and eligible for
appropriate space avalilable travel should report to the space
avalilable AMC travel section. Space availlable travel from CONUS
iz monitored and controclled by AMC.

. Reaguired Documents. Following documents must be in
pogsession of traveler when reporting to AMC terminal.

(1) Crders authorizing travel or leave papers.
{2) IGentification Card and Tags.
{3 Immunization Record,
(4) valid Passport/Visa (if reguired).
7. En Route Stops. Passengers are ncot allowed to terminate

rravel at any en route point. All passengers must continue on
assigned flight to destination to which they were port called.

4207. TRANSPORTATION QF PRIVATELY OWNED WEAPONS AND AMMUNITION
BY AMC AIRCRAFT. DoD 5030.45R provides guidance on purchase and
transportation of weapons and ammunition by DoD personnel.
Because of restrictions on importation of weapons and ammunition
imposed by each country, personnel desiring to transport weapons
and/or ammunition inte a foreign country should contact the
Passenger Transportation Branch (451-1971/2714) .

4208. COMMERCIAL TRANSPORTATICN FACILITIES. (Commercial
trangportation facilities for air travel are located in Bldg #
233 mainside, Camp Leljeune, Bldg AS200 MCAS New River, Bldg TC754
Camp Gelger, Bldg MI130 Camp Johnson and Bldg BB3A Courthouse Bay.
Regervations may be made and Lickets purchased for personal
travel at member's sexpensgse ab each of rthese locations. Hours of
operation are 0800 to 1800 Monday through Friday and Saturdavs
1060 teo 1400, Facilities are closed on Sundays and Federal
holidays. A commercial transportation outlet for bus travel is
located mainside Camp Lejeune in Bldg 235. Bus tickets may be
purchased for personal travel at member’'s expense dally from 0600

to 1700,
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4209, COST ESTIMATES. On a dally basis, upon reguest from
fiscal/budgeting/order writing offices, research is made of
rourlngs and fares to various destinationg throughout the world
for cost and per diem factors.

4210. TRAINING. For Marines entering the passenger
transportation fileld, the Domestic Section instructs them daily
cn how to prepare GTR endorsements to orvders, and use of airline
and bus guides and all other matters pertaining to passenger
Field.

4213. RECORDS. Records for all transactions will be retained
for a period of three vears.
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PORT CALL REQUEST PREPARATION INSTRUCTIONS/FORMS

Block #Instructions

1-13 Complete Last Name, Firgt Name, and Middle Initial if it is
a No-Name Reguest, Enter *No-Name Reguest.”

Nots: If a "No-Name Reguest” is submitted, names musf be
furnighed to port call activity not later tharn 10 days prior to
availability date. When furnishing the name of the traveler,
identify previous no-name reguest correspondence, and incliude
all items omitted from no-name request.

14-16 Enter grade/title (e.g., LCL, GS8T, LTC, END, OFD,
"Unaccompanied” etc.)

17-19 Enter total number of seats regquired by reguest.

20 If request contains passenger(s) who falls within following
categories, enter letter as indicated, otherwise, LEAVE BLANK.

A. Civilians and/or dependents (not otherwise described) .

B. Civilian or military dependents who are
close-blood/affinitive relatives.

C. Armed escort(s).
. Unarmed escort{s}.

W. Passenger {(other than a prisoner) escorted by armed or
unarmed escort.

X. Armed escort accompanying special shipment being moved
on same alrycraft.

T, Member who jolned the Armed Forces in an overseas ares
and 1s on initial assignment to CONUS
{Oprtional Code) .
H. Foreign national

g, Hchool Teacher

®. Hchool Key Cfficial.

Figure 4-Z2.--Port Call Regusst Preparation
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M. Retiree.
N. Separabtor.
P. Prisoners.
%K. Prisoner escort.

S. Board actions.

N If regquest contains a passenger(s) who will move under a
special funding arrangement, code follows, otherwise leave blank:

A. Passenger who does not have CIC assigned, and passenger
will reimburse AMC (at CGovernment rate AFR 76-11) on a credit
basis.

C. Passenger who does not have CIC assigned, and passenger
will reimburse AMC (at Government rate AFR 76-11) on a cash
basis.

G. Passenger who does not have CIC assigned, and his
sponsor will reimburse AMC {at Non-Government rate AFR 76-68) on
a credlit basis.

J. Passenger who doeg not have CIC assigned, and passenger
will reimburse AMC (at Non-Government rate - AFR 76-28) on a
cash basis.

22 Indicate in pounds amount of EXCRSS baggage authorized (over
and above normal baggage allowance). If no EXCESS baggage is
authorized leave blank.

2326 Enter AMC, APOE (E.G. STL, LAX, NGU).

2628 Enter AMC, APCD (E.Z. DNA, IWA, GAD)

24 Enter priority {(E.G. PCS-3, TabD-2).

Figure 4-2.--Port Call Reguest Preparation--Continued
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30-31 Enter code to correspond with tvpe of travel, as
indicated.

DU. Dependents not accompanied by military sponsor.

Pr. Military personnel in TAD status

CT. Civilian personnel in TAD status

OA. Military Officer Personnel in PCS status, accompanied
by dependents.

EA. Military Enlisted Persgsonnel in PCS status,
accompanied by dependents.

CC. Civilian personnel in PCS status, accompanied by
dependents.

PU. Militaryv personnel in PCS status, not accompanied by
dependents.

CU. Civilian personnel in PCS status, not accompanied by
dependents

CD. Dependents not accompanied by civilian sponsor.

CR. Close-Blood/Aaffinitive relatives (space-available)
accompanying sponsor and/or sponsor's bona fide dependents
incident to gponsor's PUS orders.

RB. Cloge-Rlood/Affinitive relatives (space-reimbursable
space-reguired) accompanying sponsor and/or sponsor's bona fide
dependents lncident to sponsor’'s PCS orders.

EL. Emergency leave, military.

RS. Re-emplovment leave, civilian.

RA. Family emsrgency. command sponsored dependents and
dependents in CONUS zligible te travel to members overgess

domicile. Refer vo JETR 15244,

D&, Dependent Students

Figure 4-2.--Port Call Reguest Preparation-~Continued
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32~33 Enter code that corresponds below.
ME. MCB Camp Leljeune.
MI. 2d FS8SG.
MG. 2d MARDIV/II MEF/2d SRIG.
¥MN. New River Air Station/2d MAW.

34-35 Enter movement month use numeric code for month (e.g..
"06" for June).

36-38 Enter julian date on which passenger can be available at
aerial port of embarkationg (APOE).

39 Enter the availability date code as follows:

A, Date in item 10 is desired but traveler could depart
no later than date indicated in item 12.

B. Traveler must depart POE between dates indicated in
items 10 and 12.

C. Traveler may be port-called on availability date or
first available date.

4042 FEnter date passenger musi depart APOE in order to meet a
"By Date” specified in orders.

43-46 FEnter name of military or civilian airfield closest to
permanent or TDY station form which traveler is beginning trip.
{e.g., OAJ - Jacksonville, NC.)

46-48 Enter name of militarv or civilian ailrfield closast to
place where tChe traveler will be ready Lo start overseas travel

after completion of leave,

4957 Leave Blank

193]
[0%]
i
W
1=

Enter current MCOC {s.g., 013, MCB CLEC, 122, 24 MarDiv).

Leave Blank.

LY
[
H
(W]
-k

Figure 4-2.--Port Call Reguest Preparastion--Continued



58-60
61-67
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Enter future MCC {(e.yg., 124, 3d MarbDiv, 145, lst Maw).

Routing Indicator

Enter Social Security Number or Passport Number if no
Security Number is available.

School codes:
ME. Marine Corps Engineer School.
MJ. MCSSE.

850. School of Infantry.

78 Leave Biank.

80 Enter applicable code below:

R.

.

5.

U.

Remark
pet in

Regquest

Trace

Seat increase/decrease
Cancel

Substitute (Name)

Change Date/Channel

g: Can be any additiocnal information or reguirement {e.g.,

formation, future MOC, unit name, CIC).

Figure 4-2.--Port Call Reguest Preparation--Continued
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CHAPTER 4
TEAFFIC MANAGEMENT DIVISIOHN

SECTION 3: SHIPMENT CONTROIL BRANCH

4300. MISSIQON. Shipment Control Branch is responsible for
administrative support, documentation and securing transportation
For movement of Government Cargo via all modes for Camp Lejeune
complex in compliance with all international, federal, state and
local regulations.

4301. FUNCTIONS. To provide effective transportation support to
all major commands abeoard Camp Lejeune complex and MCAS New
River, NC.

4302. RECUIREMENTS. Requirements for transportation are
regquested by utilizing DD Form 1348-1 (DoD Single Line Item
Release/Receipt Document), DD Form 1149 (Reqguisgition and
Invoice/Shipping Document), messages, letters, origin contracts
and approved requisitions received from Zd Marine Division,
Naval Hospital, Defense Reutilization and Marketing Office, and
other compstent authority. 2d Force Service Support Group will
reguest commercial transportation utilizing Transportation
Coordinator's Automated Information for Movements System (TCAIMS)
Versiocn 3. In providing transportation suppori, in excess of 50
International, Federal, State and Local regulations and safety
rules must be obgerved. These govern preparation, marking,
labeling, loading and movement of all materials tendered for
shipment via commercial carriers and Defense Transportation
System (DTS). All hazardous material must be certified by
Preservation, Packaging & Packing Platoon {PP&P), 24 Supply
Battalion, 2Zd Force Service Support Group.

4303, ASSIGNMENT OF TRANSPORTATTON CONTROL NUMBERS AND
PRICRITIES. Application of a Transportation Contrel Number (TON)
and priorities are determined in accordance with Uniform Material
Movement and Issue Priority (UMMIPE) established by Dol direction
and ilmplemented in current adition of MCO 4400 .16C and by
provisions of Dol 4500 .32%.




£304 STANDING OPERATING PROCEDURES FOR BASE LOGISTICS

4304 . CLASSIFICATION. After research through Freight
Clasgification Data File, Technical and Research Branch and other
technical publications, all materials shipped shalil be classified
in accordance with National Motor Freight Classification
(NFMC-100} and Uniform Freight Clasgification (UFC-12).
Classification of materials will determine mode and cosgt of
shipments,

4305. RATES. An effective cost evaluation procedure is
esgential to realize maximum transportation cost savings in
connection with traffic routed by Shipment Control in

accordance with provisions of MCO P4600.14B. Tenders, tariffs
and related publications as are necessary to accomplish
technical, proficient cost analysis (a cost comparison between
transpeortation modes) are reguired and maintained as prerequisite
supplemental to minimum publication reguirements recommended in
MCO P460C.14B.

4306. ROUTING. Guaranteed traffic is in place for truck lcad or
less than truck load to any destination within CONUS. Routings
for training exercises, special moves, rail requirements and
materials weighing over 10,000 pounds are reguested from Eastern
Aryea Military Traffic Management Command {(EAMTMC). EAMTMC
provides one time routings or a standard route ocrder (SRO). SRO
ig used when repetitive ghipping of same commodity to specific
degtination is required. Shipments weilcdhing less than 1¢,000
pounds are routed by using local common carriers routing guides.
These guides indicate what areas and destinations are sexved by
each carrier. Tonnage logs are purged weekly to assure eguiltable
tonnage distributicn among common carriers.

4307, TRANSPORTATION CCST DATA. Transportation expenditures
against Operation and Maintenance Marine Corps (OMMC) and
Transportation of Things (TOT) funds are submitted to 06, MOLE,
Aibany, GA {(Code 470) and HOMC (Code LFT) by Transportation
Management System {(TME]. Expenditurss from 2d MarDiv and 24 ¥Fgsc
iocal funds {(training, deplovments, etc.) are submitted to CG,
MOLB, Zlbany, GA {(Code 470} by copies of Government Bills of
Lading (GBL) which identify trangportation costs, GBL'z aras
reviawed periodically to assure transportation expenditures and
data are identified accuratelyv.
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4308. OVERAGES. SHORTAGES, DAMAGES, FREIGHT CLAIMS. To minimize
Government losseg personnel from this ocffice gensrate claims
against carriers for resolution of shortages, overages and
damages. Ensures all shipments of Government freight (supplies,
ammunition, weapons, drugs, etc.) are received within a specified
time frame. Ensures base agencies prompt receipt of supplies for
operation. Tracing and expediting shipments and astray freight
to proper consignee. Purges records of material received against
carrier delivery documents and advance coples of shipper’s GRL.
Converts collect commercial bills to GBL's for payment of
services rendered. Prepares Requests for Information (RFI's) and
DISREPS (SF-361) to notify carrier or shipper of damages,
overages and shortages and to reguest inspections. Prepares
final DISREP for claimg against carrier and submits to
appropriate finance officer to recover losses.

4309. RECORDS. Records for all transactions will be retained
for a periocd of four vears.

i
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CHAPTER 4
TRAFFIC MANAGEMENT DIVISION

SECTION 4: MATERIEL HEAVY LIFT BRANCH

4400. MISSION. Materiel Heavy Lift Branch is responsible for
providing direct support and technical assistance in shipping and
receiving of all heavy egquipment for Camp Lejeune/MCAS Complex
and out loading of 21l gereral cargo via commercial modes.

4401 . FINCTIONS

1. Responsgible for loading and unloading of all heavy 1lift type
cargo/eguipment .

2. Responsible for manufacture/assembly and installation of all
blocking/bracing materiel used to properly load and secure all
heavy eguipment to be moved by commercial modesg.

3. Provides support and techmnical assistance in loading and
unleoading of all heavy eguipment abt Lot's 201 and 140, Port of
Morehead City, and other locations as required in support of FMF
renant commands aboard Camp Lejeune.

4, Provides technical guidance to FMF commands in preparation
and leoading of materlel/egquipment via organic modes to ensure

safety and that each load complies with all state and federal

transportation regulations.

5. Conducts physical inspections of all shipments inbound and
outbound and prepares initial inspection reports listing overage,
sghortages, and damages.

6. Funding for all supplies/materials needed in preparation for
movements of all heavy eguipment in support of training exercisss
will be provided by reguesting unit.

4402, SHIPPING

1. Bullding 215, Following procedures are followed for all
shipments being picked up by commercial modes from Bldg # 515,




4402 STANDING COPERATING PRCOCEDURES FOR BASE LOGISTICS
a. Match paper work receilved from Shipment Control Branch
with material turned in for shipment.

. Inspect shipping containers and ensure all marking is
correct.

¢. Consolidate materials for one destination.
d. Determine number of caxr/truck loads.
e. Block and brace as reguired.
2. Lot's 201 and 140, Porit of Morehead Citv/Other lLocations
a. Receive shipping reguest from Shipment Contreol Branch.

b. Visually inspect each piece of heavy equipment to be
shipped to ensure it has been properly processed through PP&P.

¢. Compute weight, cube and dimensions of materiel being
offered for shipment.

d. DPetermine number of car/truck loads.
e. Inform Shipment Control Branch of regquirements.
f. Determine materials needed to complete task.

g. Prepare all needed materials such as chocks, blocks,
cable clamps, decking and tools.

h. Verify load date with Shipment Control Branch to ensure
encugh personnel will be on hand to complete task.

i. Supervise and assist units in loading motorized equipment
onte rall carxrs or trucks.

4. Provide crew to asgist crane operator to load all
nonoperative items reguiring crane support, or provide forklift
and cperator.

k. =Block and brace as required to ensure safe ride.

4-44
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4. Receliving Lot's 201 and 140

a. Inspect materiel received. Check for shortages, overages
or damages, complete inspection sheet and forward te Shipment
Control Branch.

b. Utilize Materiel Handling Eguipment (MHE} as needed to
unload if nonoperative. If operational drive off.

¢. Notify unit of materiel marked for pick up.

d. Ensure all materiel properly receipted for and forward
signed receipt to Shipment Control Branch.

e. Ensure all materiel properly receipted for and forward
signed recelipt to Shipment Control Branch.

f. If materiel received on commercial rail cars, notify
Shipment Control Branch upon completion of unloading s¢ rail
company can be notified to pickup or relccate cars to prevent any
demurrage charges.
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CHAPTER 4
TRAFFIC MANAGEMENT DIVISION

SECTION 5: MATERIEL RECEIVING AND DISTRIBUTION BRANCH

45006. MISSION. Recelving and Distribution Branch is charged
with responsibility to receive, inspect and distribute all
shipments destrined for units within Camp Lejeune/MCAS Complex and
for procegsing of all related transportation documents. Marine
Corps Exchange materials, perishable subsistence, and certain
medical supplies are exempt from this procedure.

4501. HOURS OF QPERATION. Hours of coperation are from (G730-1700
on normal working days. Emergencies anytime con approval of
Traffic Management Officer/Traffic Manager.

4502. FUNCTIONS. All functional areas are guided by MCO
PA6C0.7C and MCO P4600.14B.

1. Receiving Section. To combine and centralize receiving
functions, Bldg. 1011 is designated as central receiving
warehcuse. Following procedures are followed when material is
receipted for at TMO:

a. Upon arrival of carleoad, truckload or volume shipment,
Receiving Section and Distribution Section will coordinate with
ultimate consignee to arrange for a direct delivery.

b, If a direct delivery is not posgible, materizal will be
off leaded at Bldg. 1011.

¢. All mixed truck loads will be off loaded at Bldg. 1011.

d. Promptly spot all commercial/government tCrucks at
specified unlcading site, using Government Bill of Lading (GRL)
or tally sheet, verify cquantities and condition of materials.

e. Obtain signature of carrier or carrier's agent in event
of overage, shoriags or damage prior to releasing carrier's
truck.
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f. Ensure materials being received are located in proper
staging area for inspection and distribution.

g. Forward all transportation/shipping documents to Shipment
Control Branch.

2. Inspection Section. Inspect all materials received from
commercial sources and other government agencies. Following
procedures are followed in inspection of materials:

a. Inspect all material for proper amount, condition and
specifications as stipulated in sach contract, purchase order oxr
blanket purchase agreement.

. If material is found te be unacceptable, rejection is
written and materilial is held in temporary location pending
disposition instructions from Purchaging/Contract Division, with
exception of BPA's at which time local vendor is notified of
rejection and return or exchange of material is made.

c. If there is an overage or shortage on GSA contracts or
DLA contracts, Inspection Section will initiate a SF Form 364
(Report of Discrepancy) and make distribution in accordance with
MCO P4430.3J0.

d. TIf there is any damage on any contracts, Inspection
Section will notify Freight Claims Section who will initiate SF
Form 361 (DISREP) and make distribution in accordance with MCD
P4610.19D.

3. Distribution Section. Following steps are followed in
distribution of materials:

a. Upon arrival of carlecad, truckload, or volume shipment,
Receiving Section and Distribution Section will coordinate with
ultimate consignee to arrvange for direct delivery.

b, ALl units will be notified they have material on hand and
it ig to be picked up within five working davs.

¢. Anv shipments remaining in Distribution Section beyond
ive working davs without authorization from the Gensral foreman
B & D Branch will be reported to Traffic Managsment Officer
v digpogition instructions.

he L3 P
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4£4503. RELEBASE OF SHIPMENTE. Shipments will be released only to
persons authorized to recelve materials for their units. All
units are reguired to submit semiannually (1 January and 1 July)
te Traffic Management Officer a roster of perscnnel authorized to
receipt for material. Units are reguired to update roster as
deletion/additions occur.

4504, UNITS RESPONSIBILITY. All units will be required to issue
their own internal instructions for timely pick up or delivery of
materials. Upon examination of materials received by unit, when

a discrepancy is found which was not previcusly noticed, it will

be reported by unit on Discrepancy Shipment Report (SF Form 364)

and submitted to shipper.

4505. SECURITY BEANDLING. All materials that are congsidered
classified, sensitive and of high value are placed in security
areas in Bldg. 1011 or Bldg. 1117. Unit will be notified upon
receipt of materials. Units will be reguired to provide Traffic
Management Officer names of personnel authorized to receipt for
security type items.

4506. RECORDS. Records for all transactions will be retained
for a period of three vyears.
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CHAPTER 4
TRAFFIC MANAGEMENT DIVIZION

SECTICN 6: PRERSONAL EFFECTS AND BAGGAGE CENTER

4600, MISSICN. Personal Effects and RBaggage Center (PEBRC) is
charged with responsibility teo perform necessary functions in
connection with recovery, receipt, segregation, ilnventory,
shipment, storage, delivery and appropriate digposition of
paerscnal effects and baggage for Marine Corps personnel, attached
personnel from other armed services, for Eastern half of United
States and for any theater of coperation outside CONUS as directed
by the current regulations.

4601. FUNCTIONS. &1l functional areas are guided by provisions
cf MCO P4050.38B and Dol 4160.21M.

1. ERecelve, from any theater cf operation through ports of
entyy, air terminals, or other means, personal effects and
baggage of Marine Corps personnel and attached personnel from
cther armed services.

2. Receive from Marine Corps activities perscnal effects and
baggage of wounded/deceased and missing Marines,

3. Regeive from Marine Corps activities personal effects and
baggage of Marines in an abgent without leave status/brig status.

4. Assist Marine Corps activities in proper disposition of
unclaimed/abandoned personal effects and baggage.

4602 . TUBRN-IN REQUIREMENTS

5

i, Absent Without Leave [(AWQOL}. After personal effects have
been held by unit supply for a pericd of 30 davs, all persocnal
affects, both militaryv and civilian, will be turned into FPEBC,
Bldg # 1011, Dooyr 12 with following paper work:

a. Two copies of NAVMC 10154 (Personal Effects Inventorv:.

e
i
Lt
=
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b. Original letter from commanding officer (figure 4-3).

2. Deceased/Missing. When a member iz deceaged and/or missing,
all personal effects, both military and civilian, should be
collected and inventoried ag soon as possible, bhut not later than
48 hours after notification (72 hours on holiday weekends) and
turned intc PERC, RBldg #1011, Door 12 with folleowing paper work
{(TMO will ship personal effects within 4 days of receipt):

a. Two coples of NAVMC 10154 (Personal Effects Inventory).

b. Original letter from commanding officer (figuxe_éwé}o

c. Copy of casualty report (Message Sent to HQMC).
3. Unclaimed Persconal Effects. If unit has unclaimed personal
effects on-hand for period of 30 davs, all perscnal effects, both
military and civilian, will be turned into PEBC, Bldg #1011, Door
12 with following paper work:

a. Two coples of NAVMC 10154 (Personal Effects Inventory).

. Original letter from commanding officer (figure 4-5).
4603. NOTIFICATION OF ON-HAND PERSONAL EFFECTS. A listing of
all personal effects on-hand this activity is prepared
periodically and forwarded to each command's personnel office, to

assist in notifying members of their command who have returned
from UA status or became separated from thelr personal effects.

4504. DISPOSITION

1. Absent Without lLeave. After personal effects have been on
hand for 30 days in PEBC, military items will be disposed of in
accordance with MCO PL0L120.28E. All civilian items will be
disposed of in accordance with DoD 4160.21M, chapter 1, paragraph
56.

2. Decsssed/Missing. Upon recelpt of pergonal effects from
unit, PEBC will re-invenbtory and process for shipment. The
Casualty Assistance Officer/next-of-kin will be notified and
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request shipping instructions. Once instructions are receiwved,
all personal effects will be packed and shipped via traceable
means.

3. Uncglaimed Personal Effects. After personal sffects have bamen
on hand for 30 days and owner cannot be located, personal effects
will be disposed of in accordance with MCC PL0120.28E and DoDd
4160.21M paragraph 56.

4605. ACCOUNTABILITY

1. Perscnal Effects and Baggage Center. There will be no
property receipted for cor issued without proper identification
such as a military ID card or Letter of Appointment/Agent
Authorization. Periodically this section will verify contents
with inventory to insure all units are complyving with current
inventory procedures.

2. Defense Reutilization and Marketing O0ffice (DRMO). All items
turned into DRMO will be verified against the turn-in inventory
by PEBC NCCIC and Trangportation Chief, Signatures received from
DRMO on turn-in documents will be periodically checked for
validity.

4606. RECORDS. Records for personal effects of deceased/missing
personnel will be retained for a period of six vears and records
for UA, brig, unclaimed/abandoned gear will be retained for 5
vears.
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UA LETTER FORMAT
UNIT HEADING

SAMPLE 4050

Originator Code
Date

From: Commanding Officer

To: Traffic Management Officer, Marine Corps Base, Camp
Lejeune (ATTN: PERC)

Subij: PERSONAL EFFECTS: CASE OF (NAME, GRADE, SSN)

Ref: {a} MCO P4050.38B
(b} DoD 4160.21M

1. In accordance with reference {a), reguest Personal Effects
and Baggage Center take charge of SNM's pergcnal effects and

ensure they are forwarded to SNM's next-of-kin or disposed of in
accordance with reference (b).

s

Z. Following informaticn is provided:

{a) SNM is currently in UA status in excess of 30 davs.

(b} SNM has been UA since

{¢) 8NM's home of record address is:
{1} Name of Next of Kin:
{2} Address:

{3} Phone Number (i1 available}:

]

3, Point of contast this command  (Name, Grade, S8N & Contact
Phone) .

Figure 4-3,--UA Letter Formab

~5é
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DECEASED/MISSING LETTER FORMAT
UNIT HEADING

24050
AMPLE Originator Code
Date

From: Commanding Officer
To: Traffic Management Officer, Marine Corps Base, Camp
Lejeune (ATTN: PEBC)

Subi: SHIPMENT OF PERSONAL EFFECTS TO NEXT OF KIN; CASE OF
(GRADE, NAME, SSN), DECEASED

Ref: {a) MCO P4050.38B

Encl: (1) *DD-1300 (Report of Casualty), *Death Certificate,
*Casualty Report {Message to HCOMO)
{Z2) NAVMC 10154 {Personal Effects Inventory)

1. In accordance with the reference as substantiated by
enclosure (1), request subject individual's perscnal effects
shown on encleogure (2} be processed and sghipped to following
address:

Name of Next-cf-Kin/Authorized Recipient
Address
Phone Number (If avallable)

2. aAbove address has been verified within the past 48 hours.

2. fName, Grade) ig authorized representative for this
command and can be contacted at (Contact Fhone) .

Signaturs
Commanding Officer

*Any one of these may bs used te ship personal effecrs for

deceased members.

SAMPLE

Figure 4-4.--Decessed/Missing Letter Format



STANDING CPERATING PROCEDURES FOR BASE LOGISTICS

UNCLAIMED PERSONAL EFFECTS LETTER FORMAT
UNIT HEADING

SAMPLE 4050
Criginator Code
Date

From: Commanding Officer
To: Traffic Management Officer, Marine Corps Base, Camp
Lejeune {(ATTN: PEBC)

Subij: UNCLAIMED PERSONAL EFFECTS; CASE OF (NAME, GRADE, S$SSN)

Ref: (a) MCO P4050.38B
¥ncl: {1) NAVMC 10154 (Personal Effects Inventory)
1. In accordance with the reference, requegt items listed on
enclosure (1) be accepted as unclaimed property of subject named
Marine.
2. Last known address:

(a) Name, Grade, SSN

(b) Unit

{«) Phone Number

3. Point of contact at this command

Name Grade

Signature
Commanding Officer

Figure 4-5.--Tmclaimed Parsonal Effects Letter Formatl
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CHAPTER 4
TRAFFIC MANAGEMENT DIVISTION

SECTION 7: DEPLOYMENT SUPPORT

4700. MISSION. Deployment Section is charged with
responsibility of performing necessary functions connected with
pick up, storage and delivery of personal effects for units
deploying in excess of 90 days or for contingency
operations/emergency deployments of unknown length.

4701. FUNCTIONS. Basic authority for deplovment storage is
prescribed in JFTR, paragraphs U4770 and UL375-B3. Commercial
storage of personal effects for members of a unit deploving for a
- specific tour in excess of 90 days, or for tours of unknown
length for contingency operations or emergency deployments is
authorized. Further amplification of entitlement for deplovment
storage ls outlined in MCO P4050.38B, chapter 7, which identifies
that only bachelors and gecgraphical bachelors are eligible.

4702. PROCEDURES
1. Storage authorization. Deployment storage can be authorized
by a letter of authorization (L.0a) from any commanding officer
having special court-martial authority. This LOA must contain,
2g a nminimum:

a. Name of individual needing storage.

b. Deplovment order number.

o, Estimated date of return from deplovment or TAD,

d. Signature of cofficer authorizing the storage.

P

Note: Personnel residing off base who mest criteria for
deplovment storage will bhe given LCA's (figure 4-6). Personnel
residing in government barracks will be given LOA's {figure 4-7).
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2. Upnit Responsibilitiss

a. Commanding Generxal, II MEF:

{1) Provide the Commanding General, Marine Corps Rase
(AC/S, Logistics) a personal effects/household goods unit turn-in
prioritizations listing for the deploving forces.

{2) Upon receipt of above listings, major subordinate
commands are authorized direct lialson with MCB, TMO for
coordinating personal effects/household goods turn-in process.

b. Maior Subordinate Commands (MSC):

(1) Fach regiment/separate battalion appoint in writing a
delegate to act as unit representative on matters pertaining to
personal effects/household goods storage. Provide copy of
appointment letter to Commanding General, Marine Corps Base, Camp
Lejeune, North Carolina {(AC/S, Logistics). Recommend person
appointed be a member of rear echelon and an officer or staff
noncommissioned officer.

{2) Delegated representative will make liaison with
Deployment Storage Section and provide necegsary documentation to
effect storage for deploving forces. Upon receipt of Emergency
Deployment documentation, Deployment Storage Section will issue
nunber of household descriptive inventories and boxes required to
store units authorized personal effects.

{3) Establish inventory teams to inventory personal
affecty of deploving persconnel. Inventories will have at a
minimum the following information: Marine's grade, full name,
SEN, complete unit/command address, pick-up building
number/location, type of storage {regular or emergency
deployment) ., carrier/agent’'s name and emergency deployment
contract storage number will be annotated.

{(4) Personal effects are to be inventoried in accordance
th MCO pP4050.38B,. chapter 5. Perscnal effects will be prepared
ick up prior to scheduled arrival of TMO representative and
actor. Figure 4-8 provides listing of items not suthorized
Lorage.

S e i
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{5} Ensure, upon completion of inventory, names, grades
and social security numbers of individuals conducting inventory
is typed or legibly printed on appropriate forms and original
NAVMC 101%4 i1s signed in designated block by genior member of
inventory team.

{6) Maintain continuous chain of custody until TMO
representative has receipted for personal effects.

{a} In this regard, parent unit's supply officer will
retain signed copy of all NAVMC Form 10154 inventories; NAVMC
10241 (UsSMC BRaggage Identificaticn check forms); letters of
Appointment/Authorization for Inventory Team representatives; DD
Form 1299 (Applicaticn for Shipment and/or Storage of Personal
Property); TMO/Local Forms 1191 (Household Goods Descriptive
Inventory); tyvped roster of NOK Address/Name/Phone; and
Receipt/Disposition documents; subject signed documents will be
retained in individual Marine's Personal Effects Casge File
located in unit's supply office for a period of no less than five
vears.

(b} One signed copy of NAVMC 10154 ghall be packaged
with effects.

{c} Original copy of NAVMC 10154 shall be made
available for issue to TMO representative and storage contractor.

(d) One signed copy of NAVMC 10154 is to be provided
service member by inventory team. If service member is deploved,
command will assume responsibility for safeguarding member's
copy .

{7} Ensure storage containers are marked or tagged with
member ‘s name, grade, 98N, unit and estimated date of return, if
known, using Lorm NAVMC 10241.

(8) Provide secure temporary gstorage area for holding
personal effects until scheduled arrival of TMO representative
and storage contractor for pick up.

(9} Designabte in writing to TMO name of person authorized
to initiate emergency withdrawal {(for hospitalized, deceased,
mizsing, AWQOL, or deserters) from unit's authorized storage.



4702 STANDING OPERATING PROCEDURES FOR BASE LOGISTICS

Forward to THMO all pertinent correspondence which impacts upon
disposition of perscnal effects/household goods held by
commercial contractor.

{1.0) Ensure all personal effects to be plcked up by
commercial contractor are separated and staged by Marine's name,
and are readilv accessible to contractors.

{11) Ensure command's appointed representative will be
prhysically present at designated personal effects pickup location
at specified time/date.

{12) Ensure command designated representative takes
particular attenticn to annotate "Deployment Storage
Contract/Reference Number"” found in block 12 of the DD Form 1299
{Application for Shipment and/or Storage of Personal Property) on
Household Goods Descriptive Inventory form, Personal Effects
Inventory Forms (NAVMC 10154), and Personal Bffects Control Log
Book. This will facilitate reguired delivery or action/follow-up
digposition.

{13) Ensure all personal effects are packed in unsealed
containers prior to arrival of coniracted carriexs. It is
imperative that MSC/parent commands understand they are
responsibie, and not the carrier, for deployment storage packing
of personal effects.

{(14) an individual must be appointed in writing, in event
person residing off base cannot be present at time of their
personal effects/household goods pickup. Sample authorization
form (figure 4-9).

o,  Commanding Gepneral, MCB (Agsistant Chief of Staff,
Loglistics, TMOY

(1) Establish contracti{s} for storage of deploving units
perscnal sffects/hougehold goods.

(2} Maintain and issue boxes, paper, packing material,
and tape to be ussed by uniti{sl, during emergency deplovments
only, for storing personal esifscts.

{3y Provide personnsel and eguipment to assist
contractor in recelipting for unitis) personal effects
SLOTAgE.

Lot

he
oy
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(4} Authorize individual emergency withdrawal (forx
hospitalized, deceased, missing, AWOL or deserters) of personal
effects/househcld goods from unit’s authorized storage lot.

(5} Make liaison with contractor to cocrdinate/arrange
for emergency withdrawal o0f personal effects as approved by
unit's commander.

{6) Schedule all off-base personal effects household
goods pickup and storage.

{7} Coordinate the delivery of personal effects/
household goods upon unit's return from deployment.

{8) Asgsist individuals in processing claims against
government for damages or losses resulting from storage of
personal effectg/household goods in accordance with JAGINST
BE800.7C, Chapter XXI.

4703, RECORDS. Records for all Deplovment Storage transactions
will be retained for a periocd of six vears.
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LETTER OF AUTHORIZATION FOR DEPLOYMENT STORAGE
(MARINES RESIDING OFF BASE]

UNIT HEADING

4050
SAMFELE Originator Code
Date

From: Commanding Officer
To: Traffic Management Cfficer, Marine Corps Base, Camp
Lejeune (ATTN: Deplmt Stg)

Subj: LETTER OF AUTHORIZATION FOR DEPLOYMENT STORAGE (IN EXCESS
CF 20 DAYS) FOR MARINES RESIDING OFF BASE CASE OF: (LAST
NAME, FIRST NAME, MIDDLE INITIAL,., GRADE AND SSN)

Ref: (a) JFTR U477C
(b} MCO P4050.38B

1. This letter of authorization issued in compliance with
references (a) and (b).

a. Deployment order

D. Appn Data: 17*1106.27A0 O &7001 0 0s7001 2D 000000
455DEPLAS01I0. {(*Enter last number of FY).

2. Marine authorized storage is: (Circle One)

a. Geographical bachelor living off base and has not
collected dependents travel pay.

b, Single Marine living off base. Personnel in this
category will forfeit BAQ while in a deploved status.

¢. BSingle parent with dependents (must have legal custody).

3. Pick-up/storage information:

a. Recuessted date of pick-up

Figure 4-6.--Letter of Aughorization for Deplovment Storage
(Marine Resliding Off Base)

462
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Subi: LETTER OF AUTHCRIZATION FOR DEPLOYMENT STORAGE (IN EXCESS
OF 90 DAY¥E) FOR MARINES RESIDING OFF BASE CASE OF: {LAST
NAME, FIRST NAME, MIDDLE INTTIAL, GRADE AND SSN)

L. Pick-up point address

¢. Authorized Releasing Agent
(See Appendix I for Authorized Releasing Agent letter format).

d. Authorized Releasing Agents telephone number

e. Authorized Releasing Agent's Address

4. Reqguest personal effects/househcld goods belonging to subject
named Marine be picked up and placed in deployment storage.

SIGNATURE
COMMANDING OFFICER

Copy to:
Marine Reguesting Storage

SAMPLE

Figure 4-6.--Letter of Authorization for Deplovement Storage
{(Marines Residing 0ff Base)--Continued

1
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LETTER OF AUTHORIZATION FOR DEPLOYMENT STORAGE
(MARINES RESIDING IN BARRACKS)

UNIT BEADING

4050
SAMPLE Originator Code
Date

From: Commanding Officer
To: Traffic Management Officer, Marine Corps Base, Camp
Lejeune (Attn: Deplmt Stg)

Subj: LETTER OF AUTHORIZATION FOR DEPLOYMENT STORAGE (IN EXCESS
OF 90 DAYS) FOR MARINES RESIDING IN BARRACKS

Ref: {a} JFTR U4770
{b) MCO pP4050.38B

Encl: (1} Listing of single Marines occcupying government
guarters reguesting storage 0f personal effects

1. This letter of authorization issued in compliance with the
provisions of references (a) and (b).

a. Deplovment Order:

k. Appn Data: 17*1106.27A0 0 67001 0 067001 2D 00C000
465DEPLES0LID (* Enter last number of FY)

¢. Estimated date of return

d. Personal Effects/Household Goods will be picked up within
20 davs of return from deployment.

2. Harines ligsted in enclosure are living on base {in unit's
barracks) and are authorized subject storage at government

expense. {Enclosure {1} attached).
3. {Hame, Grade, Contact Phone}l is command’'s authorized
representative. Commercial contractor pick up of person affects

Pigure 4£-7.--Letter of Authorization for Deplovment Storage
{Marine Resgiding in Barracks)

4-64
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Subi: LETTER OF AUTHORIZATION FOR DEPLOYMENT STORAGE (IN EXCESS
OF 90 DAYS) FOR MARINES RESIDING IN BARRACKS

is to take place on {date reguested). (Reguest command provide
twe polints of contact).

SIGNATURE
COMMANDING OFFICER
SAMPLE

Ligting of single Marines ccoupving Government Quarters
regquesting storage of Personal Effects:

LasT FIRST MI GRADE SSN NOK ADDRESS/PHONE#

Figure 4-7.-~Letter of Authorization for Deployment Storage
{(Marines Residing in Barracks)-—-Continuad
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I@EMS NOT AUTHORIZED FOR DEPLOYMENT STORAGE
1. Following ltems are not authorized fo be storsd during
deployments.
a. Liguids of any type.
b. Shoe polish.
¢. Hair Spray.
d. Matches
e¢. Leather dressing.
£. Bleach.
Lighter fluids.
h. Liguor.
i. Photographic flash bulbs.
4. Winesg/Beer/Malt liguor
k. Aercsol cans of any kind.
1. Stamp and coin collections.
m. Canned or boxed foodstuifs of any sort.
n. Gold or Silver.
o, Cash/negotiable notes.
p. Cigarsttes/teobacgo products.
.  All dry cell batteries will be removed from radios, tape

plavers, flash lights, etc., and will not be ghipped/stored with
personal effects.

Figure 4-8.--Items not Authorized for Deplovment Storages
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r. Refrigerator/ice chests will be defrosted, drained, dried
and be completely free of moisture/mildew prior to the arrival of
the contracted movers.

s. Any Government properity belonging te the Government not
confirmed to be personally procured at the Marine's expense.

t. Any itemg of porncgraphic nature prohibited by Marine
Corps regulations or state/civil law.

u. Ammunition, flares, or any type of fireworks.
v. Items of extraordinary value unless accompanied by with a

High Value Certification Inventory. {Contact the deplovment
storage section for guidance).

Figure 4-8.~-Ttemg not Authorized for Deplovment
Storage--Continuaed
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AGENTS LETTER OF AUTHCORIZATION TC DEAL WITH DEPLOYMENT
STORAGE

Anthorizarion to Deal with Household Goods

ENOW ALL MEN BY THESE PRESENTS, That I
do herebyv authorize who currently
regides at to act as follows: 'To
take possessgion of, place in storage, and/or corder the removal
and shipment of any of my property from any post, governmental or
private; and to execute and deliver any receipt, release,
voucher, shipping ticket, certificate or other instrument
necessary or convenient for such purpose.

FURTHER, I dc authorize the gaid to
perform all necessgary acts in the execution of the aforesaid
authorizations with the same validity as I could effect if
personally present. Any act or thing lawfully done hereunder by
the zaid ghall be binding on mvself
and my heirs, legal and personal representatives and assigns.

T FURTHER DECLARE that this authorization shall remain in effect
even though I am reported or listed, officially or otherwise, as
"missing in action,” it being my intention that the designation
of such status shall not bar the said from
fully and completely exercising and continuing to exerciss any
and all powers and rights herein granted until this authorization
is revoked by my death or as otherwise provided herein.

FURTHER, unless sooner revoked or terminated by me, this
authorization gshall become NULL and VOID from and after the
day of . 19

Signature {Interviewsr) Signature

MCBCL 4050/50

Figure 4-9%.--Agents Lett

trer of Authorization to Deal with
Deplovient Storage

age.
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CHAPTER &

SUPPLY DIVISION

5000. INTRODUCTION: The Supply Division manages and is
responsible for customer support reguirements at Camp Lejeune.
Areas that Supply Division maintains cognizance over are Direct
Support Stock Control Isgsue Polints, and Base Property Control.
Supply support is provided to all commands in the geographical
area of Marine Corps Base, Camp Lejeune, training exercises, and
other DOD components, as reguested. Supply Division ensures
compliance with applicable supply and material management orders
and directives, and monitors customer support and satisfaction
for products and services provided. Sections 1 and 2 of this
chapter give detailed instructions on the primary support
services provided by Direct Support Stock Control (DSSC) and Base
Property Control.
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CHAPTER &
SUPPLY DIVISION

SECTION 1: DIRECT SUPPCRT STOCK CONTROL

5100. INTRODUCTICN: The Direct Support Stock Control (DSSC)
issue points operate similar to any commercial retail department
store or hardware store. The DSSC provides intermediate level
supply support to all commands located in the geographic area of
Camp Lejeune. DSSC also supports reserves, training exercises
and other DOD components as reguested. DESC lssue points provide
maintenance and repailr materials and general housekeeping,
administrative suppliesg, bulk fuel, and lumber. The DSSC
operates under the guidance of MCO P4400.151B, and other
directives applicable to a stock funded intermediate leval
inventory.

5101. DSSC POINTS OF CONTACT:

Section Bidyg. No. Phone
0IC, DSsC 1108 451 -3565/5782
AQIC, DssC 1108
NCOIC, DSSC 1108
FINANCIAL BRANCH 1108 451~1654
SMAD BRANCH 1108 451-1713/2628
T&R BRANCH 1108 451-5917/5163
SELF SERVICE CENTER 1606 451348771667
SHOP STORES BRANCH 1301 451 -3684

MLVES (Main Storsa) 1301 451-1975/5884

MLV 71 (TT) TT49 451 ~5885

MLV 73 (Adlr Station) A5124 4506529

MLV 66 (Tire Shop) 1503 4513494

LOT 201 (Bulk lumber, POL,

and compressed gas) 451-1625

FURLS BRANCH 1071 45153186

FAX:  DEBC HOTRS 51-5301

SELF SERVICE 451-5414
FUELS BRANCH 451~1460
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5102 STANDING OPERATING PROCEDURES FOR BASE LOGISTICS
HOURS OF OPERATION:

Tesue Points 0730 - 1700 Mon - Fri
Fuel Parm 24 hrs/day 7 days/week .

5102. DS8C CREDIT CARDS: Customers shopping at any of the
DSSC issue points or purchasing fuel, must possess a valid DSSC
credit card. Separate cards are reguired in each of the
following Branches: Self Service, Shop Stores and Fuels Branch.

5103.  REQUESTING CREDIT CARDS-: Credit cards are reguested

by memo. - Contact Self Serv1ce C&nteri phone 451-3497 for
additional. 1ﬁfarmatmon Report dost. oxr éamaged caxds to the same
section 1gsted above : {Flgure 51 } ' : :

5104. DSsC ACCgSﬁzCQ@ALOG Contact SMAE Branch phone éSl 3?13
to obtain "read only" access of DSSC applications, to include
on-line catalog and asset file. You can also obtain a copy of
the DSSC catalog on disk, as an attachment utilizing e-mail and
INFOPAC. Customer is requested to provide user ACID, name
associated with that ACID, and polnt of contact.

5105. FINANCIAL BRANCH: This Branch prepares, monitors, and
executes the stock fund budget and associated accounting
requirements to include stock fund billing, stores accounting and
reconciliation process. DSSC bank card open purchase
transactions, and INTERNET ordering are accomplished through this
Branch for the Division.

5106. TECHNICAL RESEARCH BRANCH (T&R}: This Branch

compiles and maintains information relative to the functional
characteristics, end item application, procurement
gpacifications, sources of zupply, acceptability,
interchangeability, cost data, classification, identification,
and technical edit of supply procurements for items of supply.
The T&R Branch lg regponsible for compiling usage date for
stockage recommendations and preparation of DSSC's cataloyg of
stocked iltems. Technical Resgearch assgigtence is available to
supported customers upon regquest. This Branch is the sponsor and
controller for the Automated Regquisitioning Svestem (ARS).
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5107. AUTOMATED REQUISITIONING SYSTEM [(ARS): The ARS is an
automated reguisition system for Opern Purchase and System
requisitiong that uses a mainframe and remote terminals to link
together all using units, T&R, and Purchasing and Contracting's
BCAS Svstem as well as the Standard Accounting Budget Reporting
System (SABRS}). Training and access information can be obtained
by calling T&R, 451-5163.

5108. MATERIAL SAFETY DATA SHERETS (MSDS): MSDE's for DSBC
stocked items are available from the Technical Research Branch
{T&r), phone 451-5172.

5109. EREQUEST FOR STOCKAGE ACTION (NEW TTEM NOTICEZS): Requests
to have new items added to the DSSC Stores inventory should be
submitted to the T&R Branch. Forms MCBCL 4400 (Rev 4-96) are
available from the Stores, Systems Management & Development and
T&R. MCB P4400.76__ paragraph 3039.2 is applicable to these
reguasts. (Figure 5-2.)

5110. SYSTEMS, MANAGEMENT AND DEVELOPMENT BRANCE (SMAD! :

The SMAD Branch provides inventory management for items stocked
at the DSSC Issue Points. Thisg Branch develops and coordinates
the mechanized programs and controls all input to update the DSSC
files. Responsible for the maintenance and update of individual
records on the files te engure items are available at all DSsC
issgue points {Self Service, Fuels Branch, and Shop Stores Issue
Pointg). Responsible for the scheduling of all daily computer
updates, submission of update input and distribution ocutput; and
monitoring of all automated computer programs and systems
utilized in DSSC.

5111, SELF SERVICE CENTER: The SBelf Service Center is located
in Building 1806, and stocks fast moving, low deollar value items
regquired for normal day-to-day coperations. The types of supplies
and material igsued inelude the following:

*Adminigtrative/Office Suppliss
*RBatteriss
*Blank Forms (controlled and non-controlled)
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5112 STANDING OPERATING PROCEDURES FOR BASE LOGISTICS

*Dining Facility Supplies (serving utensils, dishware,
trays, aprons, paper plates, cups, etc.)
*Housekeeping Supplies

*Spray Paint and Palnting Supplies

*Safety Eguipment {(boots, goggles, gloves, etc.)
*Tools (generic, common use hand)

*Garbage Cans/Trash Bags

*Rage (bundles)

5112, SHOP STORES BRANCH: The issue pelints are strategically
located (at mainside, TT, MCAS, Tire Shop and Lot 201) to support
customers needs. The types of supplies and materials carried
include the following:

*Hardware and Building Material

*Lumber and Lumber related Productis

*Maintenance Material and Repalr Parts

*pPackaged and Bulk Petroleum, Olls, and Lubricants (P0OL)
*Telephone Repair Parts

*Compressed Gases

*Gallon Paint and Painting Supplies

5113. FUELS BRANCH: DSSC operates a main fuel station, outlving
dispensing tanks and provides Gelivery of bulk grounds fuels in
gupport of Camp Lejeune and other customers. Products available
for issue are diesel, unleaded, kerosene, low sulfur, high sulfur
and propane. All purchases require DSSC fuel card for issues.

5114. AFTER HOURS ISSUES: After hours Emergency Maintenance
perscnnel uge Fuel Farm Duty Watch for issues. Point of contact
ig the Fuels Supervisor/Duty Wabch, 451-5186.
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LETTERHEAD

DATE
From: Offilcer/Director/Commander
To: Officer in Charge, Direct Support Stock Control,
PSC Box 20007, Camp Lejeune, North Caroclina

28542-0007
Subj: DSSC CREDIT CARD REQUEST

1. It is requested that a DSSC credit card be established
for (SELF SERVICE] or (SHOP STORES). The following in-
formation is provided:

RUC:
JON:
UNIT:

2. For further information contact Sergsant Good Guy at
DSN 751-~CALL.

Officer/Director or Commander
RANK/TITLE

Figure 5-1.-- Credit Card Reguest Memo
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NEW ITEM/DELETE NOTICE

MCBCL 4400 (REV. 12:89)
Section 1

FROM: DATE:

TO: Officer in Charge, DSSC Division
(At Systems Management and Development Branch) "

END ITEM - IF APPLICABLE TEMPORARY OR PERMANENT REQUIREMENT

1. NSN/MFR PART NR . 2. REFERENCE PUBLICATION 3. MFR MAKE AND MODEL OR EQUIP NR

¢ £

4. UNIT PRICE C} T OF ijz 6. 30 DAY USAGE 7. DATE REQUIRED 8. ISSUE PT REQUIRED

8. DESCRIPTION v

% SIGNATURE:
<// Section H

DATE:
CONTROL NO:
FROM: Officer in Charge, Systems Management and t Branch
TO: v
APPROVED [ DISAPPROVED [ AT DELETE U] RESEARCH [J
REMARKS:
SIGNA E:
Secign |

DAYE:

FROM:  oOtficer in Charge, Support Division, Technical and Resesrch Branch

T Ofticer in Charge, DSSC Division
(Agin: Systsms Managemen! angd Development Branch)
il up SAC MEC HAZ f sa.,k\/ SSRIC T DEMIL
HEMARKS:
SIGNATURE:
Figure %5-2.--Reguest for Stockage Action
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CHAPTER &
SUPPLY DIVISION

SECTION Z: BASE PROPERTY CONTROL

5206. SCOPE

1. This Manual provides procedures for the control and
maintenance of all garrison property and egquipment furnished to
the Marine Corps Base (MCRER) units and tenant commands.

2. The essential features of these procedures are:

a. Acguisition, accountability, maintenance and disposition
of Marine Corps Basge property, will be accomplished by the Base
Property Control Officer (BPCO).

b. The asset tracking for Logistics and Supply System
(ATLASS) mechanized supply management system will be utilized
with modifications, by the Base Property Control Officer (BPCO),
in controlling and accounting for all garrison and Class 3 and 4
Plant Propertv nonexpendable items controlled by MCB, Camp
Lejeune.

5201. MISSION. BPC is responsible for providing a guality of
life standard to all Marines, Sailors and Civilians aboard Camp
Lejeune, and MCAS, through the acguisition, issue, and managsment
control of all Plant Property, Minor Property, and Persconnel
Support Egquipment.

5202 . BASE ORGANIZATION WITH CHMC TABLE OF AUTHORIZED EOUIPMENT
{T/E). Base organization with CMC authorized T/E's are
respensible for accounting and funding of all eguipment listed in
these T/E's. ‘The BPCO will provide no support for these items.
Units will maintain all accounting records as reguired by MO0
P4400. 150D,

5203 . STOCKAGE OF SUPPLIES

1. {mnits are not authorized to stock any iltems

{ouantitiss abov

authorized allowances or iltems where allowances are in swoess

b
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5204 STANDING OPERATING PROCEDURES FOR BASE LOGISTICS

requirements) supported by Base Property. Any items not in use
should be adiusted. Units are not authorized to stock PSE for
anticipated use. All reguests must be supported by a current
customer demand. All items not in uge should bhe turned inte Bass
Propertyv.

2. The BPCO will maintain stocks of nonexpendable property based
on usage data and authorized allowances. All valid reguests will
be filled from available stocks without charge to the requesting
units. Supported units will submit unfunded documents tc BPCD
when on-hand quantities are below established allowances. Items
not in stock will be requisitioned from the appropriate supply
source by BPCD as funding permits. NOTE: BPCD will not
requisition new items when like items in a serviceable condition
are avaeilable to igsue

5204. PROCUREMENT OF GARRISON PROPERTY

1. The primary source of supply for garrison property for
supported units will be BPCD.

2. Alternate sources of garrison eduipment and supply may be
utilized when authorized by BPCD and beneficial te the command,

2.d.,:

a. Excess property that becomes availablie through
rediseribution from other commands.

. Excess property avallable through the Defense
Reutilization & Marketing Office (DRMO). Ses paragraph 5305 for
DRMO procedures.

5205, ALLOWANCES., Fellowing is a summary of allowances for Base
wsrganizationg:

T/E Allowances - Authorized by established CMC T/E

1

aliowances. IYBE allowances are normally funded byv the unit (SAC
1y or by OMC (SAC 3}. All sccounting files are maintained by the
unit.

L
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2. BRPCD CMR Allowance - Non-expendable supplies, with a unit
cost of greater than $2500.00, in the unit’'s possession
authorized by the Commanding General, MCB, Camp Lejesune. These
itemg are normally funded by BPCD. Voucher files with original
signatures are maintained by BPCD.

3. Non-FMF Allowance List - Special toel boxes and missgion
peculiar items are appropriate for the non~-FMF allowance list.
MCO P4400.150D provides guldelines for the contrel of these
assets. All accounting records are maintained by the unit.
Funding is the responsibility of the using unilt.






STANDING CPERATING PROCEDURES FOR BASE LOGISTICS

CHAPTER 5
SUPPLY DIVISION

SUB-SECTION 1: INVENTORY CONTRCL PROCEDURES FOR GARRISON PROPERTY

5210. GENERAL INFORMATION

i. It is the responsibility of the using unit commanding
officer/officer in chaxrge (CG/0IC) to have on-hand or on order,
the guantities of garrison property authorized on the unit’'s
Consclidated Memorandum Receipt {(CMR). BPCD will oxder
shortfalls when funds are available.

2. Using units have direct access toc the appropriate BPCD
representative {(Customer Service Section) for matters involving
data input assistance, inguiry reguests and report reguests,
Addirionally, all user oriented system output {(i.e., CMR}) is
forwarded to the using units, wvia the BPC representatives.

5211, CONSCLIDATED MEMOEANDUM RECEIPT (CMR)

1. The CMR iz the custodial record by which the BPCO, controls
property in the hands of using units. Unit's CMRs will be
produced semi-annually, upon change of the Unit Property Officer
(RQ), or as reguested by the RO.

Z. Resgponsible Officers must accept the account regardless of
the number of discrepancies or the condition of the account. The
CMR should be gigned with a iist of discrepancies attached.

3. When the CMR is produced, the RO will verify that on-hand
guantities and serial numbers listed are Ccorreci. Semi-annually
or as directed, the RO will reconcile his/her CMR. At a minimum,
units will compare the on hand guantity and sgerial numbers of the
previous CMR against the on-hand guantity and serial numbers of
the new CMR. Differences between the two will be supported by
pending transactions submitted by the unit and inducted by BEP
pergonnel. The reconciliation iz conducted to ensure that all
pending trangactions were submittaed and posted correctly Lo
proper property reccords. The annuval inventory will be conducted
during one of the (MR reconciliations -~ thig will reguire a

%2}
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5211 STANDING OPERATING PROCEDURES FOR BASE LOGISTICS

physical inventory of all items. Adjustments to the CMR will be
submitted per FMFLANTO P4400.10 and in the cover letter attached
to the semi-annual CMR.

4. The CMR will be produced in TAM control number seguence.

a. Other than the semi-annual CMR, new CMR's must be
requested from BPCD. One copy of the CMR will be forwarded to
the unit. BPCD will maintain the original CMR. The signed
original CMR will be retained on file for one vyear.

b. When the RO from a unit receives a new CMR listing, the
on-hand balances and serial numbers will be verified. a
reconciliation will take place at a time published by BPCD. The
RO will reconcile his/her CMR with the BPC Customer
Representative. RO's will bring all supporting documentation
along with their copy of the CMR.

¢. Records at the Unit level are recommended to be kept tfo a
minimum. RO's must ensure that their records are kept current.
One copy of the CMR is reguired to be maintained at the Unit
level. The RO's copy of the CMR will be annotated when there are
on-hand quantity or serial number changes. Signed copies of
supporting documentation (Interim Receipts) are to be kept with
the CMR. Document numbers of the adjustment transactions will be
annotated on the CMR and the cn-hand guantity will bes pen changed
accordingly. When a new CMR is received, 1t will be reconciled
with the previocus copy.
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CH3 Chapter 5, page 5-20, paragraphs 5212 and 5213

5212. INVENTORY PROCEDURES AND DOCUMENTATION

1. Ensure that physical inventory documentation 1ncludes at a
minimum the following:

(a) The asset listing as of the physical inventory date.
(b) Documentation of the physical inventory counts
(including evidence that book-to- floor and floor-to-book

procedures were followed).

(¢} Adjustments made and the documentation supporting the
resolution of adjustments.

(d) Printed names and signatures of those who conducted the
physical inventory.

5213. DOCUMENT RETENTION REQUIREMENTS FOR INVENTORIES

1. Inventory tallies, inventory control reglsters or reports
can be destroyed upon completion of the next inventory and after
all adjustment actions have been taken.
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SUB~SECTION Z: REQUISITIONING PROCEDURES

5220. GENERAL INSTRUCTIONS. This chapter establishes procedures
for the using units to gubmit reguisitions and cancellations to
Rase Property Contrcel Division (BPCD). The means of transmitting
the additional demand to BPCD will be on a DD Form 1348 {(4-pt}.
DIC ZO0A requests submitted to BPCD for system NSN's and LSN's
resident on the BPC CMR or common stock list.

82231 . SBOURCES OF SUPPLY

1. Reguisitions for garrison proparty items will be submitted to
the BPCD.

2. Reqgquisgitions for Iinvestment items (greater than 100,000 U/P)
will be submitted to the CG, MCB (AC/S, Logilstics). In general,
these items require special funding (Procurement Marine Corps
{(PMC) funds). Reguirements will be solicited from the uniis
during July of each year.

3. Open purchase reguisitions for furniture must be approved by
the BPCO.

5222, PREPARATION OF REQUISTTIONS

1. When regquesting garrison property, the using unit will
complete the applicable portion of the requisiticn. In preparing
the reguisition (Z0A)}, the required data will be tvped or printed
on DD-1348(4-pt) . All data must be legible on all copies ¢f the
reguisition. Prior to preparation of the reguisition, the Base
Property CMR and/or common stock list will be reviewed to ensure
that current and accurate supply management data 1s entered.

2. The ZO0A will be sent to BPCD. BRBPCD personnel will verify
that the document is correct. The unit will pull the second and
third copies for their records. All documents are placed on back
order, and the unit will be notified when the itemsg are
available. BPCD wlll not provide the status on reguisitions. If
the reguisition appears on yvour demand listing, it is still
valid. Large replenishment buys are made to £ill many customer
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5223 STANDING OPERATING PROCEDURES FOR BASE LOGISTICSE

demands on a BREC document number. When materials are received,
vour backorder will be released and yvou will receive the
material.

3. wWalk-through/reguisitions for urgent reguirements will be
hand delivered directly to the BPCO. If BPCD cannot furnish the
material as requested by the walk-through, the reguisition will
be placed on backorder. In general, walk-through reguisitions
will not be accepted, except for emergency igsueg of health and
comfort items to ke determined by the RBPCO.

4. PBuilding numbers cof BEQ's or office bulldings are recquired to
be placed on the 1348 (4pt) to assist in tracking replacements
and budget purposes.

5223 . CANCELIATION OF REQUISITIONS. Cancellation of

reguisitions will be accomplished when backorder reguirements are
no longer needed or have been filied through other sources (DRMO,
transfer, etc.) A DDL348 (4-pt) with a DIC of "ZC1l" and a "B" in
cc 7 will be submitted to cancel backorders. The rest of the
information will be the same as the original regquisitions.

5224. BACKORDER VALIDATION. The Rackerder validation (BOV)
listing will be used by the RO's to validate and annotate current
status (Valid/Canc) all of the backorders for hisg/her unit.,

This will be validated by the RO and returned to BPCD. BOV's
will be provided quarterly and during CMR reconciliation.
Backorders will ke canceled for units failing to return the BOV
within 15 davs.

5225, MISCELLANEOUS REQUISTITIONING PROCEDURES

1. All reguisitions submitted to BPCD must be signed by the RO,
or by his/her designated representative.

2. Reguisitions for kerosene, electric and oil fired space
heaters, must be approved by the Facilities Maintenance
bepartment and Fire Department prior to submission. A permit
gigned by the Fire Department must accompany the reguisition (See
the current Fire Regulationz (BO 11320.1J) for specific
instructions in obtalning a permit for kerosens, elactric and oil
firved spacs heaters).
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STANDING OPERATING PRCCEDURES FOR BASE LOGISTICS

SUB~-SECTION 3: MISCELLANEOUS PROCEDURES

5300. RELIEF OF COMMANDING OFFICERS. The CO being relieved is
regquired by MCO P4400.150D to furnish a certificate to the
relieving officer, indicating the status of supply operations
within the command/unit. The status of the garrigon properiy
account will be inciuded in thig certificate. Relieving officers
will conduct necessary supply garrison property inspections to
agsure themselves of the conditicon of material, records and
operating procedures. These inspections will be sufficiently
detailed to provide an evaluation of the accuracy of the records
and supplyv/garrison property operations.

5301. RELIEF OF RESPONSIBLE QFFICER (RO)

1. When the relief of a RO is required, the command cofficer/
officer-in-charge/director will appoint an individual as the RO.
Individuals appointed will be officers or Staff NCO's or a
civilian of comparable status, preferably with supply experience.
The individual should be readily avallable within the
command/department, and not scheduled for deployment or FCS
within 12 months.

2. For the purposge of this Manual, the titles "Unit Commander”
and "Commanding Officer® are used interchangeably. It is
recognized that many BP sub-accounts have an individual with
"Director” vice "Commanding Officer” status. The basic principle
remainsg that the individual in charge of the organization with
property accountability is responsible for the care and upkeep of
Government property within their span of control. Sufficient
oversight must be exercised over the RO to review adjustments and
ensure gound properity management practices are in place.
Normally, military organizations of battalion size will appecint a
RO and coordinate all garrison property matters directly with
AT/S, Logistics and BPCD. Other organizations with a2 commanding
officer, director, or similar status, will likewise appoint a RO
and coordinate all garrison property matters directly with AC/S,
Loglstics and BPCD.

3. Unit commanders, directors, and 0IC's will develop procedures
to ensure that outgoing RO's do not depart the unit until a new
B0 iz appointed, a Jjoint inventory of all asssts iz conducted,
and all property is accounted for. Requests for property
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5301 STANDING OPERATING PROCEDURES FOR BASE LOGISTICS

adjustments that results from an account turnover must be
approved by AC/S, Logistice prior to the oid RO departing the
area. In the event that a RO is allowed to depar:t the unit
without a reconciliation of a garrison property account, the
accountable individual (i.e., unit commander, director, or CIC of
the unit) could possibly be held responsible for losses that are
subsegquently discoversad.

4. The RO being relieved will conduct an inventory and
reconciliation of property records to include verification that
receipt signatures are valid and current. In all instances, the
0ld and new RO's will conduct a joint inventory. Exceptions Lo
this policy must be coordinated with the BPCO. All necessary
signatures will be obtained upon completion of the inventory and
reconciliation of the property records. At the time of
appointment, a new CMR will be furnished to the relieving RO.

5. Within 15 days after being appointed as RO of the garrison
property account, the relieving RO will conduct a careful
inspection of the condition of records, supplies, personnel and
other matters coming to hisg/her attention. If discrepancies
exist in the property on-hand, gains and losses are to be
reported in accordance with instructions given in FMFLANTO
P4400.10, paragraph 4006, and the RO appointing order. The
original CMR at BPC will be signed as being correct. A
face-to-face Responsible Officer turnover will take place at Base
Property Control {(conducted by the Customer Rep). The Letter of
Discrepancy will be the new RO's documentation that discrepancies
were discovered during the acceptance inventory. The signed
original CMR will be maintained by the BPCO. If the new RO does
not submit a Letter of Discrepancy or a reguest for extension
within 1% davs, he/she assumes full responegibility for the
account *as is.”

6. During the period when the relieving RO is conducting the
inspection and inventory of the account, the unit will he in a
“frozen® status, and will not, except for emergencies, be allowed
to draw oy turn-in property. When an emergency exists, a letter
zigned by the CO0 with djustification, will be submitted to the
BPCO for action.

7. If the RO ig separvated from the properov account for grearer
38 prop 3 g
than 30 dave, a new RO will be appointed.
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STANDING OPERATING FROCEDURES FOR BASE LOGISTICS 5303

53¢2. PICK-UP OF MATERIAL AT BASE PHOPERTY

1. Each unit with a Base Property account will provide a Lefter
of Authorization to BPCD, authorizing individuals to receipt for
material. Authorization letter will be updated at least once

avery six months.

2. No individual will be allowed to receipt for material at RECD
unless his/her name appears on a current Letter of Authorization
and he/she has a valid military or civilian ID card in their
possassion.

3. Material will be picked-up within 10 working davs upon
notification from BP personnel. Material not picked-up within 10
working days will be returned to stock for issue. Exceptions
must be coordinated with the BP Warehouse Chief.

5303. TRANSFER OF MATERIAL BETWEEN USING UNITS

1. Transfer of garrison property ig nct authorized without prior
coordination/approval from the BPCO.

2. TUpon approval of a transfer between using units, the unit
transferring the material {the losing unit) becomes responsible
for -hand delivering the necessary documentation for all units
invelved, to the appropriate customer service representative at
BpPCD.

3. Transfer of garrison property between using units will be
effected in the following manner:

a. Losing unit prepares a DD-1348-1 transfer document using
(DIC Z2M) to transfer the material accountability from one unit
to the other. The document number of the DIC Z2M will be
asgigned by the galning unit, and the losing unit’'s AAC will
appeay in CC 45-50. SBignature of both the "lozing” and "gaining®
unit RO i required on the transfer document. A transfer
document is reguired for =ach lins item.

b, Once receipt signaturs of gaining UPD has been obtained,
deliver legible copies of signed transfer documents to the
appropriate CMR representative at BPCD.
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5304, DISPOSAL OF MATERIAL

1. BPCD is the office auvthorized to determine the serviceabilit
of Rase Property assets. If there ig a lavge amount of furniture
to be screened, arrangements can be made to have a representative
of BPCD to come Lo the unit area to screen the equipment. When
an entire barracks of furniture ig being replaced with new
furniture a BPCD representative will be on site at the time of
removal to assist in determining either DRMO or rehab
disposition. Prior to arriving at BPCD, units will f£ill out a
DD-1348 for each NSN. Once the items have been determined to be
unserviceable, BPCD will stanmp the DD-1348 and direct that the
items be taken to DRMO. Under no circumstances will units
destroy governmeni property. DRMC is the only coffice auvthorized
to determine if items are to be taken to the landfill or scrap
metal to Camp Geiger.

2. Turn-in procedures:

a. Property will be loaded so that it will be readily
accessible for inspections and/or unloading.

. Appropriate persomnel will be furnished by the unit to
unicad property {(if applicable).

c. Base Property warehouse personnel will stamp the original
of the 1348-1. In block #1 the "screened by" stamp will be placed
orn the original. The warehouse personnel will then fill in the
appropriate document identifier code (DIC), actual quantity for
turn-in to DRMO, and/or turn-in as excess.

d. Copiesg will be provided to the unit for any serviceable
excess and the units DRMO document will be adijusted accordingly
and left blank.

e. After the equipment ig turned in, the 45 copy will be
returned to BPCD by the unit. This copy will be utilized by BPCD
to adjust the property records. The #6 copy will be retained in
the unit's files.

3. All property turned intce DRMO lg reguired fo have the proper
information to obtain a Camp Lejeune credit, i.e., local N3N,

syatem NEN, iten descoription, serial number if applicable,
uantity, TAMCON and unit price.
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STANDING OPERATING PROCEDURES FOR BASE LOGISTICS 5308

5305. SCREENING AND PICK-UP QF DEFENSE REUTITIZATION AND
MARKETING OFFICE (DRMO) PROPERTY

1. Screening of DRMO property may be conducted by any unit.
Items normally controlled by BPC shall not be received from DRMO
without prior coordination with the Director. BPC. Typically,
items turned into DRMCO (i.e., typewriters, coplerg) have exceedsd
thelr life expectancy and have become uneconomical to repair.
Allowing units to pick-up these items, ig not cost effective to
the Marine Corps. BPCD will not payv for maintenance of machines
that have exceesded their life expectancy.

2. Units desiring to screen material at DRMO will follow these
steps:

a. Belect desired gear and have DRMO place a "hold” on it.
This hold will be gocd for 14 davs.

b, Fill out a2 DD-1348-1 (pick-up document) and bring it to
BPCD (Property under $2500.00 not reguired).

¢. Take approved decuments to DRMO and pick-up desired gear.
d. Return receipt document (copy of DD-134B-1) to BPCD.

3. Units will develop internal procedures to ensure that
garrison assets picked up from DRMU are coordinated with the
unit's Garrison Property Responsible Officer and BPCD. Unit
commanders are responsible to provide the same accounting and
safeguarding of DRMO assets in thelr possession as any other type
of government property. These procedures apply to all DRMO
facilities, not just the Camp Lejeune branch.

5306. ADJUSTMENT TRANSACTIONS

1. Reguest for adjustment transaction will be reported to BPCD
it the format contained in UM 4400~124.

a. Garrison property aboard Camp Lejeune is the
respongibility of the Commanding General, MCB, who through BPCD
maintaing the allowances and accountability data for the Base.
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5307 STANDING OPERATING PROCEDURES FOR BASE LOGISTICS

. Letters for garrison property adjustments for serialized
items with a dollar wvalue of $8(0.00 or more and nonexpendable
items with an extended dollar value of $2500.00 or more will be
signed by the unit commander and submitted to the Commanding
General [Attn: Base Property Control Officer). 1In all cases,
every adjustment transaction must have a statement by the unit
cormmander stating whether fault or negligence can be determinsd,
and whether an investigation is warranted. These determinations
cannot be made with "By direction” authority. All adjustments
will be reported in accordance with MCO P4400.150D.

¢. Administrative adjustments (DIC DEB/DEB) by definiticn,
do not involve phyvsical gain and logsses. The unit must
substantiate that no actual gain or loss occurred. The
transaction{s) that processed in error to cause the record
imbalance must be specifically identified by document number and
date processed. In cases where a misidentified item is being
dropped/picked-up simultanecusly, the unit must cross-reference
the document numbers and the related administrative gain/loss
transactiong. Administrative adiustments must be reported per
UM 4400-124.

d. Original correspondence for all adjustments will be
forwarded to BPCD for updating of files. Original correspondence
will be retained in the BPCD voucher file. The responsible
unit property clerk will update the CMR, and a copy of the
adijustment will be filed with the CMR pending adjustments.

5207. INVESTIGATIONS

1. When non-expendable items of garrison property of a using
unit become missing, destroved or damaged, the circumstances
surrounding such cases will be reported by the using unit's
Garrison Property Resgponsible Officer, who will initiate a
reguaest for an investigation to the appropriate unit commander.
The unit commander, other than MCE, will review the clrcumstances
surrounding the incident and conduct an investigation or reguest
a waiver to fhe Commanding General, MCB, Camp Lejeune, (Attn:
AC/S, Logistics). Material pending investigation {(e.g., damaged
furniture/sguipment) will be held by the using unit pending
releage by the investigating officer and dispeosgition instructions
from the AC/S, Logistics.
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STANDING OPERATING PROCEDURES FOR BASE LOGISTICS 5307

2. The Assistant Chief of Staff, Logistics, MCB, Camp Lejeuns is
designated as the Commanding General's representative in matters
concerning investigations for garrison property. The unit
commander will appoint the investigating officer. Once an
investigating officer's appolntment has been approved, the
reguesting unit commender is responsible for monitoring the
timely completion of the investigation.

3. Upon completicn of the investigation into the circumstances
surrounding the losgs, damage, or destruction of garrison
property, the unit commander conducting the investigation will
forward the invegtigation teo the Commanding General {(Attn: AC/g,
Logistics}, Marine Corpe Bage, Camp Lejeune, via the major
subordinate command's commanding general for final approval.
Investigations regquiring SJA approval should be routed through
cthe Base SJA and not MSC SJA's.

4. Upon recelpt of the approved report of investigation, the
Base Property Control Officer will carry out the approved
recommendations which are under his cognizance. When all
reguired action has been completed, the signed original copy of
the approved report of investigation will be retained in the
BRPCD, voucher file.

5. Except as noted in the following paragraphs, the approved
report of investigation will be used as the accounting document
to drop all property listed on it. The following items will not
be dropped, but will be ruled out by red lines on the report of
investigation:

a. Items that are to be repaired and retained on the
property records of the using units.

b. ZItems the government isg reimbursed for by cash/checkage
sale. Items of garrison property within thisg category will
remalin on the investigated unit’'s property records until
cash/checkage sale action lg effectead.

6. wWhen disposition of the property appearing on an approved
report of investigation involves the preparation of DIC:s D7Y, or
D73 the following processing procedures will apply:

a. DI Documents. The BO's retai 1 e flled with
he MR, and annotated with the report
£
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5308 STANDING OPERATING PROCEDURES FOR BASE LOGISTICS

. Checkages (D7Y). Two extra copies of the individual‘s
Checkage Form (NAVMC 6) will be prepared. One copy will attached
ro both the original and duplicate of the report of investigation
inveolved. When the duplicate of the individual's checkage form
ig returned to the RO, it will be forwarded to the BPCO, and used
to drop property from the using unit's CMR.

7. When the loss of garrison property involves two or more
units, the circumstances surrounding the losg will be reported
the next common higher level headguarters {i.e., area commander,
Adivigion HQ's, etec.). The higher headguarters will review the
circumstances surrounding the loss of governmeni property and
make a recommendation concerning the nesed for investigation and
will nominate an investigating officer. In situations whers a
common higher headquarterg is not appropriate, AC/S8, Logistics
will decide the appropriate course of action to properly
investigate the loss.

5308, MISSING, LOST, STOLEN, RECOVERED (MLSR} REPORT. Iin
general, when adjustments of $100,000 or greater per line item
are submitted, an MLSR report is required. The unit will prepare
the MSLR in the proper format and forward to the AC/S, Logistics
via the BPCO for release. The unit is the preparer of the
message format and the AC/S, Logistics is the releasing
authority.

5309. PROHIBITION OF REMCOVAL OF GARRISON PROPERTY, PLANT

PROPERTY AND MESS BEQUIPMENT FROM CAMP LEJEUNE. Except as
gspecifically authorized by the (G, MCB, Camp Lejeune, garrison

property, to inclilude mess property, Plant Property, "training
aids and audicovisual equipment® and other articles authorized for
garrison use WILL NOT BE TAKEN INTO THE FIELD OR REMOVED FROM THE
CaMP LEJEUNE AREA. In the event circumstances reguire that
garrigson property, "fraining aids and audiovisual sguipment”
items be used in the field or be removed from the Camp Lejeune
area, authority must be obtained from the CG, MCR, Camp Lejeune
{Attn: AC/S Logistics) for garrison property and "for Training,

Education and Operations.® Units will submit their reguest for
authorization, with complete fjustification, to the C&, MCB, Camp
Lejeune {(Attrn: AC/S Logistics). Upon review, a letter of

approval/disapproval will be forwarded to the uniz.

310. CASH SALES/CHECKAGE SALES. When an individual consents to
cash/checkage to reimburse the Government for missing/damags
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garrison property, the unit must conduct the cash/checkages sals
and forward a copy of the transaction to BPCD for voucherin
purposes. BPCD has no capability to conduct cash/checkage zales.

5311, DISTRIBUTICGN OF OUTPUT. All Base Property ATLASS ocutputb,
related reports and listings, and other documents and information
directed toward using units are distributed by means of guard
mall/LAN to each unit and unit's pick-up box located at Base
Property. Units are reguired to check their mail/LAN and guard
mail unit box weekly.

5312. TEMPORARY LOANS TO USING UNITS

1. BPCD maintains a Temporary Loan pool of items which may be
requested from time-to-time by using unitg, but which are not
reguired on a continual basig. These items includs:

a. Folding chairs.
L. Folding tables.

2. Reguest for temporary loan of any garrison property item will
be gsubmitted by letter to the BPCO {Attn: Warehouse Supervisor),
at ileast five working days in advance of the reguirement. RO's
are encouraged to submilt thelir requirements as far 1n advance as
possible, especially during the summer months when special events
are numerocus. Approval of temporary loans will depend on
avallabllity of the item{g) reguested and will bs procressed on a
first come, first served bagis.

3. Approved temporary loans will be made for a maximum of 10
days. Extension will be considered if requested by the unit, but
will not be approved if there are commitments to other units for
the same items. Extension will require resigning of the
temporary loan document. Reguest for loans of property to bhe
used in the field, or outside the confines of MCB, Camp Lejeune,
mugt be approved only 1f unusual clrcumstances warrant in. (Ses
paragraph 5309}

5313, REDUEST FOR DEAPERIES
1. EReguest for draperies should be submitted in lefter form to
the BPCO, and contain the following informstion:
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a., Building number{s).
b, Number of windows (measurements are not needed).
c. Point of contact and phone number.

2. Upon receipt of official measurements from the contractor,
subiject to fund availlability, estimates will then be sclicited
from vendors and the contract awarded. The Accounting Branch for
BpCD will maintain a record of all drapery contracts and current
status. Oldest requests will be honored first. Call ths BPC
Accounting Branch, 451-9487, for the status of your reguest. The
unit will be notified as to the time of installation, normally 90
dayg after the contract has been awarded.

3. Request for procurement and installation of blinds/miniblinds
should be forwarded to AC/S, Facilities for action per MCO
P10150.1.

5314. REQUEST FOR CARPETING. Reqguest for wall-to-wall carpeting
should be submitted to the AC/S, Facilities. Facilities has all
rasponsibilities for the priority assignment, approval,
purchasing and installation of carpets.

5315. REQUEST FOR ATR CONDITICNING. Regulrements will include
Base Maintenance approval letter, or a copy of the unit's
Disposal Mats/L7I when identical replacements are identified.

5316. REQUEST FOR MICROWAVE OVENS. The use of 0&M, MC funds for
the procurement of microwave ovens ig prohibited per MCO
PLOAS0.1.

5317, REQUEST FOR HEATERS

a. Additionally, the kerosene and fusl oil heaters must be
approved by the Fire Department.

b, See parsgraph 5222 of this Manual for specific
reguisitioning procedures.
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E318. REQUEST FOR AUTOMATED DATA PROCESSING EQUIPMENT (ADPE) .
All units must go through thelr chain of cvommand for ADPE
support. Accounting for all military computers is the unit's
responsibility.

5319, DISPOSITION OF EXCESS ADPE ASSETS. ISMD will be notified
of all excess ADPE assets. If redistribution within Camp Lejeuns
ig directed, a copy of the transfer document nmust be provided to
BPCD to properly adjust the unit's CMR.

5320. PROCUREMENT MARINE CORPS (PMC) REQUIREMENTS

1. PMC reguirements are Plant Account ilfems having a unit value
of more than $100,000. The Navy Comptroller Manual, Vol 3,
Chapter & identifies items specifically excluded from the Plant
Account criteria. All items costing more than 5100, 000 must be
accounted for as Plant Property and must be authorized by HQMC
prior to procurement .

2. All local reguirements, with complete justification, and
impacti statements, 1f unfunded, are submitted to the AC/S,
Logistics. Upon receipt, the requirements are verified,
consolidated, and prioritized as to urgency of need. The AC/S,
Logistics submits the PMC budget reguirements to HOMC after it
has been staffed by the AC/S, Comptroller. Prioritization is
made by the AC/S, Logistics. The AC/S, Comptroller 1s notified
and receives a copy of the budget submission.

5321. ERQCEDURES FOR THE TURNOVER OF GARRISON ASSETS FOR
DEPLOYING ORGANIZATION

1. Accountability and audit trails of garrison eguipment can be
easily lost during deployment phases. It takes the cooperation
and coordination of all units involved to ensure that guidelines
set forth in references MCO P4400.150D0 and UM 4400.124 are met.
Z. FPre-deplovment tasks. Depiloyment in excess of 30 davs
require appeintment of a new RO per MO P4400.150D.

RO's will reconcile/turnover thelr (MR's and pending back

a
ordaers for their accounts to the new RO, The
reconciliation/turnover will take place at the BPC office.
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. Respongible Qfficers (RO's) will conduct a jeint
inventory with the new RO who will be accounting for their
garrison property prior to their deployment.

5322. EXECUTIVE FURNITURE/FURNISHINGS. Executive type office
furniture and furnishings are:

a. Those items covered by Federal Supply Schedules of
executive type furniture, or by federal standards and
specifications which have an "executive line" of office furniture
and furnisghings.

b. Those items generally known, or considered by the trade,
as the "executive line" of office furniture and furnishings.
These include, but are not limited to, executive stvle desks,
rables, telephone stands, cabinets, bookcases and chairs.
Executive type furniture is specifically authorized for certain
individuals based on rank or billet assignment.

. Definitions:

(1) Executive furniture - {(Level A) -~ whether new, uged,
or rehabilitated, will be limited to personnel of flag rank, or
gsenior executive gervice or above. This furniture includes all
items of executive wood furniture consisting of, or comparable
to, the traditional and modern wood office furniture and related
items illustrated in MCO P10150.1.

{2y Middlie Management Furniture - (Level B) - Whether naw,
used or rehabilitated, will be limited to personnel with the
grade of 05/06 or GS grades 13 through 15. This type of
furniture includes all items of urilized wood office furniture
and related items.

d. Reguisitioning executive furniture. The reguisition
will be in letter format to the BPCO, Accounting Branch and will
conbtain:

{1} The rank, name of the individual furniture is being
curchased for.

e. The Accounting Branch will assist the customer with
determining types of furniture rated and providing & library of
catalog of executive furniture for review.
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SUB-SECTICKN 4: WASHERS AND DRYERS IN BARRACKS

5400. GENERAL. Free washers and drvers are provided in barracks
arnd BOQ's aboard Marine Corps Base, Camp Lejeune, and MCAS (H),
New River through a Marine Corps Base administered and funded
civilian contractor lease agreement. While this eguipment is not
Government owned, it will be controlled to the extent necessary
to prevent logses to the contractor which must be reimbursed by
the Government.

5401. ACCOUNTABILITY

1. Washers and dryers installed in barracks and BOQ's will be
assigned to the unit primarily responsible for occupying the
building in which installed.

2. All washers and dryers are owned and repaired by the
contractor. These machines will not be carried on the unit's
MAL/CHMR.

3. Each unit will assign an individual that will be responsible
for reporting any changes of on-hand gquantities and serial
numbers of washers and dryvers Lo Base Property and Purchasing and
Contracting. Periodic checks will be accomplished to verify
gquantities and serial numbers.

5402. INSTALLATION/REMOVAL REQUESTS

1. Washers and drvers are installed and serviced by the civilian
contractor, and will not be removed, moved, or installed by any
personnel other than the contractor representative.

2. Reqgquests for installation of additional washers/drvers will
be forwarded to the Assistant Chief of Staff, Logistics {(Attn:
Bage Property Control Officer), and will include appropriate
Jugstification, and a statement as to the availability of
appropriate hook-ups (water, sewser, electricity, vent, eto.).
Barracks capacity, space limitations, hook-up availability and
funding availablility will be considered in the decision to
approve or deny reguests.
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3. Reqguests for removal/relocation of washers and drvers will be
forwarded to the Assistant Chief of Staff, Logistics (Attn: Base
Property Control Officer), stating the reason for the reguested
action. In the case of relocation reguests, the reinstallation
in the new location will be considered in the same manner as a
new instailation.

5403. CARE AND OPERATION

1. Proper controls will be established by the assigned unit to
prevent abuse, misuse, pilferage, and vandalism of machines.

2. Washers and drvers will be used only by bona-fide occupants
of barracks and BOQ's.

3. Machines should not be moved for any reason, including
cleanup/work details, since such movement may cause damage to the
machines or gas lines, which could contribute to an unsafe
condition.

4. Areas where machines are located will not be hosed down for
cleaning purpoges, as this can cause damage to timers, and
severe electrical shock.

5. Individual eguipment, such as 782 gear, sleeping bags, etc.,

will not be washed or dried in leased machines, as this can cause
damage to the machines.

5404. REPAIR OF WASHERS AND DRYERS

1. Reguired repairs to leased washers and dryers will be
performed only by the authorized contractor representative.

2. Prior to reporting an inoperative machine, the following
actiong should be taken:

a. Check to ensure the machine is plugged in, and fuses or
circuit bresakers are not blown/tripped.

B, Check the drain pipe and drain sink for clogging if
washer fails to eject water.

c. Check the drver lint screen and vent hose for clogging
1f the dryer appears Lo be over-heating or malfunctioning.
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d. It iz a Bage Maintenance responsibility to correct any
problems external bto the machine itsgelfl.

3. Prior to repairs being effected to machines which have been
damaged through apparent abuse, misuse, oy vandalism, the urit
will be reguired to conduct an informal investigation to
determine the cause of such damage, and the pogsible
identification of responsible parties. This investigation need
not necessary be a JAG Manual investigation, unless the extent of
damage exceeds $700. In any case, a report of findings and
corrective actilon taken will be forwarded to the Assistant Chief
of S8taff, Logistics (Aftn: BRBPCO).

L¥
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SUB-SECTION 5. MAINTENANCE AND REPAIR OF EQUIPMENT

5506, REPAIR OF OFFICE MACEINES, TLABCOR-SAVING DEVICES AND OTHER
SELECTELR ITEMS

1. BPC provides commercial maintenance service for the
government-owned electric and electronic office machines,
including coplers, typewriters, calculateors and microfilm
readers/printers. BPCD will, at its discretion, establish an
annual contract for continued, yvear round maintenance support, or
it will establish a "one time" repalr contract to fix each item
as it becomes unserviceable. The type of contract support is
dependent upon the avallability of funds for the current fiscal
vear. Units may call BPCD at 451-9%487 to determine if equipment
iz on a maintenance contract or reguires "one time"

repalrs.

2. Repair procedure for equipment on a Maintenance Contract.
Bguipment reguiring repair will be brought to RPCD at Building
1212. BPCD will notify the commercial vendor, who will examine
the machine, determine if the trouble is repairable under the
terms of the maintenance contract and, if so, attempt to repair
it. Machines will bhe returned as soon as repairs are complete.

3. Maintenance contracts do not cover machines which are damaged
or worked on and taken apart by personnel other than authorized
service technicians working for the contractor. Repair of such
damaged machines must be paid for by BPCD over and above the
maintenance charges. These machines will be turned in to BPCD
through the appropriate RO on a Work Reguest and will contain the
following information:

a. Unit/activity designation.
b. Unit Property account number.
. Type of machine and age {e.g¢., typewriter, calculator).

Manufacturer's name.

-

e, Herial number and modsl.

Py

A& brief description of problem.

LI
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g. The work reguest will contain one or more of the
following statements, as appropriate, and must be approved by the
commanding officer. "By direction’” correspondence cannot be
utilized:

(1) No faul: or negligence is suspected in connection
with the repalr required for the office machine listed hereon. A
statement is regquired to explain the current status of the
machine.

(2) Fault or negligence is suspected in connection with
the repair to this machine and an investigation has been
initiated by the command. Accordingly, reguest that an estimate
of repairs be obtained and returned with the machines, to be usged
in support of investigation action which has been initiated.

(3} Repalr is regquested per the approved recommendation
contained in the Report of Investigation (copy attached). The
repair cost is within the limitaticns authorized by MCO 10460.2
as evidence by a copy of the repair estimate attached.

4. In general, electrically operated office machines (i.e.,
typewriters, adding machines, calculators, etc.) are expected to
last 12 vyears. If the machine isg less than eight years of age,
repalr cost cannot exceed 50 percent value of original cost on a
"one time" rapair. If the machine is older than eight vears, it
cannot exceed 25 percent of original cost on a "one time" repair.

5. The greatest sgingle cause of coffice machine malfunction is
negligence on the part of the operator. This includes such
things as failure to replace dust covers when not in use,
allowing erasure dropping to get into working mechanism, and
fallure to clean or perform first echelon maintenance of
eqguipment Iy the cperator. Prior te turn-in for repailr of any
machine to BPC, it must be evident that proper first echelon
maintenance has been satisfactorily completed.

&. Home types of eguipment not under maintenance contracts must
bae on an "as reguired” basis. Upon approval., BPC will send a
reguigition to the Contracting Office reguesting a one tine
repalr. rems falling into thiz category must be listed on the
E(G'e Bage Property or Plant Account CMR. Units requiring repairs
will submit a lefter to the BPCO containing the following
information:

[$ 4]
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Unit/activity designation.

Unit property account number.
Plant account number/TAM NR/NSN.
Type of machine.

Manufacture's name.

Serial number/model.

A brief description of problem.
Building number.

POC with an extension.

7. Repalr of end user computing (EUC) equipment will be

accomplished by Information's Systems Management Department

(ISMD) .

£
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SUB-SECTICN &: PLANT PROPERTY PROCEDURES

5600, CLASSES OF PLANT ACCOUNT PROPERTY. For management,
financial, and technical control purposes, plant account property
items and expenditures are divided into the following classes:

Clasg 1 ~ Land

Clagss 2

§

Buildings, structures, and utllities
Class 3 - Eguipment (other than Industrial Plant Equipment)

Class 4 Industrial Plant Eguipment

5601. REQUIREMENTS FOR CLASS 3 AND 4 PLANT PROPERTY

1. The Assistant Chief of Staff, Logistics will solicit
reguirements for Command Support Bguipment (Class 3 and 4 Plant
Property). Regulirements are forwarded to HQMC pricr to 10 July
each year, and is used as the basis for funds allocation for the
next budget year.

5602. PLANT ACCOUNT PROPERTY CONTROL PROCEDURES

1. Class 3 and 4 Plant Property:

&. The Basge Property Control Officer (BPCD) is responsible
for distributing Consolidated Memorandum Recelpts (CMR) on all
plant account property to the responsible officers.

b. Responsible officers (RO's) are appointed to administer
the receipt, custoedy, and control of plant account property.

2. Transfer of Plant Property Between Using Units: paragraph
5303 applies.

3. nventory: paragraph 5210 applies.

4. Adijustment Trangactions: paragraph 5308 applieg,
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5. =Reporting of Acguisitions:

a. Upon recelpt of plant property, the RO will report the
acguisition to the BPCO within two working days after the
property is physically on hand. BPCD will prepare the Clasg 3 or
4 Property Record (DD Form 1342) and debit the responsible
account for the custody of the iltems and record the value into
Plant Account. Responsible ocfficers will verify the debit, sign
and return to the BPCD with 10 working davs.

b. Items found by inventory o0r recelved without proper
documentation will be reported to the BPCO for approval before
reporting in the Plant Account Property reccrds.

5603. EXCESS SERVICEABLE, UNDETERMINED CONDITION, UNSERVICEARLE
AND OBSOLET LANT ACCOUNT PROPERTY (EXCEPT TACTICAL AND

RECOVE LE ITEMS

1. Excess serviceabls, undetermined conditiocn, unserviceable,
and cobsclete plant account property on charge to the using
activity from the BPCO will be disposed of as follows:

a. Plant Eguipment Class 3

{1) EBach item of property will be listed on a separate
DD Form 1348 {(Request for Turn-in), showing plant account number,
gserial number and NSN.

(2) All reguests for turn-in will be accompanied by a Base
Maintenance statement or a Limited Technical Inspection (LTI)
report indicating the condition of the property and estimated
cost to repalr excess repairable items.

{a) ALl reguests for turn-in of unserviceable property
will contain a statement te the effect that the present condition
ig due to normal wear and that no fault or negligence is
involved. This statement will be gigned by the commanding
officer or authorized representative of the unit, or by the head
of activities whose property does not come under the immediate
cognizance of a2 Table of Organizaticon Military Unit Commander,

{hy All reguests for turn-in of excess and/or obsolate
property will contain a statement Lo the effect that the property
iz gerviceable and iz not reguired by the organization and will
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be signed by the commanding officer or authorized representative
or by the head of activities whose property doss not come under
the cognizance of a Table of Crganization Military Unit
Commanders.

(3} The reguests for turn-in and the appropriate
maintenance statement will be forwarded to the Base Property
Control Divigion, Services Branch.

{4) Upon receipt of the regquest for turn-in and the
appropriate maintenance statement, the BPCO will:

(a} Provide the responsible officer having custody of
the property with disposition instructions (without screening)
for all 1tems having a condition code of B, F, H, and 5.

(b} Provide the responsible officer having custody of
the property with disgposition instructions (after screening has
been accomplished) for items having condition code of A and B.

b. Class 4 Plant Property

(1) Class 4 equipment will be processed as outlined
above, with the following exception: upon receipt of the DD Form
1348 and maintenance statement, the BPCO will furnish the RO a DD
Form 1342, Property Record Card as applicable. The current
condition code will be shown in block #52 of Section II of the
Property Record Card. On the reverse side of the DD 1342, the RO
will list the name of the person making the inspection, rank or
grade, telephone number, estimate the cost and briefly describe
the extent of the repairs. The signature cf the RO will appear
below this information.

(2) Usable items of (Class 4 Plant property determined
to be excess to mission reguirements or no longer necessary for
general support purpceses will be reported to the Defense
General Supply Center [(DESC) as idle and available for
redistribution within 15 davs after such determination is made.

S404 . PROCEDURES FOR REPORT OF INVESTIGATION AND SPECTAL
ADJUSTMENTS. Reports of Miszing or Stolen Highly Negotiable
i

Plant Property., Plant Account Property that ig missing will be
reported as outlined in paragraph 5307.

L
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5605. EQUIPMENT REPLACEMENT PROGRAM

1. Replacement Analvsis Procedures. The following procedures
will be utilized when determining replacement reguirements:

a. The BPCO will furnish each RO a complete listing of Class
3 and 4 Plant Account Eguipment on charge to unit in August of
each yvear. This listing will show the plant account
identification number, item, unit cost, and installation date.
One copy of the listing will be retained in the BPCD.

. Upon receipt of the listing, the RO will review and
update equipment condition code. An LTI will be performed if
feagible. If an LTI cannot be performed, a cursory inspection,
considering service being rendered by the egquipment, will be used
for updating the condition code. One copy of the updated listing
will be returned to BPCD. MCO PLO150.1 provides guidance for the
assignment of condition codes.

c. QObsolegcence. It 1lg realized that in many cases it is
more economical to replace eguipment than to retain serviceable
equipment which has outlived its normal service life. This is a
result of improved egquipment having been manufactured which
usually reduces consumption of material or operation codes. When
RO's indicate the condition code of the equipment, conglderation
will be given teo these items. In addition to the condition code,
the word "obsolete" will be written after the item name. A
statement will be made as to the reason for the equipment's
ohsolescence.

d. BSafetv Factors. Equipment which is considered to be
hazardous will be so indicated on the plant account listing. The
Rage Safety HManager should alwavs be contacted in regard to
aguipment presenting safety hazards.

L
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CH3 Chapter 5, page 5-46, paragraph 5606

5606. DOCUMENT RETENTION REQUIREMENTS FOR ACQUISITIONS AND
DISPOSALS OF PLANT PROPERTY

1. Acquisitions and Dispositions: Material receipts and
expenditure invoices, together with supporting correspondence
and paper, involved in the transfer of material can be destrovyed
after 2 years. Correspondence includes copies of requisitions,
invoices, requisitions/issue documents, contract receiving
reports, and similar forms.

5-46
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CHEPTER &
BASE CONTRACTING DIVISION
MISSION AND ORGANIZATION
&000. MISSION. The mission of the Contracting Divigion ls to
provide timely procurement support utilizing the latest
acguisition information technology that emphasizes competition to

ensure the best value is obtained for all regicnalized custonmers
reguiring acgquisition assistance.

6C01. CREANIZATION

1. Buving Brancheg. The Contracting Division is comprised of a
Headguarters Section, a Simplified Acguisition Branch (Buying
Branch #1), two contracting branches (Buying Branches #2 and #2),
an Administrative Branch, and a Contract Surveillance Branch.
Buying Rranch #1 handles procurement actions below the Simplified
Acqguisition Threshold {SAT), BRlanket Purchage Agreements (BPAs),
Indefinite Delivery-Indefinite Quantity {IDIQ) contracts up to
rhe Maximum Order Limit (MCL). and Delivery Orders against GSa
contracts up to the MOL. The Credit Card Management Team (CCMT)
is alsc located in Buving Branch #1, and ig responsible for the
overall administration of the Government Purchase Card Program.
Buying Branches #2 and #3 handle wvarious commodity areas of
supply and service contracts which exceed the SAT or require
specilal contract amendments. All Informaticn Technology {(I7)
procurements are processed through Buyving Branch #1.

2. Btaffing. The Contracting Divigioen is staffed in accordance
with the Marine Corps Base, Camp Lejeune, Table of Organization
7E11.

[#3]
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CHAPTER 6
BASE CONTRACTIRKG DIVISION

SECTION 1: GENERAL INFORMATION

6100. AUTHORITY

1. Only the Contracting Divigion ils authorized to purchase
supplies, equipment and services with appropriated funds through
commercial sources, with the exception of the following
activities:

a. Naval Hospital Purchasing.

b. Bast Coast Commissary Complex.

c. Public Works Department.

d. Morale, Welfare, Recreation Contracting.

e. IMPAC Card Holders.

2. The FAR, DFARS, NAPE, MCO P4200.15 and NAVSUP 4200.85 are the
laws and regulations which must be followed in conducting the
procurement of supplies, equipment and services with appropriated
funds. This Standing Operating Procedure {(80P) will be used as
the basic regulation or gulde for accomplishing the Contracting
Division mission. S8pecific in-depth guidance regarding
contracting matters can be found in Base Order P4200.10_.

6101 . CONTROL

1. The Assistant Chief of Staff, Logistics, Marine Corps Rase,
has staff cognizance and administrarive control of the
Contracting Division.

2. The Director, Contracts Divisgion (Code LB}, Headguarters,
U.8. Marine Corps, retains cognizance on technical, legal, and
contractual matters.

a3
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£102. IMPROPER BUSINESS PRACTICES AND PERSONAL CONFLICTS OF
INTEREST

1. Policy

a. All personnel representing the Government in business
dealings with commercial vendcrs are placed in positiong of trust
and responsibility. Many practices which are normal and
generally acceptable in the private business sectorn are
unacceptable for government officials and emplovess who are
conducting business for the Government. Individuals conducting
business for the Marine Corps must avoid the slightest perception
of impropriety. It is essential that all personnel maintain the
highest moral and ethical standards of personal conduct, thereby
ensuring that they are beyond reproach in every respect.

b. FAR Part 3 prescribeg policlies and procedures for avoiding
improper business practices and personal conflicts of interest
and for dealing with their apparent or actual octurrence.

. DROD 5500.7, Standards of Conduct, SECRAVINST 5370.2,
Standards of Conduct and Government Etfthics, and MCO P4200.15,
Chapter 4, set forth the standards cof conduct and Government
ethics governing all Department of Defense (DoD} personnel,
regardless of assignment.

d. MCO 7510.5 prescribes fraud, waste, and abuse program
duties and responsibilities and establishes procedures for
preparing and submitting fraud remedies plans. The Dol "HotLine®
number for reporting cases of fraud, waste, and abuse is (800)
424-9098.

e, Any wviolation of the sitandards of conduct and defense
ethics embarrasses and compromises the integrity of the
Department of Defense, the Department of the Navy, and the United
States Marine Corps to the extent of impairing the public's trust
and confidence in business relations bestween the Government and
commercial vendors. Individuals who violate rthe standards of
conduct or government ethics will be dealt with swiftly and in
the harsghest manner possible.

]

2. Indoctyination. All personnel having dealings wilth the
procurement process will be thoroughly indoctrinated in the

i
i
h




STANDING OPERATING PROCEDURES FOR BASE LOGISTICS 6104

Standards of Conduct, CGovernment Ethics, and the Federal
Procurement Policy Act and will be re-indoctrinated on an annual
basis.

3. Action. All Contracting Division personnel who are required to

sign a Procurement Integrity certification and Standards of
Conduct form must do so on an annual basis.

6103. ADMINISTRATION WORKDAY

1. Civilians. When authorized, civilians will operate on
Flextime, also known as "5-4-9." When "5-4-9¢" ig not in effect,
the normal workday iz from 0745 - 1615 Monday through Friday.
Civilians may be reguired to work overtime, extended hours, or
split shifts when circumstances warrant such action.

2. Marines. The normal workday is from 0730 - 1630 Monday
through Friday (lunch 11:3C - 13:00, to allow adeguate time for
physical fitness training); however, Marines will stand duty as
ordered. Phone watch and additional duties will be prescribed
and posted by the SNCOIC.

6104. UNAUTHORIZED COMMITMENTS. The policy found in Title 31
U.8.C. 1501 reguires that there be a binding agreement in writing
before contracts may be recorded as an cobligation against the
Sovernment. In accordance with the FAR, DFARS, NAPS, MCO
P4200.15, and NAVSUP 4200.85, ocnly Contracting Officers acting
within the scope of their authority mav enter into contracts on
behalf of the Government providing all applicable reguirements of
law and regulations have been met. The ordering and acceptance
of supplies, eguipment, and services in advance of a legal
contract constitute an 1llegal act and does not cbligate the
Government for the items ordered, but may incur a personal
liability teo the individual who made the commitment.

Ratificarion of Unsuthorized Commiitments is a laboriocus function
that can be avoided if activities ensure proper procedures are
follewed. If any activity has a guestion regarding proper
procurement procedures they should call the Contracting Division.
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6105, COMPETITICN. FAR and DFARS, Subchapter B. SECHNAVINGT
4210.10, and MCO 4200.28 require competitive acguisitions and a
Compeatition Advocate Program. Accordingly, the 0OIC of the
Contracting Division is appolinted as the Competition Advocate for
Marine Corps Base, Camp Lejeune, North Carclina. BO 3420.26
establishes and identifies the responsibilities of the
Procurement Review BRBoard f{or ensuring adequate compeiition.

6106. GOVERNMENT SOURCES OF SUPPLY. FAR Part 8 covers required
sources of supplies and services. Marine Corps policy regquires
the procurement of supplies, eguipment, and services from other
military services, the General Service Administration {(GSA), or
commercial sources. Items stocked in the Marine Corps supply
system or cataloged in other military service/GSA publications,
will be reguisitioned through normal supply channels in
accerdance with UM 4400-15 and the 4235 series of Marine Corps
directives.

6107. QPEN-MAREET PURCHASING. OUpen-market purchasing is the
method the Government uses to acguire ownership or control of
supplies or receive the benefit of services from commercial
sources in exchange for the payment of appropriated funds.
Direct purchase from commercial vendors on an open-market bhagig
is the least desirable procursement method.

6108. GSA CREDIT CARD METHOD. The Internaticonal Merchanits
Purchase Buthorization Card {IYMPAC) is the directed method of
purchase for Micro-Purchases (< $2,500). & limited number of
Micro-Purchases will be done usging other procurement tools on an
exception basis. See the Camp Lejeune Bankcard Instruction
Manual for further guidance and NAVSUP 4200.85.

5109, BPECTAL CONTRACTING METHODS AND MISCELIANEOUS INSTRUCTIONS
FOR PURCHASING. FAR Parxt 17 and MCO P4200.1%5 cover special
contracting methods and provide miscellanseous instructions for
purchasing.
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CHAPTER &
BASE CONTRACTING DIVISION

SECTION 2: LAUNDRY SERVICES

6200. GENERAL. The Laundry Service is a Contractor-QOwned/
Contractor-Operated (COCC) facility and provides laundry and drvy
cleaning services for appropriated and non-appropriated
activities at Marine Corps Base, Camp Lejeune and other satellite
activities.

6201 . CONTRACTING CFFICER REPRESENTATIVE (COR}. To ensure

proper performance by the contractor, a COR has been assigned.
The COR will accomplish guality assurance (QA) surveillance and
inspections at the contractor’s plant and service points at
Hadnot Point (Bldg 1116), Camp Geiger (Bidg TC-834), and Naval
Hospital (Bldg NH 100), as well as ensuring customer
satisfaction. Problems not immediately resclved between the
customer and the contractor at the service points should be
referred to the COR DSN 751-2128/2134, commercial
910-451-2129/2134.

6202. PROCEDURES

1. Turn-in and Pick-up Locabticons. Laundry turn—in and pick-up
will be accomplished at Hadnot Point (Bldg 1118), and Camp Gelger
(Bldg TC-834) by authorized individuals of organizations from
Camp Lejeune and other satellite activities. Laundry turn-in and
plck-~up for the Naval Hospital, Camp Lejeune will be accomplished
at the Naval Hespital (Bidg NH 100).

Z. Turn-in Procedures

a., NAVMC 10192, Combined Work Reguest and Recelpb. The
NAVMC 10182 shall be the only authorized receiving and issuing
document for laundrv and dry cleaning services. The government
will Furnish the contractor the NAVMC form 101%2. Contractor
Laundry personnel will complete the form and obtain the reguired
gignatures. The third copy will be provided as a receipt to the
organizational representative.




6202 STANDING CPERATING PROCEDURES FOR BASE LOGISTICS

. Even Exchance (DX) Leaundxy. This type laundry will be
off-loaded at the turn-in locations by organizational
representative(sg). The organizational representative will
turn-in separately bundled serviceable like items, all of which
shall be directly exchanged for clean serviceable like items at
the time of turn-in. The organizational representative will
identify the separate bundles and the number count for each
bundle to the contractor representative. The contractor
representative shall verify the number count by counting all the
items in the presence of the organizational representative,
arriving at a mutually agreed upon gount. Upon mutual agreement
on the number count, the contractor shall separately account for
serviceable and unserviceable like items on the NAVMC 10192.

c. Deferred (Organizational Bulk) Laundry. This type

laundry will be off-loaded at the turn-in locations by
organizational representatives. The crganizational
representative will turn-in serviceable items and the number
count for each bundle to the contractor representative. The
contractor representative shall verify the number count by
counting all the items in the presence of the crganizational
representative, arriving at a mutually agreed upon count.

3. Pick-up Procedures

a. EBEven exchange (DX) Leundry. The organizational
representative will receive direct exchange (one-for-one)
serviceable items at the time that serviceable and unserviceable
items are turned in. The contractor representative will identify
and count the laundry items in the presence of the organizational
representative, arriving at a mutually agreed upon count. Upon
mutual agreement on the number count, the contractor shall
separately account for serviceable and unserviceable like items
on NAVMC 10192.

b. Deferred (Qrganizational Bulk] Laundry. The conbtractor
gshall return to the organizational representative the same nunber
and articles furnished for service as listed on the NAVMC 10192.
The contractor representative will identify and count the laundry
items in the presence of the organizational representative,
arriving at a mutually agreed upon count. The organizational
repregentative must present the HNAVMC 101352 when picking up
laundered ltems.
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£203. CLEANING OF BED LINENS. Dirty or unserviceable sheets,
martress covers, pillows, and pillowcases will be exchanged con a
one~for-one basis on linen survey day for each unit at the
laundrv service points.

6204. CLEANING OF DRAPES., RUGS AND FURNITURE. The funding of
cleaning of drapes, rugs, and furniture is the responsibility of
the unit/actlivity. The unit/activity regquesting the cleaning of
drapes, rugs, and furniture will submit a requisition {(either
automated or DD 1348-6) with a complete purchase description,
i.e., number and size of drapes, pleated or straight drapes,
square footage of carpet to be cleaned, etc... to the Contracting
Divigion.

6205. DETAIL OF SERVICES. It is the unit commander's
responeibility to ensure that a vigorous fextile maintenance
program is provided in order that good environmental, sanitation,
health, comfort, and morale conditions are established and
maintained. The following textile maintenance guide lsg provided
for programming and scheduling laundry services:

ITEM SERVICE

Sheet As reguired (folded 20 per bundle).
rillowcases Ag reguired (folded 50 per bundle).

Mattress Covers As required, more often in hot climates, and

change of occupant in barracks.

Mattress Pads As required, more often in hot climates, and
change of occupant in barracks.

Bedspreads Ag reguired, more often in hot climates, and
change of occupant in barracks.

Blankets 2s reguired, more coften in hot climates, and
changs of occoupant in barracks.

pillows Leg reguired, more often in hot cliimates, and
change of occupant in barracks.

5-11
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Mattresses Annually. In transient barracks, more
fregquent laundering may be reguired, and is
the judgment 9f the command.

Box Springs Annually.
Drapes Annually.
rugs Annuaily.
Furniture Annualily.
Field Jackets As required when in usge and prior to

issue/reissue (empty all pockets).

Slesping Bags As reguired when in use and prior to
issue/reissue (unzipped and turned inside
out}.

6206. BILLING. Laundry service invoices will be submitted by
the contractor to the Contracting Division {COR} who will certify
the invoices per the contract and prompt payment clause.

6207. FISCAL YEAR RENEWAL, FOR LAUNDRY SERVICES. Renewal letters
are provided in the month of June reguesting activities to review
their reguirements for laundry services. Fill out the "Activity
Determination to Renew/Terminate Contracts® form and return it to
the Contracting Division (Bldg 1116} by the gspecified date in
July. Renewal notices must include reguisitions prepared as
prescribed by the renewal letter.

6208. REQUIREMENTS FOR ADDING OR DELETING LAUNDRY SERVICES.
Aceivities having requirements to add or delete laundry services
must submil written correspondence to the Contracting Officer
(Bldg 1116}, listing the item nomenclature{s) and sstimated
annual guantities for each item to be added or deleted and 2
point of contact.

o
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CHAPTER 6
BASE CONTRACTING DIVISION
SECTION 3: PROCUREMENT OF COMMERCIAL PERIODICALS
£300. PURPOSE., To provide instructions for Marine Corps Base
activities to follow when submitting requisitiong for newspapers,
magazines, and other commercial periodicals. Tenant commands are

responsible for approving thelr activities requisitions for
newspapers, magazines, and other commercial periodicals.

6301. BACKGROUND

1. DoD Instr. 4115.41 of 1% June 1986, directed a change in the
Department of Defensge policy regarding the procurement of
commercial publications with appropriated funds.

2. All reguests for procurement of newspapers, magazines, and
other commercial periodicals for Marine Corps Base activities
must be authorized by the library. Each regquesi for a commercial
publication will be accompanied by written justification. Only
those newspapers, magazines, and other commercial periodicals
issued at regular recurring intervals, that are absolutely
egsential for misgion accomplishment, will be procured.

3. The Base libraries are the primary source for non-migsion
assential periodicals serving this installation. The Base
Librarian 1s tasked by Dol Instr. 4115.431 of 12 June 1886 to
determine the availability of a periodical in either the library
system or in any other location where the periodical could be
made immediately available to the library or the reguesting
office or agency.

6302, ALTION. Each activity desiring to order newspapers,
magazines, and other commerclal periodicals must submit a reguest
(figure 6-1) and a regquigition (DD Form 1348-6, figure 6-2). The
reguest will contain the nmissgion esgential Justification
statement and be signed by the responsible commander or his
appointed repregentative. The reguest and regulsition will
be routed to the Bage Librarian prior to submissicon to the
Contracting Division.

then

Py
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Document #
Reguested Item

Reguesting Activity

Justification

Signature Requesting Official
Date

Recommend Approval {
Disapproval { )

Comments

Signature Base Librarian
Date

Figureg é-1.--Reguest Form.
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COLUMNS TITLE EXPLANATION OR ENTRY
1-3 Document Identifier Enter "AOB"
g-11 Item Identification Enter "7630"
23-24 Unit of Issue Enter "EA"
25-28 Quantity Enter qguantity required
30-43 Document Number Enter unit document number
52~53 Fund Code Enter appropriate fund code
£0~61 Priority Enter pricority code
74-80 Unit Price Entexr the esgtimated price
BLOCES TiTLE EXPLANATION OR ENTRY

7 Name of Item Reguested Enter "Subscription”

8 Description of Item Enter the ncun name of the

gubscription, reguested
period covered, and the
address of the source of
supply

9 End Item Application In the "Clear” complete
mailing address of the
regquisitioning activity

10 Requisitioner Section, Division, or
Department with the
requester's full name, phone
number and signaturs

11 Remarks Enter the unit's full
appropriation data
and total price. Responsible
commanders signaturs iz also
reguired in this bliock

Figure 6-2.--Instruction for Preparation of DD FPorm 1348-6
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CHAPTER 6
BASE CONTRACTING DIVISION

SECTION 4: PROCUREMENT OF PORT-A-JOHN SERVICES

640C. PURPOSE. To provide instructions for Marine Corps Base,
tenant and visiting activities when requesting procurement of
port-a-Jjohn services.

6401 . BACKGROQUND. MCO P4200.15 delegates authority to establish
contracts on behalf of the U.§. Government to duly appointed
contracting officers. In this regard, Contracting Division has
established a reguirement contract for port-a-john services at
Camp Lejeune and other satellite areas. All reguests must
therefors be submitted to the Contracting Division for
procurement action unless the short-term reguest for port-a-ichns
is outside of the 50 mile radius of the Base, i.e., Morshead
City.

6402, INFORMATION

1. Port-a-johns are suthorized for use during training exercises
and other special events as determined by each command.
Port-a-johns are not designed nor will theyv be used as a
permanent head facility.

2. Each tenant command is responsible for the funding of its
port-a-john request. This includes command sponsored special
events such as field demonstraticons for visiting dignitaries,
displays, and ceremonies.

3 Each Marine Corps Base command/school and separate staff
gsection ls responsible for funding its port-a-john reguest.

4. The delivery, pickup,., and servicing of port-z-ichng must be
adijacent toe a paved or passable dirt roadwayv and accessible by
the vendors servicing eguipment. Units may place port-a-johns in
coordination with the vendor upon delivery, and these
port-a-johng will not be moved without concurrence from the
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Contracting Division. If the vendor has to relocate a
port-a-john, there will be an additional charge per truck load.
A truck load consists of one to eight port-a-johns.

6403. ACTION

1. Reguisitioning Proceduxes. Organizations reguesting
port-a-john gservices will submit a regquisition (either automated
or DD Form 1348-6) filled out in accordance with figure &6-1.
Activities must provide in the description the following
information: number cf zervicings per week (example - two per
week), and where port-a-johng are to be located using six digit
grid coordinates and name of location, 1if applicable (example -
919309 TLZ Goose).

2. Routine Reoulrsments. Reguisitions must be submitted and
received at the Contracting Division a nminimum of 10 working davs
prior to the delivery date.

3. Emergency Reguirsments. Regquisitions must be submitted and
received at the Contracting Division a minimum of three working

days prior to the delivery date.

4. Determining Number of Port-A-Johns Reguired. The following

Table 1s recommended guldance for commands to assigst in
estimating their port-a-john regquirements:

Number of No. Reg'd with 2 No. Reg‘'d with 3 No.Reg'd with 5

Perscnnel * Servicings Servicings Servicings
per wesk** per weak** per wesk™*
001 to 025 1
026 to 050 2 1
051 to 075 3 2 2
076 to 100 4 3 2
101 wo 125 5 3 2
126 to 150 5 4 3
151 to 175 7 4 3
176 to 200 8 5 3
201 to 225 9 5 4
226 to 250 10 & 4
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Number of
Parsonnel *

251
276
301
326
351
376
401
426
451
476

Lo
[ofs
to
to
to
Lo
Lo
to
to

Lo

275
300
325
350
375
400
425
450
475
500

No. Reg'd with
2 Servicings
per week**

11
12
13
14
15
16
17
i8
18
20

No.

-

I~

Reg'd with
Servicings
per week**

65403

No. Reg'd with

5 Sexvicings
per weak**

4

W o~ Sy oy e

Divide the above personnel numbers by 2 for 16 hour day

and by 2 for 24 heour day.

** additional servicings may be required during the summexr
months.

5. Cost.

calling the Contracting Division,

210-451-30094.

D8N 751-3094,

commercial

The cost of rental and servicings may be obtainsd by

519
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COLUMNGS TITLE EXPLANATION OR ENTRY
1-3 Document Identifier Enter *ZEBR"®
4-6 Routing Identifier Enter "JBB"
§-23 Ttem Identification Enter "WO4S10PORTAJOHN"
23-24 Tnit of Issue Enter "EA"
25-29 Quantity Enter quantity reguired
30-43 Documant Number Enter unit document number
52-53 Fund Code Enter appropriate fund code
60-61 Priority Enter priority code
6Z2-64 Reguired Delivery Date Enter date of reguirement
BLOCKS TITLE EXPLANATION OR ENTEY
7 Name of Item Requested Enter "Port-a-John
8 Description of Item Enter six digit grid
Reguestead coordinates and noun
name of location, number of
servicings per week and
period required (i.e., 1 Oct
1997 to 15 Nov 1997)
g End ITtem Application Name of the operation
DA Sourcs of Supply Enter "Down Hagt®
10 Reguisitioner Enter name and address of
recuesting unit with phone
numbers and polint of contaco
11 Remarks Enter the unit's full
appropriation data and total
pricse,. Responsible
commanders signature lg also
reguired in this block
Figure €6-3 . --Ingstruction for Preparvation of DD Form 1348-6

6-20
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CHAPTER 7

BASE FOOD EZERVICE
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CHAPTER 7

BASE FOOD SERVICE DIVISION

70006, INTRODUCTICN. The Base Food Service Division operates in
a Consolidated Food Service System that encompasses the entire
Camp Lejeune Complex. Base Food Service provides direct
administrative support and indirect operatiomnal support to all
command mess halls. All mess hall subsistence, eguipment,
maintenance, and contract personnel reguirements are coordinated
through Bage Food Service. The Bage Food Service Division
functions under the criteria of MCO P10110.14 and other
applicable directives.

7001, BASE FOOD SERVICE CONTACTS

Section Rldg No. Phone

F50 914 ) £51-2851

DEP 914 451-1567/2851
OPS0 914 £51~1567/2716
FDTECH 914 451-1567/2851
OPSCHF 914 451 -~-1567/2851
PROPCHFE 1108 451 -1567 /2716
SURSCHF 1108 451-2084/3230
ADMIN 914 451-2716/2851
FAX 914 4513101

7002, LEJEUNE COMPLEX WMESS HALL CONTACTS

Command Bidg No. Phone

MR

HOSPT BN 9 451 ~1737/732485
MCES BB-77 450-7148/7330
BRIG 1541 451~1626
WPNSTRNG BN RR-3 4506-7923/7924
MCEES M-455 450-0754/0009
MRS AB-4012 450-6T710/6718
201 G-640 450-0385/0438
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2D F5S6

8TH ENGSPT BN FC-540 451-2704/1320
2D 1.8B FC-420 451-1021/3282
8TH ENGSPT BN FC-303 451-2704/31380
H&S BN 325 451-3600/1508
2D, MARDTY

8TH MAR 122 451-2447/2010
10TH MAR 521 451-3908/3770
6TH MAR 411 451-1547/2940
2D MAR 211 451-1830/3518

7003. HOURS OF OPERATION. The hours of operation of the mess
halls are commensurate with the needs of the individual command
and tenant activities. Exact meal hours are avallable via
contact with appropriate mess halls.

7004. WATCE - STANDER MEALS. Early regular meals and night
meals {(box lunches) are intended for personnel whose duties causs
them to miss a regularly scheduled meal. Early meals are served
on weekdays only. The night meal {box lunch), when provided,
will only be made available to personnel who <ould net attend the
breakfast or dinner (evening)! meal because of their assigmment/
duty. The serving of night meals (box lunches) to replace
migsed/skipped meals is not authorized. Box lunch regquests
(figure 7-1) must reach the prospective mess hall three working
davs in advance of meal being regquested.

7005, BAG LUNCHES. The bag lunch is meant to provide a suitable
meal for personnel who cannot peossibly be fed a hot meal in the
mess hall because of the nature of their official duties, and
ghould be prepared with the same expertige and interest as a
regular meal.

1. fThe bag lunch will replace a meal and will not be served in
addition to the regular meal.

Z. Issue and control of bag lunches are the responsibility of
the commanding cofficer with management control of the mess hall.

H
123
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a. Reguests for bag lunches and other meals for consumption
outslde the mess hall (figure 7-1) must be submiitted to the mess
hall manager. Persons not entitled to subsistence-in-kind will
pay for bag lunches prior to pickup. Such reguests must be
jusgtified and kept to a minimum.

b. Reguests must include the names and sogial security
numbers of the persons entitled to subgistence-in-kind. The
names of personnel not entitled to subsist at government expense
are to be included and designated by an asterisk. All such
reguests will be attached to the Meal Verification Records to
Jjustify the credits for such meals.

¢, A certification of the Meal Verification Record will be
made by the person picking up the bag lunches.

4. Units are responsible for ensuring bag lunches are
consumed within three hours of pilck-up time when held at
temperatures between 40 degrees fahrenheit and 140 degrees
farenheit.

7006. RECREATIONAL FVENTS

1. The use of government subsistence and/or the facility and its
staff to support unit picnics or parties is not authorized.
Official unit recreational events such as military field meets,
family day, cpen house, and military appreciation day may bhe
supported by serving a meal and is authorized only when the meal
replaces the normal lunch or dinmer meal. Military field meets
are reguired command functions and must be sponscored at the
company level or higher and approved by the commanding officer.
The menu should egual the basic daily food allowance value of the
meal for which it is being served. Commanding officers with
management control of mess hallg are authorized to approve thosge
gpecific recreational events listed above.

2. Commanding officers desiring meals for recreational avents
will submit a reguest (figure 7-1} to the unit commander
regpongible for the management of the mess hall in which they
normally subgist. The reguest must reach the mesgs hall concerned
10 working davs pricr to the event for preparvation of the
gubgistance and will include the following informstion:
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a. HName of the officer oy NCO in charge.

. 'The total number of personnel nct entitled to subsist at
government expense, i.e., commuted rations, officers, or
authorized civilians.

¢. The total number of personnel, with names and social
security numbers, authorized to subsigt at government expense.

d. The date, time, and place the official recrestional event
is to be held.

3. After approval of the reguest, the commanding officer will
direct the officer or NCO in charge to contact the mess hall
manager for instructions relative to the handling of funds,
signing of the Meal Verification Record, when the subsistence
will be available for pickup, and other related matters.
Officers and authorized civilians will pay the food cost and
surcharge in accordance with current directives.

4. Block signatures are authorized, with the supporting list of
social security numbers for the personnel authorized to subsist
at government expense.

5. The Base Master Menu lists those items to be used for
recreational events.

5. Unauthorized diverslion or misuse of Government subsistence,
supplies and facilities through failure Lo maintain essential
data and/or accurately document the headcount and/or cash
collection is considered mismanagement, and must be investigated
under the provisions of MCO P10110.14. When there is a
difference in excess of 10 percent of the meals requested on the
unit support request and the actual headcount as reflected on the
headcount forms, a report of survey will be accomplished
according to MCO P10110.14.

TO0T.  HQT FIELD MEALS. The commanding officer having
management control of the mess hall may authorize the furnishing
of subsistence from the megs hall for field exerciges.

o officers or section heads desiring meals for field
h a duration of three days or less will submit a
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request {(figure 7-1) to the unit commander responsible for the
management of the mess hall in which they normally subsgist. The
raegquests must reach the mess hall concerned 10 working days prior
to the exercise for preparation of the subsistence and will
inciude the following information:

a. wName of the officer or NCO in charge.

b. The total pumber of personnel not entitled to subsist at
government expense; i.e., 10 commuted rationsg, 15 officers.

c. The total number of personnel authorized te subsist at
government expeénse.

d. The date, time, and place the field meals will be served.

2. After approval of the reguest, the commanding officer will
direct the officer or NCO in charge to contact the mess hall
manager for instructions relative to the handling of funds,
gigning of the Meal Verification Record, when the subsistence
wlill be avallable for pickup, and other related matters. Charges
will be as currently prescribed for the meal the hot field meal
is replacing and payment will be made prior to pickup of the
meals. All personnel not authorized subsistence-in-kind will pay
the fcod cost only, unless they are receiving per diem, in which
case they will be required to pay the food cost and the
appropriate gurcharge.

3. Block signatures are authorized on the Meal Verification
Record for hot field meals.

4. The subsistence items provided will be the same items that
are being served in the mess hall for the same meal. Changes to
the Master Menu must be approved by Base Food Service Officer.

7008, SALE OF MESS HALL PREPARED CAKES/PASTRIES. The use of
appropriated subsistence funds, facilities and/or mess hall staff
(military or civilian) for the preparation and resale of cakes
and pastries in suppeort of non-appropriated fund sccial functions
ig no longer authorized. Support for such funtions must be
obhtainad from other rasale facilities oy commercial souzces.
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7009. MARINE CORPS BIRTHDAY CAKES. Decorated cakes for the
Marine Corps Rirthday in support ¢f the command’'s ceremonial
events will be prepared by each mesg hall. After the ceremonies,
the cakes will be returned to the mess halls for consumption.

The cost of these cakes will be abscorbed by each individual mess
hall. Cakes for maijor balls supported by the Morale, Welfare and
Recreation Departments of Camp Lejeune and Marine Corps Air
Station, New River will be obtained through commercial sources.

7010, POR_(MEE/RCW) ENHANCEMENTS. MCO P10110.14 and MARFORLANTO
4400.18R, paragraph 6, subparagraph f. (Policy for managing
Packaged Operational Rations, Trioxane (FBTs), Bread, Shelf
Stable (BSS), and Ration Supplement, Flameless Heaters (RSFHs)),
provides authority and guidance for the requisition of POR
enhancements. MRE enhancements are authorized only when MRE's
are the sole dietary intake (three MRE's per dayv). The commander
may alsc authorize warming/cooling beverage enhancements when
extreme weather conditions dictate. MRE enhancements are
strictly limited to eight percent of the total MRE cost.

7011. SALE OF MEALS POLICY

1. Ag defined in MCO P10110.314, the primary purpose of the
enlisted mess hall is to provide subsistence for active duty
enlisted personnel entitled subsistence-in-kind (SIK).
Additionally, current directives authorizeg enlisted and officexr
personnel receiving commuted rations/basic allowance for
subgistence, to purchase mess hall meals at applicable costs.

2. The sale of mesls is authorized to the below categories of
personnel :

a. Fnlisted personnel on COMRATSE are permitted to purchase
meals at the mess hall on a2 reimbursable bagis at any time,
regardless of duty status.

. Officers, other than duty officers, are permitted to
subsist in the mess hall on an occasional basis, which is
considered to bhe in the best interest of the Government.

o, iwvilian personnel on official dubty are permitted to
purchase meals under any of the following conditions:
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IHvision Logistics Estimate of Supportabilty Dept Status/Remarks Date
Reguirements Assigned
To:
Budget Branch Resolve funding transfer w/service
Finalize Commitment/Billing Procedures
Armmo Branch Ammunition Requirements ASP DSN: 484-3812 C-60
ESO NON-DOD owned {90
ammunition and
explosives
Ammuuition Supply Point Users Guide  |ASP DSN: 484-3812 C-90
Training Site for FASP TSD DSN: 484-5803 (-45
Ammunition Transportation Plan ESO C-30
Ammunition Storage at Ammunition ASP DPOD owned C-30
Supply Point (ASF} ammunition and
explosives
Field Ammunition Supply Point (FASP) [ESC Authorization is C-7
required in excess of
seven days storage
Safety Branch Waste Disposal
Access to Grey Water Disposal
Supply Direct Support Stock Fuel Requirements C-30
Dhiviston Control Branch
--Point of Contact C-30
--Required Delivery Date (RDD) C-30
--Fuel Type C-30
--Bulk Fuel Source C-30
--Establish Credit Card Account C-30
--Authorized Shopper(s) memo C-30

SOILSIDOT ES¥d dOJd SHYOdHEDOYE DNILVEIE4JO DNIUNV.LS




zi-¢

d--°1-8 =2a0b1a

BT

penUTIUCT——-XTI18

W OSUTIISWIL #A®isxsan butuu

Division Logistics Estimate of Supportabiity Dept Status/Remarks Prate
Reguirements Assigned
To:
Shop Store Requirements C-30
--Point of Contact C-30
--Facilities Maintenance items C-3¢
~-Hardware items C-30
- onstruction items 30
--Establish Credit Card Account C-30
-~Authorized Shopper{(s) memo C-30
SelfService Requirements 30
--Point of Contact C-30
~~Administrative Requirements =30
~{leaning Requirements C-30
--Housekeeping Requirements C-30
--Establish Credit Card Account C-30
‘‘‘‘‘‘ ~--Authorized Shopper(s) memo C-30
Base Property Control I i
Branch (BPCH)
PSE MFL
~Beds/Cots Used if avail/if new C-90
will require- _
-~0Office Furniture Used if avail/if new C-90
will require-
~-Admin Furpiture Used if avail/if new C-90
'will require-
--Headquarters Furniture Used if avail/if new C-90

will require-
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{1} Personnel performing food service duties.
{2} Marine Corps Base firefighters.

(3} BRase Maintenance personnel, when performing work at
the mess hall during a meal period.

d. Civilian employees of private contractors, when
performing work at the mess hall during a meal period.

e. Dependents of military personnel during emergency
conditions. Relimbursement procedures will be determined by the
Commanding General, Marine Corps Base, based on the situation,
and promulgated by the most expeditious means.

f. Guests of military personnel as defined below:

(1) Dependents, relatives, and guests of military members
when accompanied by their sponsors.

(2) Dependents and relatives of military persons who are
POW, MIA, or serving a remote tour of duty.

{3) Subparagraphs 7011.1f{(1) and 7011.1f{(2) are permitted
to promote good will and morale, or enhance public relations.
However, ijudicious use of this authorization must be exercised,
and must not jecopardize the primary mission of the mess hall.
Requests for dependent guests of military personnel to purchase a
meal in the mess hall must be submitted in writing to the
commander having management control of the respective mess hall
10 work dayve prior to the svent. Commanders will ensure a letter
of approval is available at the mess hall to identify those
authorized individuals.

. Quegts at Holiday Meals. The zale of the Marine Corps
BRirthday, Thanksgiving, Christmas, and New Year's Day meals to
immediate members of the family, retirees, and bonafide guests of
authorized military personnel igs permitted in all enlisted mess
halls.

. Reguests for all other cgivilians [i.e., retiree groups,
tour groups, civice groups, athletes, Bov Scouts, sto.) to
purchase mesls from a mess hall musgt be submitted in writing t

<o £y

bod

the Commanding Genersl {AC/3, Logistics), Marine Corps Base,
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working davs prior to the svent. Approval will be granted on a
case-by-case basls, depending on the capability of the mess hall
o gupport the function.

7012, MEAL RATE POLICY. Regular and discount meal rates are
publigshed annually in an ALMAR released by Headguarters, Marine
Corps.
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SPECIAL MEAL REQUEST
HCRCL 10T10/5 (REY. 4-84)

FROM (Crgpsmzstion and Seohon) DATE

| CERTIFY THAT 1 WILL BE RESPONSIBLE FOR THE CASH COLLECTION FOR ALL SUSSISTENCE FURNISHED TO PERSONNEL MOT ENTITLED T SUBSIST
AT GOVERNMENT EXPERSE PRIOR TO CONSUMBTION

ABQUESTOR NAME, RAMK, TITLE, AND PHONE SHANATURE
TO: ENLISTED DINING FACILITY ViA: COMMANDING QOFFICER

APPROVED DISAPPROVED SIGNATURE AND DATE

REQUEST THE FOLLOWING RATIONS BE FURNISHED:

DATE AND TIME OF PICKUP . CONSUMPTION LOCATION
TOTAL TOTAL
QUANTITY TYPE OF RATION QUANTITY TYPE OF RATION
BAEAKFAST  (Femt} PICNIC RATION

LUNCH  [Fieid) ! l snécﬂ

DINNER  {Finsid) ] I

3

ENLISTED ON ‘/ ENLISTED AT

REIMBURSEMENT COMMUTED RATIONS QFFICERS CN!@ CHILDREN GOVERNMENT EXPENSE
3 5 3 s
DATE AND TIME TOTAL FUNDS
RECEIVED COLLECTED MABME OF REMITTER (Typa)
s

RECEPT

| CERTIFY THAT THE SUBZISTENCE ITEMS SIGNATURE AND RANK

WERE RECEIVED AND M%EM[WED.

DATE AND %MGNE? RECEIVED AMQUNT MAME OF PERSON RECEIVING MONIES

3

PAYRENT

I CERTIFY RECEIPT OF MONIES COLLECTED SIGHATLRE AND AANK

FROM SALE OF SUBSBISTENCE 1TEME,

IHSTRUCTIONS

.

1. ALL MEALS WiLL BE S0LD OR A CASH BASIS. COLLECTIORN WLl BE AT THE TiME AND PLAGCE OF PICKUP AND BEFORE CONSUMPTION,

2 AM ORIGIMAL ARD TWO COFES SHALL BE SUBMITTED YO THE DINING FACILITY ROM BACH DAY AND BACH REQUIREMENT AEQUESTED.
REQUESTS FOR PREPARED WMEALS N THE FIZLD AND PICNIC REQUEST SHALL BE SUSMITTED 1O BEADM THE DIMING FASILITY FIVE 5
WORKING DAYS PRIOR TO PICKUP. ROUTINE REQUESTS FOR BAG LUNCHMES WILL BE SUBMITTED TWENTY-FOUR (24) MDURS PRIOR. SPECIAL
AEQUESTS OF LARGE AMUUNTS (TROOP MOVEMENTS! REQUESTS SHALL BE SUBMITTED TU REACH THE DINING FACILITY EWWE (5 WORKING
OAYS PAIGR TO FICHLP. ALL BAG LUNGHES ARE 70 BE COMBUMED WITHIN I #OUNS FROM TIME OF FICKUP.

L FOR BAG LUMCHES OR PIOMIC JATIONS THE REQUESTOR WILL PROVIOE O THE REVERSE OF BY SEPARATE CURRESPONMDEMCE A UST
OF THOSE PERSOMNEL ENTITLED TO SUBSIST AT SOVERNMENT EYPENSE THIS LISTING I8 TO PROVIDE THE NAME, HANK, ORGANIZATION
AND MEAL SAAD MUMBERS OF THOSE PERSONNEL, ACDITIONALLY, THE MAMES OF THE PEASONKEL MOT ENTITLED 7O SUBSIST AT GOVERMMENT
EXPERGE ARE TO B2 mOLUDED AME DESIGMNATED 8Y AM ASTERISK.

Figure 7-1.--Sample Special Meal Request Form
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CHAPTER 8

EXERCISE SUPPORT

8000C. PURPOSE. The purpeose of this Chapter 12 to promulgate
policies, procedures, and guidance for the management and control
of Exerclse Support Logistics aboard Marine Corps Base, Camp

Lejeune.
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CHAPTER 8
EXERCISE SUPPORY

SECTION 1: OPERATIONS DIVISION

8100. EXERCISE SUPPORT. All unite reguiring logistical support
from MCR participating in training/exercises in the Camp Lejeune
area will obtain logistics support from the AC/8, Logistics.
Initial notice of exercise or training support will be provided
to the Operations Officer. The Operations Division will
coordinate operational staff functions of the various divisions
within the Logistics Department. Reguests for obtaining support
from the AC/S, Logistics will be submitted in writing to the
Commanding General, MCB, Camp Lejeune (AL/S, Logistics}. Figure
g8-1 provides a detailed listing of goods/services normally
regquired and the timeframe for identifving and submitting the
written regquest for support.

8101 . REQUIREMENT IDENTIFICATICN

1. The following examples of the type of support available
from the Logistics Department are:

a. Contracting Support. Detalled guidance for obtaining
contract support lg contained in paragraph 8500.

b, Food Services Support. Detailed information concerning
type of support available is contained in paragraph 8600.

¢. Direct Support Stock Contreol {Facilities maintenance
materials, lumber administrative and housekeeping supplies and
bulk petroleum from the Issue Points within DSSC). Paragraph
8411 provides additional information for obtaining DSSC support.

d. Base Property Control Bupport {(Includes personunel support
eguipment, temporary loan of avallable property such as tables,
chailrg, setce.).
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. Traffic Management Support. Refer to paragraph 8300 for
detailed information.

f. Motor Transport Support. Paragraph 8200 provides
detailed information of the tvpes of motor transport support
available and how to obtain this support.

9. In addition to coordinating support for services listed above
the Operations Division alsc coordinates support for matters
relating Lo:

a. Ammunition and Explosives Safety (i.e., ammunition and
temporary storage of ammunition).

b. Temporary lcoan of eguipment. See figure 8-2 fox detailed
information reguired to effect temporary loans. Requests for

temporary loan of eguipment should be submitted 10 working days
prior to the reguired date.

c. Eguipment with ecguipment operator support. Refer to
figure 8-3 for detailed information reguired to effect this type
of support. Requests for eguipment/equipment cperator support
should be submitted 10 working days prior to the required date.

3. The following information for matters relating to funding for
reguirements for goods and services obtained from the Assistant
Chief of graff, L.ogistics is provided:

a. Organizations reguesting support will submit from their
Organizational Comptroller to Marine Corps Base, (amp Leieune
Comptroller, a completed Order for Work and Sexrvices, NAVCOMPT
Form 2275 (figure 8-4) or Military Interdepartmental Purchase
Request (MIPR}, DD Form 448 (figure 8-5) establishing
regquirements and providing appropriation data.

Ir. The Marine Corps Base., Comptroller will establish a
Reimbursable Order Number and Reimbursable Bill Code for each
tasking assigned o wvarious organizations aboard the Base and
provide coples of the Logistics Fa's for their cognizant
regquested services.

c. A spscific Fund administrator (FA) within the department

wilil be tasked to ensure reimbursable support is billed hack to
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rhe RON/RRBRC. The FA's are resgponsible for engsuring that the
documents process in the system, are obligated and charges to the
reimbursable.

d. The Loglistics Departmenit Budget Officexr (FA 32) receives
a completed reguisition, DD Form 1348-6 for the item(sg) reguired
for the exercise. Personnel in the Budget Division monitor the
obligations charged against the established resimbursable
authorization. If obligations reach or exceed the authorlization,
the FA will inform the Rase Comptroller to contact the ewercise
financial point of contact to increase the funding document.

e. At the conclusgion of the exercise, charges are reconciled
and 2275/MIPR is increased/decreased accordingly and closed out.

Note: An activity can cite their own appropriation on
regquisitions. Another alternative isg for the unit te use its own
Government credit card {IMPAC) after regulrements have been
coordinated with the Operations Division.

8102. PBOINTS OF CONTACT

Branch Building Phone BAX
Operations Officer 1 451-2836 451-5388
Ammunition Safety
Explosive Cfficer 814 451-3310 451-538%3
Matl Mgmnt CGfficer 914 451~2535/2507 451-5388
Budget Officer 514 4513896 451-5388

B-9



BASE LOGISTICS

PLANNIMG OVERVIEW TIMELINE MATRIX

SOILSIDOT FSVY {04 SHENIADOdd ONILYEEJO DNIANYLS

Division FLogistics Estimate of Supportabilty Dept Status/Remarks Date
s Requirements Assigned
{z . : rf [t 1
= X r— :
" Cperations Conduct Initial Planning Conference C-180
Drivision
joe]
L Prelimary Estimate of Supportablility C-160
§ Validate requirements ‘ C-120
= MOU/ISA negotiated between USMC C-120
e and other service
o Tdentify/source equipment shortfalls C-100
@ —
o Request appropriation data C-60
{E}; Finalize all Garrison Support C-60
= Coordination Meeting C-60
2 Coordinate weapons storage C-60
= —Facilities
g
o, --Portable Pre-Fab Armory
%‘ Publish LOI LANT C-60
{
- , Cte)o‘rc'iinate support requirements w/ C-45
ol Divisions
S- 1 Coordinate Temp Loan of T/E C-30
Coordinate Exercise Garrison Support C-30
Finalize deliberable planning C-30
Provide Liaison Officer C-15
Establish a Base Logistics Operations C-1
Center (LOC)
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Division Logistics Estimate of Supportabilty Dept Status/Remarks Date
Reguirements Assigned
To:
--Joint Visitors Center Furniture Used if avail/if new C-90
will require-
--Folding chairs/tables Temp Loans | 90
Contract Contract Support Preliminary Estimate of Supportability LOG C-60
PHvision

- Coordinate Contract Requirements LOG €43

Washdown at Port LOG C-30

--APOE C-30
"""" ~APOD C30 |

B Portable Shower/sink units LOG C-45

--POC w/ name and phone number C-45

o --Size/qty required and inclused dates (-45

--Coordinates w/ name of LZ C-45

--Map Overlay C-45

R ~-Funding C-45

Gray Water Removal 1.OG {-45

—-POC w/ name and phoné number C-45

--Size/qty required and inclusive dates C-45

--Number of cleanings/week C-45

--Cogordinates w/ name of L2 C-45

--Map Overlay C-45

--Funding o S 45

) PortAJohns LOG (45
~-POC w/ name and phone number 45

SOILSID0OT HSYHE ¥04 SHYNCHEDIOdd SNILVEIJO ONIJNYLS



:Qﬁ?zgww

5

PRNUTIUOD~~XTIGEH RUITIWIL ASTAIDAQ HU

Division Logistics Estimate of Supportabilty Dept Status/Remarks Date
Requirements Assigned
To:
--Size/qty required and inclusive dates C-45
o --Number of Cleanings/week 45
--Coordinates w/ name of LZ. C-45
—-Map Overlay c45
--Funding 45
Refrigeration units LOG C-45
~POC w/ name and phone number C-45
~-Type and gty required C-45
vvvvvvvvvvvvvvv --Coordinates w/ name of LZ C-45
- ~-Funding C-30
o Dumpsters LOG €30
VVVVV ) --POC w/ name and phone number C-30
-~Size/gty required and inclusive dates C-30
--Number of cleanings/week C-30
--Coordinates w/ name of LZ 30
~-Map Overlay C-15
--Funding C-15
Radios/Cell phones LOG C-15
--POC w/ name and phone number C-15
--Type and gty required C-15
~-CEQ clearance/approval C-15
"""""" --Estimated amount of air time required C-15
~Punding 00 C-15
‘‘‘‘‘‘ ) h Copiers LOG C1s

S2ILSI907 Hsv¥d 04 SHENaEo0dd SNILLYHAd0 DNIGNYLS
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Number of Personnel to Subsist

Division Logistics Estimate of Supportabilty Dept Status/Remarks Date
Requirements Assigned
To:
--POC w/ name and phone number C-15
--Type and gty required 15
--DOD printing clearance/approval C-15
--Estimated amount of copies required C-15
--Funding 15
ICE LOG C-15
~-POC w/ name and phone number - C-15
--Type and gty required C-15
--Coordinates w/ name of LZ U s
--Funding -15
Vehicles LOG C-30
--POC w/ name and phone number ) C-30
B --T'ype and gty required - C-30
7777 ) --Delivery and pick-up information {30
--Funding o C-30
Food Service | Subsistence Requirements [Provide garrison dining facilittes for By Exception C-180
participating units
Preliminary Estimate of Supportability R C-45
Location of Training Site 30
Dates of Exercise C-30
Time of Delivery/Pickup of Food | | " C30
Unit's Availability of Vac Cans/Jugs B €30

C-30
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{Surge)

Division Logistics Estimate of Supportabilty Dept Status/Remarks Date
Requirements Assigned
To:
Breakdown of Meals (if subsisting in C-30
Mess Halls)
Unit's Availability of Cooks 1o Augment .30
CLNC mess halls
Designate garrison mess hall to provide C-30
subsistence support
Contracted civilian full food service/mess C-30
attendant personnel
Type of Payment C-30
Coordination w/AC/S, COMPT (if 30
necessary) for reimbursement
Submission of Subsistence Requisitions -20
Final Food Plan -7
Final Cost/Funding Estimates C+15
BMT Passenget/Cargo | T M
Lease Vehicles (Long-term > 60days)  |MTO/HQ Unit Funded C-60
Approved
Rental Vehicles (Short-term < 59 days)  (MTO/ Unit Funded C.10
Control
VIP lease sedans to augment VIP Pool MFL As
|Required
Bus/Cargo Support

SHANCEDOHA ONILYEEJIO ORICMYLE
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Division Logisties Estimate of Supportabilty Dept Status/Hemaris Dhate
Requirements Assigned
To:
Intra-Camp Lejeune passenger Scheduled; Required As
fransportation by MCO Required
P11240.106A
Finalize cost/funding estimates
Licensing suppott C-30
Transportation Request which requires C-30
Out-Of-State Permit
Acquire Commercial Containers C-30
Request for RoadMaster support 19
Coordination meeting with LMCC LMCC Ce10
Requirements on moving Tracked MSC  {Annual NC Permit
Vehicles on State Highways
Special Permits for oversized equipment MSC  jAnmual NC Permit
to move on state highways
Traffic Heavy Lift Requirements {Truck Load Estimates C-1
Management Rail Load Estimates -1
Division
Crane Support C-2
RTCH Support C-2
Forklift Support Requirements -2
Blocking/Bracing 2
Switch Rail Cars €2
Equipment Weighing -
Equipment Pick-up C-1
Training
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Division Logistics Estimate of Supportabilty Dept Statos/Remarks Date
Requirements Assigned
To:
Meeting with Units (-2
Inbound Planning Requirements C-2
Shipment | L -
Control Requirements:
Truck Load Request (45
Rail Load request ) .45
Ammo -Shipment Request 45
Classified Shipment Request ) C-45
Appropriation Data (45
Ordering Rail Cars a C-25
HazMat Certifications JERT
Preparing Paperwork B .3
Planning -2
Meeting with Units -2
Booking of T/L Equipment | | 2
Passenger Requirements: i
Government Air (AMC) C-30
--Receive MSG-30 days out C-30
~POC =30
--Receive Funding Sites C-30
""""""" --Roster C-30
--Reserve AMC {230
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Division Logistics Estimate of Supportabilty Dept Status/Remarks Date
Requirements Assigned
To:

--Reserve Commercial Air to APOE C-30
--Issue Endorsement C-30
Commercial Air C-30
--Receive Msg C-30
-~-POC C-30
--Obtain bids from airlines €-30
--Award Bids C-30
--Coordinate airt/ground transportation C-30
--Request orders/Funding site - C-30

--Receive Orders/rosters | | C-5

--Issue Tickeis -5

) Charter Bus u C-30
--Receive MSG =30
: ~pOC 1 ) €-30
--(btain apprepriati{mfmove data C-30

) "Obtain bids a0
--Award bids C-30

~-Coordinate requirements/changes ) C-30

~--If cancellation is required C-1

~-Verify additional charges C-1
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4400
SECTION
DATE

From: [REQUESTING BATTALION]
To: Commanding General, Marine Corps (Base/Schools),
Camp Lejeune

Subj: REQUEST FOR TEMPORARY ILOAN

Ref: {a) UM 4400.124
(b) Logistics 80P

1. The below listed equipment ig reguested to be temporarily
loaned to the REQUESTING UNIT, Marine Corps {Base/Schools), Camp
Lejeune. The equipment will be utilized to (Statement of what
the equipment will be used for) in support of the (EVENT OR
EXERCISE) from/on (DATES):

TAMCN NSN NOMEN S1ZE QTY

2. Responsible Officer is [NAME] (UNIT), extensions {(####).

3. Point of contact is [NAME] {(UNIT), extensions (####).

T. LOAN
By direction

Figure 8-Z.--Temporary Loan
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44006
SECTION
DATE
From: REQUESTING ORGANIZATION
To: Commanding General, Marine Corps {(Base/Schools}, Camp

Lejeune
Subi: EQUIPMENT SUPPORT
Ref: (a) Logistics S0P
1. The below listed eguipment is reguested Lo be provided to the
REQUESTING UNIT, Marine Corps (Base/Schools), Camp Lejeune. The

egquipment will be utilized teo (Statement of what the egquipment
will be used for} in support of the EVENT/EXERCISE from/on DATES:

TAMCN  NSN NOMEN QY  W/OPERATQOR
(YES/NO)

2. The Responsible Officer is [NAME] (UNIT) extensions (###i).

3. Point of contact is [NAME] (UNIT), extensions (####).

J. 0. BENOTZ
By direction

Figure &-3, --Eguipment Support

8-21
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ORDER FOR WORK AND SERVICES - NAVGOMPT FORM 2275 (2-81)  $/N 0104-LF-702-2750

i1, THiG ORD UST BE ACCEFTED ON A REIMBURSABLE BABIS ONLY AND
E CONDITIONS LISTED ON THE REVERSE SIDE.

SUBJECT T THE

Page | of _ Pages

F
2. DOCUMENT NURBER

3. REFERENCE RUMBER 4 FUNDS EXPIRE ON 15 WORK COMPLETION DATE 6. DATE PREPARED 7. AMENDMENT NG,
4 Mar 98
B FROWM: 9. FOR DETAILS CONTACT:

. B 11, N :

6. TO - . WAL BILLINGS 10
ue |
i L -

1z, ACCOUNTING DATA TO BE CITED ON RESULTING BILLINGS
A B APPROPRIACC. SUB- W OBITTE."BY, TR 16, H .
ACRN TION HEAD | CLASS | CONTROLSA AAA 17 PAA COST CODE AROUNT
i ' TOTAL THIS DOCUMENT
.

CUMULATIVE TOTAL

13.
[

INTEGRAL PART OF THIS GRDER:

THIS ORDER 1S ISSUED AS A Q PROJECT OFFICER [} AN ECONQMY ALY ORDER AND IS TO 8 ACCONPLISHED CN A E FIXED PRICE
C} COST REMBURSEMENT BASIS. WHEN THE FIRST BLOCK 18 CHECKED, THIS ORDER 1S PLACED IN ACCORDANCE WITH THE PROVISIONS
OF 41 U5, CODE 23 AND DOD DIRECTIVE 7220.1. THE FOLLOWING SUPPLEMENTARY ITEMS ON REVERSE ALSO APPLY AND ARE AN

14. DESCRIPTION OF WORK TO BE PERFORMED AND CTHER INSTRUCTIONS

WORK OR SERVICEE WILL BE
PROVIDED 1N ACCORDANCE
HEREWITH

15 AUTHORIZING OFFICIAL (NAME, TITLE AND SIGNATURE) , ATE
| CERTIFY THAT THE FUNDS CITED ARE |
PROPERLY CHARGEABLE FOR THE |
WORK OR SERVICES REQUESTED, |

16 15 ORDER 18 ACCEPTED AND THE | ACOEPTING OFFICIAL (NAME, TITLE AND SIGNATURE) TDATE

Pigure 8-4.--0rder for Work and Services
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MILITARY INTERDEPARTMENTAL PURCHASE REQUEST [, onces

3. F8C 3. CONTROL SYMBOL NO. 4, DATE PREPARED 5, MUPR NUMBER &, AMEND NO.

7 TO: 8. FROB:  tagency, name. telaphons munber of odginaton

% ITEMS D ARE B ARE NOT MCLUDED iy THE INTERSERVICE SUPFLY SUPPORT PROGRAM AND REQUIRED INTERSERVICE SCREENING

HAS g:} HAS NOT BEEN ACCOMPLISHED,
5T ESTIMATED ESTIMATED
o DESCRIPTON QUANTITY | UNIT UNIT TOTAL
' {Federsl stock number, nomenciatyre, specification andfor trawing No., etc.l PRICE PRICE
& & & o & 7
!
|
i i
]
10, SEE ATTACHED PAGES FOR DELIVERY SCHEDULES, PRESERVATION AND PACKAGING INSTRUCTIONS, SHIPPING 17. BRAND TOTAL
IMETRUCTIONS AND INSTRUCTIONS FOR DISTRIBUTION OF CONTRACTS AND RELATED DUOCUMENTS.
12, TRANSPORTATION ALLOTMENT (Used ¥ £08 Conteavtor's plansd 13. MAIL INVOICES TO Payarens will be made by}

PAY OFEICE DODAAD |

14, FLRDS FOR PROTUREMENT ARE PROPERLY UHARGERABLE T8 THE ALLOTMENTS SET FORTH BELDW, THE AVSILARLE BALANGES OF wWHIEH
ARE SUFFICIERT TO COVER THE ESTIMATED TOTAL PRICE.

ACRND  APPROPHIATION gﬁg‘é’%g{ﬁ SUPPLEMENTAL ACCOUNTING CLASSIFIOATION ACGTS STA PP
15, AUTHORZIRG OFFICER /Type mame and Dile) 6. HGNATURE 17. DATE
B0 FORM 448, JUN 72 EF) PREVIOUS EDITION i3 DBSOLETE,

Figure 8-5.-~Military Interdepartmental Purchase Reguest
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CHAPTER B
EXERCISE SUPPORT

SECTION Z: BASE MOTOR TRANSPORT

8200, MISSION. The mission of Base Motor Transport (BMT),
Marine Corps Base, Camp Lejeune, North Carolina (MCB, Camlej,
NC}, is to provide efficient, economical, and safe motor vehicle
services to MCB, Marine Corps Alr Station (MCAS) units, U.S.
Marine Force, Atlantic (MARFORLANT) units and other activities as
may be assigned utilizing the minimum number of vehicles and
personnel to meet essgential transportation support within the
Camp Lejeune/New River Complex.

£201. EREQUESTS FOR TRANSPORTATION

1., VIP Transporiation Redgquest

a. Requests for VIP transportation services will be made
through the reguesting unit's or host command's G-4 and forwarded
to the BMTO via Rase Protocol. Reguests will be in writing and
must be submitted at least 48 hours in advance. Should an
impromptu viglt occur, reguests may be made, via telephone, to
Base Protocol, 451-2523/2528.

b. Requests must include points of contact, date and time
vehicle is to report, to whom, and where vehicle is to report,
destination of the vehicle, number and status of personnel to be
transported, and any special reguirements/instructions.

c. BMT will provide eguipment cuantities and type based on
information contained in the reguest, as approved by Base
Protocol; howsver, vehicle operators are Lo be provided by the
recguester, if pogsible.

2. Routine Transportation Reguest. Rauests for transportation
gervices within the confines of MCE, Camlei, NC, will be
submitted fo the BMTO, via appropriate chain of command, at least
two working dave in advance. Reguests for transportation
services within the confines of MOAS, New River will bs submitted
to the MOAS, MT Section, Bidg AS1L9. MUBCL Form 4604G/4,
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Transportation Reguest, will be utilized when reguesting
trangportation, to include the following information:

a. Number of personnel and/or amount and type of cargo to be
Lransported:

b, DRate and time wvehicle ig to report:

¢. To whom and where the vehicle is to report:

d. Destination of wvehicle:
e. Whether or not operator isg reqguested:

£f. Date and time vehicle is to return:

3. Trangportaticon for Movement of Personnel and/or Cargo:

During working hours - call 4%1-2806
After 1630 (MT Dispatcher) - call 451-1639

8202. CANCELLATION OF TRANSPCRTATION REQUESTS. When it becomes
necessary to cancel a transportation reguest, such cancellation
will be made at the earliest possible time, via the appropriate
chain of command, by telephone to the BMT (Operations Branch
{telephone 451-3537/3585} .

8203. DISPATCHING "OFF-BASE" TRIPS

1. Reguest for utilizing administrative-use vehicles outside the
MCR, Camled, and MCAS, New River area will be submitted at least
two working davs prior to the degired departure date to the CG,
MCB, CamLed. (Attn: BMTO), via appropriate chain of command, for
approval. All reguests for transportation must be misgsion
esgential related. The permigsible operating distance (POD) is
250 miles in a westerly direction (Fort Bragg, NC), 250 mileg
northerly (Morfolk, VAY, and 250 mileg goutherly {Charleston,

2 Vehicleg being digpatched ocutside the confines of MIOB,
CamLey, complex will be properly dispatched and will have stamped
across the face of the Trip Ticket (UD Form 19%970), "Authorizesd
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for Use OFff Station." Under no cilrcumstances will such
authorization con the DD Form 1870 be considered as authoritcy for
removal of government property other than the digpatched vehicle
from MCB, Camlej, NC.

8204 . WRECKER SERVICE

1. GME wrecker service can be obtained, during normal working
hours {(0800-1630, Monday through Friday), by calling 451-5167
{mainside} or 450-6705 (MCAS). Aafter working hours, weekends and
holidays, wrecker service can be obtained by calling 451-3537/
3585, Wrecker service reguests are to be screened by the BMT
Maintenance Shop, during normal working hours, in corder to use
the Road Service Mechanic when practicable.

2. @ME wreckers, when regquested by MCB or MCAS PMO, will beack up
or asgist as necessary to move military vehicles which

are involved in accidents in order to minimize or prevent injury
or damage to personnel and property and to eliminate traffic
hazards.

3. GME wreckers, when reguested by MCE or MCAS PMO, will be
immediately dispatched to move privately owned vehicles which are
to be impounded or retained by the Provost Marsghal.

8205, POINTS OF CONTACT:

Building Phone FAX
Motor Transport Officer 1502 451-5608 451-3437
Operations Director 1407 451-2803 -
Licensing Section 1502 451 -5273 "
Motor Transport Chief 1502 451-5608 #
Dispatcher 1407 451-1639 B
Bus Section 1407 451~3585 "
Malilntenance Director 1502 515273 "
Maintenance Shoo 1502 4513273 ¥
Inspection Staticn 1504 451-3116 *
Tire Shop 1504 451-2167 "
Wracksr Section 1502 451-5273 "
Wracker Section after hours 1407 451-35385 "

a-27
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8206. HOURS QOF OPERATION:

Administrative Branch: 0730-1230 and 1230-1700, Monday-Friday.
Operations Branch: Dispatch 24 hours daily.
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CHAPTER 8
EXERCISE SUPPORT

SECTICN 3: TRAFFIC MANAGEMENT DIVISION

8300. The Traffic Management Division is responsible for
providing the acquigition of all commercial transportation
necessary for the effective support of units training within the
Camp Lejeune complex. Support is provided via the following
three branches:

Commercial Bus/Passenger -~  Passenger Transportation

Support Office, Bldg 233

Commercial Truck Support -  Shipment Control Branch
Bidg 1011

Heavy Lift, Outsized Cargo, -  Heavy Lift Branch, Lot 201

IS0 Container Suppport,
Material Handling Support

8301. The Passenger Branch is responsible for arranging charter
bus transportation for commands within the U.S. Marine Corps
Forceg, Atlantic, i.e., 2d Marine Divisgion; 24 Force Service
Support Group; and elements of the 2d Marine Alrcraft Wing.
Passenger Branch also provides commercial bus transportation for
other military units within the Camp Lejeune area. The majority
of these reguests are forwarded to the Pasgsenger Branch via the
Logigtics Movement Control Center (ILMCC), 24 FSSG.

8302. REQUEST FOR TRANSPORTATICON: Reguests not routed via IMIC
should be forwarded teo Passenger Branch and include the following
information: {Sese figure 8-%)

1. HNumber of buses:

[N

Humber of passengers:

5

Movement dats and bims;

Lt

B-29
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o

Report to point (optionalj;

5. Pick-up point;

G. Destinati&n and physical address;
7. Point of contact and phone number:

8. Special reguirements; e.g., passengers will carry wespons and
alice packs; VCR required; air condition required;

9. Appropriation data and standard document number;

10. Naeme of operation (if applicable).

8303. CANCELLATIONS: Any cancellations should be called in to
Passenger Branch immediately. Normally there is a charge for any
buses not canceled within 24 hours of departure from the
equipment point.

8304. L08T: Prasgenger Branch obtalns a minimum of three bids,
if circumstances permit. The move is awarded to the carrier with
the lowest bid that can meet the mission regirements. Cost
estimates will be forwarded to the unit once the move is awarded.

8305. GENERAL: Any groups reguiring commercial airlift sheould
be forwarded to the Passenger Branch. Passengers will obtain
bids from the airlines via the Commercial Travel Office ox
Military Traffic Management Command for all group moves in excess
of 10 pagsengers. Normally these bids come back at a cost
considerably less than the normal government fare.

8306. REQUIREMENTS: Units must forward a list of names to
Passenger Branch before bids can bs cbhtained. Once the move has
baen awarded to an airline, Pagsenger Branch will notify the unit
of the cost and airline reservations. In order to get thse less
cogtly fare for the group move, most ailrlines require the tickets
be izsgsued at lesast five days pricr to departure. Travel orders
mugt be in the Pasgenger Office five davs prior to departure.

o)
{
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8310. HEAVY LI¥FT BRANCH: Responsible for providing direct
support and technical assistance in shipping and receiving of all
neavy equipment. Provides blocking and bracing te ensure all
loads are secure for shipment via commercial modes, {(rail, truck).

8211. SHIPMENTS BY RAIL:

1. Determine the type of railcars to be used by commodity of
cargo to be shipped, to include tie down chains in the case of
vehicles.

2. Provides liaison between the militarv and railroad as to what
Dol reguires, and what the railroad will accept.

3. Operatesg train to move and replace railcars for muli-loads.

4. Operates RATCH to set 20 foot and 40 fooib containers on
railcars.

5. Provides knowledge for loading/unloading of railcars at ports
for wvarious military missions.

8312. SHIPMENTS BY TRUCK:

1. Ensure that the cargo being shipped is prepared correctly.

2. Make sure that the inspection data form for all vehicles
being shipped is current.

3. Ensures that vehicles being loaded at the ports are broken
down to shipping dimensions.

4. Load trucks as to maximize the number of vehicles that may be
safely loaded and transported.
8313. MHE available for both shipping and receiving unit

sxcarlise Cargo:

1. Locomotive.

fd
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8307. QRDERS: & copy of the travel crders must be in the
Passenger O0ffice at the time the tickets are issued. Most
airlines give a reduced fare for large groups, especially when
hoocked at least five days prior to departure.

8308, WEAPONS: Commands must let the Passenger Branch know if
weapons will be transported so that airlines can be notified.

830%. SHIPMENT CONTROL BRANCH: Responsible for all
administrative support, documentation, and securing
transportation for the movement of cargo via all modes; {truck,
rail, air), al the most advantegous cost for the Camp Lejeune
complex.

1. Shipment Control receives shipment requests from Logilstics
Movement Control Center; {24 FSSG), and Division Embarkation
Officer (24 MarDiv) for all exercises.

Z. The following information is reguired on all reguests
received for movement: (See figure 8-7)

a. Type of cargo, including list of materials being moved
with the dimensions, weight and cube.

b. Date and time cargo will be ready for loading.

¢. Location where cargo is to be picked up from.

d. Destination.

. Date and time cargo i1s required to be at destination.

. A point of contact at both origin and destination with a
commercial phone number.

g. Appropation data.

o the requester,

3., The Shipment Control Branch will provide t
le that will meeb the

the most economical transportation possib
reguirements of the shipment reguest.

AR
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Fifry thousand 1b Porklift.

Fifteen thousand 1b Forklift.

Taen thousand 1lb FPorklift.
Six thousand lb Forklif:o.

Four thousand l1b Forklift.

POINTS OF CONTACT:

Traffic Management Officer
Traffic Manager

Traffic Chief

Paggsenger Supervisor
Shipment Control Supervisor

Heavy Lift Supervisor

Building
1011
1011
1011

233

1011

Lot 201

Phone
451-2501
451-2501
451-2501
451-1971
451-2542

451-3551

8314

FAX
451-2986
451-2986
451-2986
451-2510
451-5635

451-2378



From:
To:

Subi:

STANDING OPERATING PORCEDURES FOR BASE LOGISTICS
UNIT HEADING
Date
Requesting Unit
Traffic Management Officer, AC/S, Logistics, Marine Corps

Base, Camp Leijeune

REQUEST FOR COMMERCIAL BUS SUPPORT

1. Transportatlon Reguests for commercial Busg Transportation
shall include the following:

=

b.

fete

[N

Number of passengers.

Date/time of pickup.

Report to {(if different than actual pick-up).

Pick-up point.

Destination.

Point of contact and phone number.

Baggage regquirements (e.g. seabags, alice packs, weapons).
Remarks.

Reguest number and name of cperation.

Appropriation data (thiz must be complete).

2. Commercial alr orders for emergency leave/travel must be
signed and approved by the regponsible unit and must contain the
following:

.

b.

#ull name of traveler.

Appropriation data {this must be complete).

RO Signature

igure B-5.--Regusst for Commercial Bus Support




From:

e
e

Subi:

STANDING OPERATING PROCEDURES FOR BASE LOGISTICS

UNIT HEADING
Date
Reguegting Unit
Traffic Management Officer, AC/S, Logistics, Marine Corps

Rase, Camp Lejeune

REQUEST FOR COMMERCIAL TRUCK SUPPORT

1. Transportation requests for commercial trucks shall include
the following:

Cargo

Date/time

Pick-up point

Destination

Required delivery date/time

Point of contact

Phone number

Remarks

Request number and name of operation

Appropriation data {this must be complete)

RO SBignature

Figure &-7.--Reguest for Commercial Truck Support
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CHAPTER &

EXERCISE SUPPORT

SECTION 4:
SUB-SECTION 1:
SUPPORT

8410. PURPQOSE:

maintenance materials, general administrative,

SUPPLY DIVISION

DIRECT SUPPORT STCCK CONTROL (DSSC) EXERCISE

support for training and exercise operations at Camp Lejeune.

8411. EXERCISE SUPPORT:

Training and exercise parbticipants in

the Camp Letdeune area, can obtain facilitlies maintenance

materials,

bulk petroleum from the Issue Points at DSSC.

to use to cbtain supplies from the Issus Points.
a memo stating RUC,

provide, in advance,
pergonnel authorized to shop,
itemg in large guantities,
the Self-8ervice Center,
on obtaining a credit card.

8412. POINTS OF CONTACT:

Branch

OIC

AOIC

DESC Chief

Self-Service Supervigor
Customer Service, Self Service
Shep Stores Supsrvisor
Main Issue Point (MLVED)
Tire Shop [MLVES)

MORD (MLVTZ}

Lo 201 {(Bulk Issue Lumber,
Main Puel FParm [(MLVZ0}

(45123086,

Building

1108
1108
1108
1608
1606
1301
1301
1503
A8124
LOT20%

10740

lumber, administrative and housekeseping supplles and

To provide instructions in cbtaining facilities
and housekeeping

Initial notice of
exercise or training support requirements should be provided tc
the Operationg Division in accordance with guidance in Section 1.
A DSSC credit card will be issued for Exercisge or Tralning units

or items with long leadtimes.
for additional information

Phone
4515762
451~-5762
451 -5762
4512207
451~1667
451 -3684
451 ~1975
451-3494
451-46528
4511625
451 ~5186

Units should
appropriation data,
and any known reguirements for
Contact

Fax
451-5301
4515301
451-5301
451-5414

s
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8413. HQURS QF QOPERATION. Issue Points and Administrative
Offices: O0730-1200 and 1230-1700, Monday-Thursday:; Friday,
0730-160G0.
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SUB-SECTION 2: EBASE PROPERTY CONTROL

8420, PURPOSE. To provide instructions regarding the deployment
or field use of garrigon property.

8421 . BACKGRQUND. The Commandant cf the Maryine Corps approved
a model instaellation program proposal, submitted by Camp Lejeuns,
for Marine Corps wide application giving the Base Commander the
authority to approve requests to remove, transport and use away
from the confines of the Base, garrison property uged in the
field to support local training exercises. The authority
stipulates that reguests exceeding five months are not
autherized.

1. Reguests regarding deployment or field use of garrison
property will be submitted via chain of command o this
Headguarters {AC/S, Logistics) for consideration.

2. Reguests must contaln complete justification as to why Rase
Property items are required in lieu of T/E assets. The reguest
must also enumerate preclisely what items of property are
recuired, its classification (garrison, minor, or plant
property), the location of the training exercise and the
duration/dates of the regquirement.

3. Reguests contalning major command endorsement must be
received not less than 10 working days prior to scheduled use or
staging. '

4. Upon approval, the reguesting unit will be notified by letter
with a copy sent to the Base Property Control Officer for
retention during the authorized pericd. Disapproved regquests
will be returned to the unit with appropriate explanation.

5. Reguests which exceed the parameters established by CMC
concurred with locally will be forwarded to Headguarters Marine
Corps vie Naval message for final determination.

6. Upon return from the training exercise, Garrison Propert:
Regponsible Qfficers will ensure the return of all property and
gegess itg serviceability. Unserviceasble and/or lost eguipment
will be reported to the Organic Supply COfficer for replacement
utilizing the organization’s O&MMC funds. GPRO's will turn in
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funded replacement reguilsitions to the Base Property Control
Officer within 30 calendar dayvs of return from field/deployment:
use. The replacement of property determined unserviceable/lost
due to fisld/deplovment use ls regquired regardlass of whether o
not the using unit desires replacement. In thoses cases where the
unit does not desire/reguire replacement, the regquisitioned
property will be posted to the inventory of the appropriate
property manager upon receipt. Disposition of unserviceable
assets will be per current directives.

7. Commanders are urged to monitor subordinate
organization/units employment of Base Property for
field/deployment use as a petential indicator of preblematic
conditions within their supply/maintenance communities and/or
inadegquate Tables cf Eguipment. To preclude use of Base Property
in lieu of T/F agsets becoming a routine matter, this
Headguarters (AC/S5, Logistics) will monitor usage. Recurring
requests from the same organization/unit will not generally
receive favorable consideration.

-4
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CHAPTER 8
EXERCIEE SUPPORT

SECTION 5: CONTRACTING DIVISION

8500. PURPOSE. To provide instructicns in obtaining contracting
support for training and exercise operations at Camp Lejeune.

8501. EXERCISE SUPPORT. 'Training and exercise participants in
the Camp Lejeune area can obtaln contracting support from the MCR
Contracting Division. This support can provide for known, or
unforeseen reguirements. Requirements can be submitted directly
to the Contracting Division or through the Logistics® Operations
Divigion utilizing a reimbursable concept. Initial notice of
exercise or training support requirements should be provided at
the earliest date possible. Units should provide, in advance, a
memo stating RUC, appropriation data, and personnel authorized to
submit reguirements to both the Contracting Divigion and the
Operations Division.

8502. REQUIREMENT IDENTIFICATION. The following are examples of
the type of support the Contracting Division is capable of
providing:

Hotel Accommodaiticns
Translation Services
IT Support; Copiers,
Cell Phones, Computers,
Fax Machines

Exercise Mementos
Port-a-Johns

Rental Vehicles

Meals

Ice

8503, POINTS OF CONTACT:

Branch Bui.ding Fhone Fax

OIC 1118 451-5520 4512193
L/OIC 1118 4515520 4531 -2123
Supplias 1118 4513018 451-2331
Services 11ié 4513084 451 ~2332
Laundry 1116 451 -2128% 4512332
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5504, HOURS OF OPERATION. Contracting Office: (715-1645,
Monday-Friday. Weekend, or special, hours can be arranged given
proper advanced notice.




STANDING OPERATING PROCEDURES FOR BASE LOGISTICS

CHAPTER &

EXERCISE SUPPORT

SECTION 6: BASE FQOOD SERVICE DIVISION
8600. MISSION: To administer the Consclidated Food Service

System aboard Camp Lejeune for tenant organizations' messing
facilities and coordinating messing support for visgiting units.

8601. POQINTS OF CONTALT:
TITLE BUILDING PHONE NG . FAX NO.
Food Service Officer G114 451-1567 4571-3101
Deputy Food Service Officer $14 451-1567 4513101
Food Service Ops Officer 914 451-2851 451-3101
Feood Service Technician 914 451-2851 45133101
Food Service Opg Chilef 914 451-2851 4513101

Food Service Subsistence
Supsrvisor 1108 451-3078 451-2101

8602. HOURS QOF OPEBRATICN:

Administrative Branch: 0730-1130 and 1300-1630 Monday -~ Friday

8603, INFCRMATION: Units/organizations who plan to conduct
exercises or vislit Camp lLejeune and request subsigtence should
complete figure 8~8 of this Manual and provide to one of the
points of contact above. If the unit/organization is reguesting
food to be delivered by the subsistence prime vendor/other local
subgistence vendorsg, figurese B8-9 provides additional information.
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FOOD SERVICE WORKSHEET
FOR
UNITS WHO REQUEST SUBSISTENCE AT CAMP LEJEUNE

NAME OF UNIT:

BASE/CITY UNIT IS COMING FROM:

DATES OF EXERCISE:

TYPE OF SUPPORT REQUIRED: (PLEASE CIRCLE APPROPRIATE TYPE(S)
A. REQUEST "A" RATTON SUPPQRT

-~ FOOD TO BE DELIVERED BY PRIME VENDOR TO HARD PAVED
SURFACE NEAREST TO TRAINING SITE.

~— APPROPRIATION DATA/MIPR MUST BE PROVIDED TO CAMP
LEJEUNE COMPTROLLER'S CFFICE FCOR REIMBURSEMENT FOR
SUBSISTENCE. (FIGURE 8- OF BC P4400.5F CONTAINS
SPECIFIC INSTRUCTIONS.)

SUBSIST IN MESS HALL

~- UNIT WILL PROVIDE IN PARAGEAPH 10 BELOW, OR ON A
SEPARATE SHEET, THE NUMBER OF PERSONEL TC BE
SUBSISTED AT EACE MEAL, AND THE ESTIMATED TIME
REQUESTED TO ATTEND EACH MEAL.

REQUEST FOOD IN VACUUM (MIRAMITE] CANS FROM MESS HALL

{1} UNIT REQUIRED TC PROVIDE OWN VACUUM (MIRAMITE)CANS
{2} UNIT WILL PROVIDE PICKUP TIME TO MESSHALL

{3} UNIT WILL PROVIDE ALPHA ROSTER AND BLOUK SIGN FOR
ALL PERSONNEL TO BE SUBSISTED IN THE UNIT.

HEQUEST BOX LUNCHES FROM MESE HALL

Figure E-8.--Sample Food Service Workshset for Units

who reguest Subsistence at Camp Lejeune
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{1} UNIT WILL PROVIDE PICKUP TIME TCO MESS HALL.

UNTT WILL PROVIDE ALPHA ROSTER AND BLOCK SIGHN FOR ALL
PERSONNEL TO BE PROVIDED BOX LUNCHES.

E. REQUEST RAW FOOD FROM A MESS HALL (SMALL UNITS ONLY)
{1) MESS HALL WILL ORDER FOOD AND ISSUE TCO UNIT.

(2} UNIT WILL PROVIDE ALPHA ROSTER, AND BLOCK SIGN FOR
AlLJ. PERSONNEL TO BE SUBSISTED IN THE UNIT.

{3) FOOD THEN BELONGS TO THE UNIT FOR THEIR ACCOUNTING.

NUMBER OF PERSOMNEL TO BE SUPPORTED:

AREA WHERE BILLETED (TO DETERMINE MESS HALL: TO PROVIDE
SUPPORT :

MESS HALL/COMMAND REQUESTED TQO SUBSIST PERSONNEL, IF RNOWN:

NUMBER OF HOT MEALS PER DAY TO BE PROVIDED BY MESS HALL:

COOK SUPPORT -— NUMBER OF COCKS WHICH CAN BE PROVIDED TO
ASSIST IN FOOD FREPARATION AT THE MESS HALL (REQUEST 1 COCOK
PER 50 PERSONNEL SUBSISTED)

NUMBER OF COUKS WHICH CAN BE PROVIDED:

BREARDOWN OF MEALS REQUESTED:

A, TIMES REQUESTED TO SUBSIST: (MEAL HOURS AT MESS HALLS
VARY AND MAY BE OBTAINED FROUM THE POINTS OF CONTACT AT THE
BASE FOOD SERVICE OFFICE.)

i

Figure 2-%,~-Sample Food Seyvice Workgheet for Units
who recguest Subsistence at Camp Lejsune--
Continued

8-46
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BREAKFAST:

TAUNCH::

DINNER:
BREARKFAST/BRUNCH:
LINNER/BRUNCH:

B. PLEASE PROVIDE THE NUMEBER QF PERSONNEL TO BE SUBSISTED
FROM A CAMP LEJEUNFE MESS HALL BY MEAL. IF THE UNIT IS
PURCHASTING "A" RATIONS DIRECTLY FROM THE BASE FOOD
SERVICE SUBSISTENCE OFFICE , THIS INFORMATION IS NOT
REQUIRED. IF ADDITIONAL SPACES ARE REQUIRED, PLEASE
ATTACH THE BREAKDOWN ON A SEPARATE SHEET.

DATE BREAKFAST LUNCH DINNER B/BRUNCH D/BRUNCH

-t
et

MEAL CARD/CASH MEAL PAYMENT STATUS: (PLEASE CHECK
APPROPRIATE BLOCK(S)) (NOT APPLICABLE WHEN UNIT IS
PURCHASING "A" RATIONS FROM BASE FQOD SERVICE SURSISTENCE
OFFICE AND PREPARING OWHN MEALS.)

ALl PERBONNEL ON MEAL CARDS AVTHORIZED SUBSISTENCE AT

GOVERNMENT EXPENSE

3

Figure B-8.-~Sample Food Service Workshest for Units
who reguest Subsistence at Camp LeJeune--
Continued
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SOME FERSONNEL ON MEAL CARDS AND SOME WILIL: PAY FOR MEALS

PERSONNEL HAVE NO MEAL CARDS BUT ARE AUTHORIZED TO SUBSIST

AT GOVERNMENT EXPENSE (EXPLAIN BRIEFLY:)

12. PQINTS OF CONTACT: (PLEASE PROVIDE DSEN NUMBER WHEN
AVAILABLE)
NAME TITLE *PHONE *EAE
NUMBER NUMBER
4
Figure 8-8.--Sample Food Service Worksheet for Units

[a'5]

~-43

who reguest Subsistence at Camp Lejsune--

Continued
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FOOD SERVICE INFORMATION
ON
FOOD PROVIDED FROM PRIME VENDOR/OTHER LOCAI VENDORS

1. ACCOUNTING/APPROPRIATION DATA: The unit should provide

accounting/appropriation data to the Marine Corps Base, Camp
Lejeune Comptroller's Cffice for reimbursement for subsistence
purchased from the Camp Lejeuns prime vendor and assocliated local
vandors .

COQPTROLLER POINT OF CONTACT:

Reimbursable Budget Analysis, 451-3023
2. METHOD TO ﬁSE TO DETERMINE ESTIMATED COST OF THE EXERCISE:
MULTIPLY TCTAL WUMBER PERSONNEL
TIMES CURRENT LEJEUNE BDFA: S

EQUAL TOTAL COST FOR THREE
MEALS "A" RATIONS PER DAY S W w

NOTE: IF SERVING 2 HOTS (BREAKFAST AND
DINNER NORMALLY) OF "A" RATIONS
AND ONE POR {MRE, T-RATION, E7TC.}
MULTIPLY BY 60% (20% FOR BREAKFAST
AND 40% FOR LUNCH) X 60%

EQUALS TOTAL COST FOR TWO MEALS "A" RATIONS
PER DAY g FH#

MULTIPLY BY NUMBER OF DAYS IN EXERCISE BY
EITHER *** OR ### ABOVE % (#DAYS)

EQUALS TOTAL EST. COST FOR SUBSISTENCE FCOR
EXERCISES 4

3. COORDINATION WITH BASE POCD SERVICE OFFICE: Cooxdinate with
the fellowing personnel for requisition and delivery of food:

Figure 8-3,--Food Service Information on Food
Provided From Prime Vendor/Other
Local Vendors

o
§
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Title Phone No.
Base Food Service Operations Chief 451 ~1567 /2851
or

Deputy Food Service Officer

Rase Food Service Subsistence
Supervisor 451-3076/3124

a. A printout of all subsistence items avallable in the

prime vendor catalog (SPVI printout) will be provided to
the unit.

. The unit can then write their reguested guantities of
items on the SPVI printout.

¢. 'The Base Food Service Subsistence Supervisocr will then
coordinate with the prime vendor and other vendors (bread, milk,
ice cream} to deliver the food to a hard surface road nearest to
the field site. {(lose direct coeoordination with the Base Food
Service Subsistence Officer on thig delivery is very important.

d. Reqgquest that a rapresentative from the unit continue
liaison with the Rase Food Service Subsistence Supervisor until
the exergise ig completed to ensure they are billed correctly,
food is delivered appropriately, etc.

Figure B8-9.--Food Service Information on Food
Provided From Primes Vendor/Other
Local Vendors--Continusd
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CHAPTER 8

EXERCISE SUPPORT

SECTION 7: GENERAL

B700. POINTS GOF CONTACT

BASE LOGISITICS Building
Assistant Chief of Staff 1
Deputy Assistant Chief of Staff 1
Logistics Chief 1
OPERATIONS DIVISION Building
Operations Cfficer 1
Operations Chief 1
AMMO Branch Building
Ammo QIC 914
Ammo SNCCIC 414
BUDGET Branch Building
Budget Cfficer 914
Budget Analvst 914
Contract Division Building
Contracting Officer 11l1ls
A/QIC 1114
Supplies 1116
Services 1116
Laundry 11146
SUPPLY DIVISTON Building
oI 1168
ADIC 11068
DS8C Chief 1108
Self-Service Supervisor 1606
Customer Service, Self Ssyrvice 1606
5hop Stores SUPervisor 1301
Main Issue Point {MLVES) 1301
Tire Shop (MLVES) 1503
MCAS (MLVT73) AS 124
Lot 201 (Bulk Iszsue Lumber) 201
Maln Fusl Parm [MLVZ20} 1070

Phone
451-2536

451-2536
451-2536

Phone
451-2536

4512536

Phone
4512535
451-2535

Phone
451-3896
451-38%6

Phone

451-5520
451-5520
4531-3016
451-30594
451-2129

Phone

4515762
451 -5762
451 -5762
4512207
451~1887
4513684
4531878
4513454
451-652%

rax

451-5388
451~5388
451-5388

Fax
4515388
451-5388

Fax
451-5388
451-5388

Fax
451-5388
451-5388

Fax
451-2193
451-2193
451-2331
451-2332
451-2332

Faw

4515301
451-5301
4515301
4531 -5414
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PROPERTY CONTROL BRANCE
Property Control Officer
Property Control Chief
Accounting Supervisor
Customer Service

Service Contracis
Warehouse Supervisor

FOOD SERVICE DIVISTION

Food Service Officer
Deputy Food Service Officer
Food Service Ops Officer
Food Service Technician
Food Service Ops Chief
Food Servige Supervisor

MOTOR TRANSPORT DIVISON
Motor Transport Officer
Operations Director
Licensing Section

Motor Transport Chief
Dispatcher

Bus Section

Maintenance Director
Maintenance Shop
Inspection Station

Tire Shop

Wrecker Secticon

Wrecker Section after hours

TRAFPFIC MANAGEMENT DIVISION
Traffic Management Officer
Traffic Managexr

Traffic Chief

Passenger Supervisor
Shipment Control Supervigor
Heavy Lift Supervisor

Building
1212
1212
1212
1212
1212
1212

Bullding
914
914
914
914
914

1108

Building
1502
1407
1502
15072
1407
1407
1502
1502
1504
1504
1502
1407

Building
1011
1011
1911

233
1411

Lot 201

STANDING OPERATING PROCEDURES FOR BALE LOGISTICS

Phone Fax
4515513 4531-5180
451-5513 451-518¢

451-3062 451-5180

451-3061 451-5180

451 ~-5513 451-5180

451 -3890 451-5180

Phone Fax

451-1567 451-3101

4511567 451-33101

451-2851 451-~-3101

451-2851 451-3101

451-2851 451-3101

451-3076 451-2101

Phone Fax

451-5608 451-3437

451-2803 "

451-5273 *

451-5608 #

451-~-1639 i

451-3585 o

451-5273 "

4515273 "

451-3116 "

451 -2107 "

451-5273 "

4513585 "

Phone Fax
451-2501 451-2986
451-2501 451-2986
451-2501 451-2986
4511971 451-2510
451-2542 451-563%
4571 -3551  451-Z2378
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TIME LINE OF EVENTS

Logistics Supporb:
Cperation Foroes
Deployment o
Exercises {Combined/
Joint}

Schools

Tenants

Propariy

iy
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SUPPORTING EST: LANT: SUPPORTING EGT: LANT
Increased Support: (24 Hour Op) RRE
Training Support: Planning Training Support: 4l Echelon
Operational Foroces Readiness Training Operational Forces Maintenance
Readinesg/Certification/
Qualification
Gohools Schoolg:

Normal Student Thru put
for pipeline.

- Refresher

CRC
-- Combat Refresher
-~ Theater Specific
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ATLASS

BPCD

cC

CEL

CIL

CME

DLA

DOD

DPM

STANDING OPERATING PRCCEDURES FOR BASE LOGISTICS

APPENDIX A

ACRONYMS/DEFINITIONS

Additionzal Demand

Alxr Mebility Command

Asset Tracking for Logistics and Supply System
Base Property Control Division

Cost Code

Cocllateral Equipment Listing
Consolidated Inventory Listing
Consolidated Memorandum Receipt

Cold Weather Ratiocns

Defense Logistics Agency

Department of Defense

Direct Procurement Method

Defenge Reutilization Marketing Office
Direct Support Stock Control

Government Bill of Lading

=

Hougeho id Goods

International Through Government Bill of Lading
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JFTR Joint Federal Travel Regulations

LFT-5 International Headquarters Marine Corps Address
Code for Programs and Budget Section, Traffic
Management Branch

LUAF Loaded Unit Allowance File

MAL Mechanized Allowance List

MARFOR Marine Forces

MARFORLANT Marine Forces Atlantic

MCLE Marine Corps Logistics Basge

MILSTAMP Military Standard Transportation and Movement

MILSTRIP Military Standard Reguisitioning and Issue
Procedures

MI:SR Missing, Lost, Stolen, Recovered

MOA Modification of Allowance

MPS Military Prepositioning Ships

MRIC Memcrandum Receipt Indicator Code

Mg Military Sealift Command

MTMC Military Traffic Management Command

CEMMC Operations and Maintenance Marine Corps

)
3
¥l

Permanent Change of Sta

T

Loty

jrsnd

Personal Effects

i
k=4

POR' s Packaged Operational Rations

;
¥

t
o
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P
G

Regponsible Officer

RUAF Reported Unit Allowance File

SAAM Special Assignment Alrlift Misgion

SIK Subgilgtence-in-Kind

TAC Transportation Account Code

TCMD Transportation Control and Movement Document
TCN Transportation Control Number

T™O Traffic Management Cfficer

B NIT s

ACC BILI : 3 - For transportation purposes,
a choal shali be consmdered accessmble if it is within walking
distance, or if the regular means of transportation and walking
digtance involves an elapsed travel time of 1 hour or less esach
way. {(See also Walking Distance)

ACCOUNT NUMRER - A gix position alphanumeric code which
desgignates the RCO'g MR account.

ADT : E . - A six position alphanumeric code
asszgn@& to id@ntlfy SpélelC units, activities, or organizatiocns
authorized to ship or recelve material, documentation, or
Billing. The first posgition of the code is the service code (M
for Marine Corps units), the other five digiteg identify the
specific unit. BAAC codes for all units are provided in MO0

F4£420 4H.

ADMINIGSTRATIVE SUPPORT - Common support of installstions and

pergonnel uging commercial design vehicleg. A11 DoD sedans and
most station wagons are included in the administrative support
category. (See alsoe Tactical and Nontactical Vehicle.)

e
'
32
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EMPLOYEE -~ An employee of an agency in either the competitive or
excepted service or an enrollee of the Job Corps established by
Section 102 of Title 42 U.S.C

ND P - All consumable supplies and repair parts,
regardless of price, and other items of supply not defined as
nonexpendable property.

EXTENDED VALUE - The unit price multiplied by the quantity equals
the extended value (U/P x Qty = Extended Price).

: L L NT - Those items of property/equipment
1ntended ﬁor gavrlson ugse which are controlled by the Assistant
Chief of Staff, Logistics (BPC) for budgetary purpose, e.9.,
barracks furniture and equipment, water coolers, fans, office
machines, furniture and equipment and dining facility furniture.
This category includes all items meeting the criteria of Class 3
and 4 Plant Account property. All MCB property in the hands of
tenant commands is garrigon property, and all property/equipment
in the hands of MCB units not listed in the T/E or the CO's
Allowance List is garrison property. Garrison property and
eguipment 1s accounted for under two different systems, depending
on the original acguisition cost of the item involved. Garrison
property items with a current unit cost of more than $100,000 are
accounted for as Plant Account items. Items with a current unit
cost of S100,000 or less are accounted for as Garrison Property.

: N [I0ON - A service generally limited to those
Sltuatxﬁns where there is a need to move personnel from within or
outside installations, and for which a fare is normally charged.

AN I r O REN - Children who have bsen evaluated and
ClaSSlfl@ﬁ by competent authority ag being mentally retarded,
hard of hearing, deaf, speech impaired, visually handicapped,
seriocusly emotionally disgturbed, orthopedically impaired, other
health impaired, deaf-blind, multiple handicapped, or having
gpecific learning disabilities and who, becauss of thosze
impairments, need speclal sducation and related services.
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IDENTIFICATION - The legend, "For Official Usze Cnlyv,” the name or
titlie of the Dol Component by which the vehicle is used and the
vehicle registration number.

IDENTIFICATION CARD - The United States Government Motor Vehicle
Operator's Identification Card, OF 346, or an agency-issued
identification card that names the types of motor vehicles the
holder is authorized to operate.

INCIDENT OPERATOR - An employee, other than one occupying a
pogition officially classified as a motor vehicle operator, who
is reguired to operate a government-owned or leased motor vehicle
to properly carry out his or her assigned duties.

INSTAITATION OR ACTIVITY - Real property owned or leased by the

United States, and under the fjurisdiction of one of the DoD
Components, including family housing designed for rent for
regidential use by civilian or military persconnel of the Army,
Navy, Marine Corps, or Air Force, and constructed under the
Naticnal Housing Act.

INVESTIGATION - An investigation is a procedure which affords the
commanding officer a means of determining the facts relating to
the loss, damage or destruction of Government property, and/or
determining the regponsgibility, and extent of responsibility for
the current condition of the property. Investigations will be
conducted in accordance with the JAG Manual, the current edition
of reference (d), and this Manual.

LODGING - Temporary sleeping place or guarters.

TEN ;- All azction taken to retain material in a
gserviceable condition or to restore it to gerviceability. It
includes ingpection, testing, servicing, classificarion as to
servigeability, repair, rebuilding, and reclamation.

MILITARY DESIGHN VEHICLES - Motor vehicles (excluding general
purpcse commercial design) designed in accordance with military
gpecifications to meet Lransportation reguirements for the divect
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support of combat or tactical operations, or for training of
troops for such operations.

MOTOR _VEHICLE - A wvehicle designed and coperated principally for
highway transportation of property or passengers, but does not

include a vehicle designed or used for military field training,
combat, or tactical purposes.

NON-DoD SCHQULS - Schools including dormitory facilities, other
than DoD Dependent Schools, that provide suitable educational
programs, usually on a tuition basis. The term includes resident
facilities operated by approved non-DoD schools to provide room
and board for eligible handicapped dependents when DoD Dependents
Schools cannot provide an appropriate education.

NONEXPENDARLE SUPPLIES - Material which, after issue, ig not
chemically or physgically altered with use to such an extent that
would preciude economical reuse of its original purpose and/or
which is normally returned to a sicrage or industrial activity
for repair. Non-consumable supplies do not lose their identity
in the process of work or in the rendering of services. Includes
vehicles, machines, tools, furniture, instruments, eto. Garrison
nonexpendable items have a unit cost of $800 or greater
{(non-Serialized), or 3100 or greater for sexialized assets,

- I VEHICLE -~ A motor vehicle or trailer of commercial
degign acquired for administrative, direct mission, or
operaticnal support of military functions. All DoD sedans,
station wagons, carryvalls, wvans, and busesg are considered
"rnnontacticai.”

a. Administrative Suppo Commercial design vehicles used
for common support of install s and perscnnel. All DeD
sedans and wmost station wagons are incliuded.

b. Lrect Mission Support. Commercial design vehicles used
ilitary activities directly supporting combat or tactical

i
1its, or for training of personnel for such activities.

b
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atl L r Commercial design vehicles in use
by units cenductlng Camb t or tactical operations, or for
training persconnel for such operations.

OFFICIAL PURPOSES - Any application of a motor vehicle in support
of authorized Dob functions, activities, or operations.

CPERATIONS - Those functions associated with the organization
responsible for administering, planning, directing, and
controlling the assignment and movement of transportation
egquipment and drivers in the transporting of personnel and cargo.

QPERATOR - An employee who 1s regularly reguired to operate DoD
motor vehicles.

5~ Those maintenance inspections
am& functlons performed by tﬁe operator, before, during, and
afrer operation to ensure the vehicle is safe and serviceable.

PARENT - A legal guardian or other person standing in loco
parentis.

L DISTANCE (POD) - The maximum disgtance in a
glven dlr@ction to which an activity normally shall dispatch
administrative use vehicles. A distance of 250 miles one way is
congidered the normal permissible operating distance.

PLANT ERTY - - Class 3 property includes all
Marine Corps owned personal property of a capital nature with an
estimated or actual initial acquisition cost of more than
$100,000. Eguipment specifically excluded from reporting as
Clagss 3 property as listed in the NavComptMan, Vol III, Chapter
VI.

PLANT ACCOUNT PROPERTY - CIASE 4 - Class 4 property includes all
sgquipment with an scguisition cost of more than 100,000 in
Paederal Supply Group 34 used to cut, abrade, grind, shape, form,
jaiﬂ tegt, messasure, hest, treat, or obtherwise alter the
physical, electrical, or chemical properties of materials,
components, or end iltems used in manpufacturing, maintenancs,
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supply, processing, assembly, or research and development
operations. Class 4 property is under Defense General Supply
Center (DGSC) cognizance. EBguipment specifically excluded from
reporting as Class 4 plant property is in the NavComptMan, Vol
111, Chapter VI.

POCLING - A technigue to ensure minimum assets are required to
service the maximum number of reguirements and to provide
centralized control. Vehicles are rotated to get an even
distribution of mileage on similar vehicle types at an
installation.

PURLIC TRANSPORTATION - Transportation that is or may be made

avallable by a commercial firm or public utility on a regularly
scheduled basis as a part of its public service and for which
fares are collected.

R D E - A term used in connection with providing
transportation to private schocols. As a guide, a distance of
approximately 20 miles from the installaticon to the school is
considered to be a reasonable distance.

LAR MEA DF TRANSPC - Includes regular public school
transportatlon, regular prlvate school transportation, regular
inter- and/or intra-installation transportation, or any
combination of such means of transportation. In the case of
secondary school children, it also includes regular public
trangportation.

BEESPONSTIBLE: OFFICER [(RO) - The appointed individual who performs

the garrison property control function within the using unit or
activity. This function may be performed by an officer, staff
non-commissioned officer, or civilian, as designated in writing
by the CO/0IC.

2 D1 BUS & - - Schedulied bus services provided by
ﬁeD bampenm?ts to lﬁcluée bus services contracted by DoD
Cum uaiﬁmi‘,u =
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D T RV - Maintenance performed at
established intervals with an inspection of systems in sufficient
detail to determine the current and projected safetvy,
reliability, and serviceability of the wvehicle sexrvices
verformed. Normally, this is a part of maintenance cycle
recommended by the manufacturer to minimize wear and maximize
serviceable life,

SPECTIAL PURPOSE VEHICLES - Vehicles used or designed for a

specialized function.

STATE LICENSE - A valid driver's license that would be required
for the operaticon of similar vehicles for other than official
government business by the states, District of Columbia, Puerto
Rico, or territory or possession of the United States in which
the employee is domiciled or principally employed.

SUB-POOLE - An element of the central transportation motor pool
that is regquired to be physically located in another area due to
lack of space, mission, reguirements, or geographic conditions of
the installation.

TACTICAL VEHICLE - A motor vehicle designed to military
specification or a commercial design wmotor vehicle modified to

military specification to meet direct transportation support of
combat or tactical operations, or for training of personnel for
such operations. The USAF uses commercial design vehicles in
tactical roles due toc the on pavement environment of their flight
lines.

UNITED STATES - The 50 Statesg and the District of Columbia. For
transportation of dependent school children, this definition is
expanded tc include the Commonwealth of Puerte Rico and the
possessions of the United States including the Trust Territory of
the Pacific Islands and Midway Igland.

INSCHEDULED MATNTENANCE SERVICE - Maintenange required baltwaen
scheduled inspection and gservice intervals.
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USING UNIT - Asg used in this Manual, the activity which maintains
a garrison property account with Base Property Contrel, and has a
Unit Property Officer assigned.

WALKING DISTANCE - In overseas areas, the walking distance ig the
disgtance between a student’'s primary residence and school or
degignated bus stop normally not to exceed 1 mile for students in
kindergarten through grade 6, and 1 1/2 miles for students in
grades 7 through 12. To the degree possible, these areas should
be expanded and/or contracted to conform to natural boundaries
gsuch as a housing area, a neighborhood, etc. For the Unitad
States, walking distances shall be established by local school
authorities.
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