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Hi story. This publication was |ast printed on 30 Cctober 1998.
This printing publishes changes nmade since that date.

Summary. This is a revision of the current regulation. It

est abl i shes procedures and provi des gui dance in support of unit/
group noves, shipnent of freight/unit equi pnent and passenger
servi ces.

Applicability. This regulation applies to all personnel, units
and activities serviced by the Movenents and Transport Branches,
Logi stics Support Division, Directorate of Installation Support,
Fort Bel voir.

Suggested i nprovenents. The proponent of this regulation is the
Directorate of Installation Support, US. Arny Garrison Fort
Belvoir. Users are invited to send comments and suggested

i nprovenments on DA Form 2028, Recommended Changes to Publica-
tions and Blank Fornms to Directorate of Installation Support,
ATTN.  ANFB-ELL-L, 9430 Jackson Loop, Suite 107, Fort Bel voir,
Virginia 22060-5130.

*Thi s regul ati on supersedes FB Regul ation 55-1, 30 October 1998.
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SECTION |.  MOVEMENTS BRANCH

1. PURPCSE. To establish procedures and provide guidance in
support of unit/group noves, shipnment of freight/unit equi pment
and passengers' services in accordance with AR 55-355; FORSCOM
Regul ati ons 55-1 and 55-2; Joint Federal Travel Regul ations,
Volunmes | and 11; DOD 4500.32-R, Volunes | and I1; and DCOD
4500. 34-R

2. SCOPE. These procedures apply to all personnel, units and
activities serviced by the Movenents Branch, Logistics Support
Division, Directorate of Installation Support (D'S), Fort

Bel voi r.

3. CGENERAL. The Mvenents Branch consists of the follow ng
sections | ocated at 9810 Lowen Road, (building 702):

ELEVENT TELEPHONE # BLDG # OPERATI NG HOURS
Branch Chi ef 805- 2825 702 0800- 1630
Passenger Section 805- 3651 702 0630- 1645
Frei ght Section 805- 2778/ 2812 702 0630- 1600
Schedul ed Airline 799- 5680 702 0745- 1630

Ti cket Ofice
(Carl son Wagonlit Travel)

In the event of an after hours emergency, contact the Mlitary
Pol i ce Desk Sergeant at 806-3104, who will contact appropriate
DI S personnel.

4. Al RLI NE RESERVATI ON TI CKET PI CKUP. The foll ow ng procedures
apply to both mlitary and civilian personnel PCS noves:

a. Overseas. Reservations for Air Mbility Comand (AMC)
flights are made and tickets are picked up at the Passenger
Section by presenting reservations and three copies of travel
orders to the Passenger Section clerk.

b. Continental United States (CONUS). The travel er nust
contact Carlson Wagonlit Travel for flight reservations. Three
copies of travel orders are required to pick up tickets.

c. Airline ticket arrangenents (commercial) are nade at the
Passenger Secti on.

d. Procedures for TDY travel are the sane as CONUS travel
above (paragraph 4b).
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5. AIRLINE TI CKET CANCELLATION. Unused airline tickets for any
portion of scheduled official travel nust be returned to either
the issuing facility or to the nearest mlitary installation
Passenger Section. Passenger Section will issue a receipt that
must be turned in with travel voucher to the Finance and
Accounting Ofice.

6. CROUP/UNI T MOVES.

a. Buses. \Wen chartered buses are required, the unit
novenent officer nust notify the Passenger Section, in witing,
with the follow ng information:

(1) Place of pickup (building nunber).
(2) Date and tine.

(3) Nunber of passengers.

(4) Anount of baggage

(5) Destination.

b. Airlines. The unit novenent officer notifies the
Passenger Section of the nove. Reservations are made by the
| ocal installation travel office, the designated representative,
or the Passenger Traffic Section, Mlitary Traffic Managenent
Command. All docunentation and issuance of tickets is done at
t he Passenger Section regardl ess of where reservations are nade.

c. Special Assignnment Airlift Mssion (SAAM. Al SAAM

requi renents/requests will be submitted to the installation
travel office no |ater than 30 days in advance of required
novenent date. Information required is:

(1) Nunber of personnel.

(2) Current |ocation of equipnent.
(3) Destination.

(4) Date required at destination.
(5) Type and quantity of equipnent.

(6) Equiprent serial nunber, nodel, dinensions and
wei ght .
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(7) Wether or not shipnment contains hazardous
material as defined in Title 49 USC, Section 5103(a).

(8) Type of aircraft required.
(9) Fund cite.

(10) Nane, rank, phone nunber and duty station
of point of contact/unit novenent officer.

Installation travel office personnel wll review all SAAM
requi rement s/ requests for possible commercial routing in
accordance with AR 59-9 before final approval.

7. MEAL TI CKETS.

a. Wen there is a requirenent for neal tickets, notify
Passenger Section wth:

(1) Nunber of passengers.
(2) Nunber of neal tickets required.
(3) Date required.

b Meal tickets wll be provided to the soldier along with

hi s/ her transportation tickets. 1In the case of unit/group
noves, neal tickets will be provided to the O C or unit novenent
of ficer.

c. Unused neal tickets will be returned to the issuing

Passenger Section or the nearest Transportation Ofice at any
mlitary installation upon trip conpletion. The Passenger
Section will issue a receipt.

8. ADVANCED | NDI VI DUAL TRAI NI NG STUDENT TI CKETS.

a. Unit wll forward three copies of travel orders to the
Passenger Section for reservations/ticketing for all travel
except AMC. Tickets are available for student pickup on
graduati on day.

b. The Passenger Travel Section in Myvenents Branch nakes
arrangenents for AMC travel

9. SENI OR RESERVE OFFI CERS TRAI NI NG CORPS ( SROTC) SUPPORT.
The Passenger Section provides support to SROTC students from
designated universities by making reservations or obtaining
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tickets fromCarlson. Requests may be made by tel ephone or in
writing no later than 30 days prior to the required date.
Tickets are sent to SROTC students by certified mail

10. NATI ONAL GUARD AND RESERVE SUPPORT. Travel reservations
and tickets from Fort Belvoir to hone of record for Nationa
Guard and Reserve personnel attending classes at Fort Belvoir
are made by the Passenger Section. The sanme procedures for
reservations and tickets in paragraph 8 above apply.

11. REQUESTS FOR CONVOY CLEARANCE. Unit novenent officers nust
submt their Request for Convoy C earance, DD Form 1265, to
Movenents Branch in accordance with FM 55-312 7 days in advance
of regul ar convoy novenents and 20 days in advance if oversized
equi pnrent is to be noved.

12. SPECI AL HAULING PERM T. |f any vehicle or equipnent in the
convoy exceeds 10° wide, 65 Ilength, 13 6” height, a Request for
Special Hauling Permit, DD Form 1266, nust also be submtted for
the entire trip.

13. APPROVAL FOR DD FORMS 1265 AND 1266. The Install ation
Transportation Oficer (1TO or designee will approve DD Forns
1265 and 1266, obtain the required clearance and permts, assign
convoy nunber and notify the unit novenent officer of conpletion
of paperworK.

14. FREI GHT SHI PMENTS.

a. The Myvenents Branch Freight Section ships governnment
property worl dwi de. Shipnents are acconplished via mlitary
and/ or commercial nmeans. In order to do this efficiently and
correctly, the agency requesting the shipnment nust provide al
necessary informati on and proper docunentation. Custoners may
use an official menorandum DD Form 1348-1A, or DD Form 1149.
Any one or conbination of these forns is acceptable. |If the
shi pment does not require packing, the request can be delivered
to the Freight Section. |If the custoner’s shipnment requires
packi ng, crating, palletizing, banding, etc., the shipnent and
the request nust be delivered to the Term nal Operations
Section, 9810 Lowen Road. The following information is
required:

(1) Nanme of activity requesting the shipnent.
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(2) Current location of the item(s), if they are not at
9810 Lowen Road (building 702), to include building nunber,
yard, street location, etc. This is known as the origin
addr ess.

(3) Location where the iten(s) are to be delivered
(destination address).

(4) Required Delivery Date (RDD). The RDD nust be at
| east 7 days after the request and/or itens were delivered to
the Freight or Term nal Operations Section. |If the itens
requi re overni ght/next day/inmredi ate delivery, the O C nust
provide a witten statenent requesting prem um servi ce.

(5) Description, dinensions, cube, and wei ght of each
item

(6) A statenment as to whether the shipnent contains any
hazardous, classified, or other dangerous/controlled
material/itens.

(7) A conplete fund citation for paynent of
transportation services, special handling, or accessory service
needed to ship and deliver the itens. |If the itens require
packi ng, the request nust identify the appropriate Interservice
Support Agreenent (ISSA) or Mlitary Interdepartnmental Purchase
Request (M PR) nunber to pay for packaging services. |If there
is no MPRor ISSA on file, the activity can initiate the
agreenent or request through the Progranf Budget Division,
Directorate of Resource Managenent, Fort Bel voir, 805-2095.

(8) Name, rank, phone nunber and duty section of POC at
origin.

(9) Nanme, rank, phone nunber and duty section of POC at
desti nati on.

(10) Commercial phone nunber of destination POC for
international air shipnents.

b. Once the forns are conpleted, the docunents and the
itens nust be delivered to the Freight Section or Term nal
Operations Section where the docunents will be reviewed for
accuracy. Once all information is correct, the paperwork wl|
be accepted and a copy will be given to the custoner. A copy of
t he actual shipping docunentation will be forwarded within 72
hours after actual pickup of the shipnent, if required by the
agency.
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SECTION I'l.  TRANSPORTATI ON MOTOR POOL ( TWP)

15. PURPCSE. To establish procedures and provide guidance to
personnel and units/activities supported by the TMP.

16. SCOPE. These procedures apply to all personnel, units, and
activities supported by the Transport Branch, Logistics Support
Division, DS, Fort Belvoir.

17. GENERAL. The TMP is |l ocated at 5921 16th Street and
consi sts of the follow ng:

ELEMENTS TELEPHONE BLDG # OPERATI NG HOURS

Di spatch O fice 805- 2872 189 0600- 1600

Adm ni stration 805- 2280 189 0630- 1200/ 1300- 1600
Oper ati ons 805-5010 189 0630- 1200/ 1300- 1600
Driver Testing 805- 2788 189 0630- 1200/ 1300- 1600
Mot or Transport 805- 3751 189 0700- 1200/ 1300- 1600

Oficer (MO
18. OBTAI NI NG VEHI CLE SUPPORT.

a. Supported activities are to be famliar with and conply
with the procedures outlined in this regulation before
requesting support.

b. The Activity Transportation Coordi nator (ATC):

(1) Serves as the POC or |iaison between a supported
activity and the TMP. The ATC is responsi ble for TMP vehicles
the activity uses. The ATC al so reviews and signs al
transportation support requests. Activities with any vehicles
assigned on recurring di spatch nust have an ATC. \When an
activity does not designate an ATC, the MTOw Il act on the
presunption that the conmander (battalion |evel or above) or the
director of an activity will performthe duties of the ATC
When used in this regulation, the term ATC will nmean desi gnated
ATC or the commander/director acting w thout a designated ATC
Al ATCs (and alternates, if deemed appropriate) should be
appointed in witing with a copy of the appointnent provided to
the MO  The appoi ntnent nust include name, hone and duty
t el ephone nunbers, duration of the appointnment, unit
identification code of the activity for which he/she wll
coordi nate transportation, nane and phone nunber of inmedi ate
supervi sor, and authentication by the comrander/director.

(2) Must have know edge of non-tactical vehicle (NTV)
control and the limts placed on its use. Instructions on these
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subj ects are available at TMP. Activity transportation

coordi nators nust also be in an organi zational position that
allows themto exercise control over the vehicles provided and
understand m ssion needs so as to judge the effectiveness of
vehicle use. The ATC is responsible for:

(a) Reviewing and evaluating the need and signing al
requests for transportati on when recurring dispatch vehicles
cannot be used.

(b) Ensuring recurring dispatch vehicles are nmade
avail able to the activity as a whol e and not assigned to any one
person for conveni ence.

(c) Ensuring operator maintenance is perforned.

(d) Ensuring vehicles are returned to the TMP when
requested for rotation, repair, services, inspections or to
support higher priority m ssions.

(e) Investigating or causing an investigation to be
perfornmed when made aware of an accident or actual/suspected NTV
m suse or abuse.

(f) Reporting m | eage of each vehicle to the MO on the
first workday of each nonth for the previous nonth.

(3) May tenporarily reassign vehicles for up to 30 days
within an organi zation to neet m ssion requirenents. Changes
exceedi ng 30 days nust be approved by the MIO  Joint
utilization of a vehicle to satisfy incidental users should be
directed by the ATC and is encouraged. The ATC does not need to
personal | y supervi se the use of each vehicle; however, ATCs nust
keep supervisors and operators aware of their responsibilities
and conditions that affect vehicle use.

c. Vehicle abuse is generally considered to be nmechani cal
failures that are not the result of fair wear and tear or
defective material or workmanship. Vehicles may be utilized for
of ficial purposes only. The MIO can provi de gui dance for
specific cases where the official nature of a proposed use is in
guestion. In some instances, using a vehicle for purposes other
than for which it was designated may be considered m suse. The
ATC is responsible for dissem nating information and
establishing prograns and procedures to prevent, report and
i nvestigate vehicle abuse/m suse within their activity.

19. TRANSPORT SERVI CES.
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a. The kinds of vehicles available from TWMP incl ude sedans,
vans, 15-44 passenger buses, open and encl osed trucks with cargo
capacities fromone-half ton to five tons, enclosed semtrailers
and 25-ton |low bed trailers.

b. The TMP operates a post taxi service. This service is
for official business only and can be obtained by calling
805-2302. If a driver is available, the taxi service will be
provided. The taxi will not wait over 10 m nutes.

c. User-driver vehicles are provided on a daily recurring
di spatch basis to satisfy various m ssion requirenents. The
requester provides the vehicle operator. Vehicles are requested
for daily dispatch on a Fort Belvoir Form 12. Recurring
di spatch requires special justification.

d. Buses with operators are provided for m ssion essentia
group transportation. They may be provided for other purposes
(i.e., MAR) as long as overtine is not required or is paid by
activity funds.

e. Heavy cargo vehicles (tractor-trailers) with drivers are
provi ded on a case-by-case basis depending on the m ssion and
the availability of a |icensed driver. Not all TMP vehicle
operators are licensed tractor-trailer operators. Plan ahead
and describe the cargo in detail; another type vehicle may do
t he j ob.

f. Reinbursenent for mleage is approved when use of a POV
is the only practical way to neet m ssion needs. Reinbursenent
nmust be coordinated with and approved by the Assistant Director
for Logistics, DS, in witing, BEFORE THE M SSI ON.

20. PERM SSI BLE OPERATI NG DI STANCE (POD). The installation’s
NTV fleet is intended for official travel on and around the
installation. Perm ssable operating distance is the distance a
vehicle may travel away fromthe installation w thout specia
perm ssion. For TMP vehicles, PODis a radius of 100 m | es.

The TMP Operations Section has a map outlining the PQOD.

Requests for TMP vehicl es beyond the POD nust be in witing,
fully describe the mssion, clearly explain why TDY is not
acceptabl e, include FB Form 12, and be subnitted directly to the
MTO.

21. RECURRI NG DI SPATCH.

a. Recurring dispatch is used when an activity has a
conti nuous need for a specific type of NTV support, which can be

10
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descri bed, docunented and the use projected for at |east a 12-
nmont h peri od.

b. To request a vehicle on recurring dispatch, the ATC wi ||
forward a nenorandumto the MIO describing the m ssion and
i ntended use, estimted nonthly mleage, why daily dispatch is
unacceptable, and offices or activities that will be supported
by the vehicle(s). Requests for recurring dispatch nust be
resubmtted each year.

c. Vehicles assigned on recurring dispatch are subject to
rotation and utilization requirenments and may be w t hdrawn by
the MO to satisfy other urgent m ssion requirenments. Vehicles
on recurring dispatch that are not picked up by 0830 wll be
di spatched to other users on a day-to-day basis.

22. VEH CLE OPERATOR REQUI REMENTS. All operators nust have a
valid driver’s license issued by any state, and an Arny Driver
| mprovenment Program card to obtain a vehicle.

23. MOTOR VEHI CLE ACCI DENTS.

a. Al accidents involving mlitary or governnent-| eased
vehicles (no matter how m nor) must be reported on Standard Form
91 and DD Form 518.

b. Vehicles involved in accidents nmust be taken to the TWP
for inspection if it is still operational; otherw se, wecker
service nust be requested (see paragraph 25).

24. OPERATOR MAI NTENANCE. The user is responsible for ensuring
operat or mai ntenance is perfornmed. Supervisors should all ow
sufficient tinme to acconplish this task.

a. Prior to dispatch of vehicle, the operator nust perform
the before-operation daily inspection using the Daily |Inspection
Checkl i st and DA Form 2404. |If no deficiencies are noted, the
vehicle will be taken to the Safety Checkpoint to be inspected.

b. Oher operator naintenance includes cleaning (washing
and waxi ng) the vehicle; keeping battery, oil and radi ator
fluids at required levels; and ensuring a full fuel tank when
the vehicle is returned to the TMP. Vehicle operators are al so
required to change flat tires but not to repair tires.

c. Vehicle operators will not nmake repairs to their

vehicles. \Wen repairs are required, the vehicle will be turned
into TMP i nmedi atel y.

11



FB Regul ation 55-1 (30 Jun 00)
25. WRECKER SERVI CE

a. Enmergency wecker service is available 24 hours a day,
seven days a week. From 0600 to 1600, Monday through Fri day
(except holidays), this service may be obtained by calling TW
Operations at 805-2872/5010. |If wecker service is required
after duty hours, on weekends, or on holidays, it can be
obtained by calling the MP Desk Sergeant at 806-3104.

b. Non-duty hours w ecker service should be requested only
if the vehicle is off-post, if it is obstructing traffic, or if
it cannot be secured.

c. Wecker service will not be provided to change fl at
tires or deliver fuel

26. REFUELI NG VEHI CLES. Operators are responsible for adding
fuel and oil to the vehicle they use. Vehicles are refuel ed at
mlitary petroleum oils and lubricants (POL) points or off-post
gas stations using the credit card provided by the TM.

Vehicles will only be fueled at off-post gas stations when there
is not enough fuel in the vehicle to go to the mlitary PCL.

a. The on-post POL point is |located at the 6000 16th Street
(bl dg. 1124) on South Post and operates 24 hours a day/7 days a
week.

b. Natural gas fuel can be obtained at the Transportation
Mot or Pool .

27. SECURITY OF VEH CLES. Wen not in use, all TMP vehicles
(regardl ess of type of dispatch) nust be parked in the TMP or a
par ki ng area approved by the ITO Vehicles returned to the TM
after duty hours will be parked in the |lot across fromthe TMP.
The vehicle | og book and keys will be dropped off in the mai
slot at the TMP door. Vehicles nust be secured. Parking areas,
ot her than the TMP, used during non-duty hours nust be well
lighted, |ocated adjacent to or within work areas, and require
witten approval of the ITO Recurring dispatch does not carry
automati ¢ non- TMP parking area authority.

28. SCHEDULI NG BUS SUPPORT.

a. Bus support requests will nornmally be received in one of
three fornms:

(1) “Wiite Sheets” are school/unit training support
schedul es that project transportation requirenents four to six

12
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weeks in advance. Because of the anpbunt of tinme involved in
t hese projections, they are subject to frequent changes.

(2) The Directorate of Plans, Training, Mbilization
and Security publishes operation orders (OPORDS). These usually
cover a special situation that requires bus/sedan/truck support.
They are approved by the Garrison Conmander. Specifics such as
t he nunber of vehicles, routes, tine, etc., are normally left to
t he concerned activities to coordinate. OPORDS MJUST BE RECEl VED
FROM AND/ OR ROUTED THROUGH THE OPERATI ONS OFFICE, DS, FOR
REVI EW AND OVERALL COCRDI NATI ON.

b. Transportation requests other than white sheets and
OPCRDS wi Il be given a transportation nunber and kept in a
suspense file. The requester is provided an initialed and dated
copy with the annotation “RECEI VED' stanped or printed on it.
Bus transportation requirenents are reviewed daily. The MIO
determ nes or verifies mssion support capability for the
foll ow ng seven days. Wen the MIO indicates that personnel or
vehicle availability may prevent TMP from providi ng requested
support, the unit/activity involved is notified. Usually,

a change in departure/arrival times, reduction in personnel to
be noved, or use of |eased equi pnent can resolve the problem

29. DRIVER TESTI NG AND LI CENSI NG. Testing and |icensing for
vehi cl es and/or material handling equipnent (MHE) will be
conducted on an appoi nt nent basi s.

a. Prior to requesting a driver test and exam nati on,
applicants nust be thoroughly famliar with the contents of
FM 21- 305 and operator responsibilities outlined in AR 385-55.

b. The Driver Testing Section will adm nister witten tests
as required, physical evaluation (manual) tests, and |icenses
for notor vehicles (DA Panphlet 611-125) and VHE (TM 743-200).
Road tests on MHE are the responsibility of the organization/
unit that possesses the equi pnent.

c. Appointnments will be requested on a nmenorandum
aut henticated by the first officer or civilian supervisor in the
i ndi vidual "s chain of command. Requests nust include:

(1) Mlitary applicant’s nane, rank and social security
nunber .

(2) DA civilian enpl oyee applicant’s nane, grade, job
title and organization.

13
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(3) Statenent that applicant to be |licensed has been
road tested and found qualified (TM 743-200 and TB 5-505-1).

d. Individual permits may be issued for a limted period of
time to individuals provided they possess a certificate signed
by an authorized official stating that occasional driving is
necessary in performance of official duties and hold a valid
state driver’s |icense or have been |licensed as a driver or
chauf f eur under civil service. This permt may be retained for
a period not to exceed one year. Limted permts nay be issued
only to drivers who have passed the required tests but due to
physi cal deficiency, occupational status, training |imtations
or other reasons, should be Iinmted to the operation of specific
vehicles, specific conditions or within a specified area.

e. Standard permts will be issued for a period of four
years to qualified persons conpleting the prescribed tests.

f. The driving performance test is required in order to
drive any vehicle as large as, or larger than a 15-passenger
van. The test requires the individual to drive. |[If an
applicant fails, retesting will begin at the phase at which the
applicant failed, provided appropriate retraining has been
gi ven.

g. Equi pment Operator’s Qualifications Record, DA Form 348:

(1) Arecord will be maintained for each individual
exam ned for an Arny notor vehicle operator’s permt and DA Form
348 will be used for personnel l|icensed under the provisions of

AR 58-1 or AR 600-55.

(2) DA Form 348 will normally be nmaintained in the
of ficial personnel folder of the licensee. Wen a driver is
assigned to regular driving duties at a notor pool, the DA Form
348 will be maintained by the individual responsible for the
not or vehi cl e operation.

(3) Renewal procedures will be in accordance with
AR 600- 55.
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