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SUBJECT:  COMPANY MAINTENANCE STANDARD OPERATING PROCEDURES

1.  COMMANDER’S GUIDANCE.

    a..  According to AR 750-1, the Army has one maintenance standard.  It is based on the technical manuals of the operator’s -10 manual and the unit level maintenance -20 manuals.  The unit level maintenance programs provides the cornerstone that will sustain our equipment readiness level at a go to war posture.  Maintenance requires continuous emphasis by all leaders and maintenance managers.

    b. Deviations from this SOP are not authorized unless approved by the Commander.  However sections may amplify applicable portions of the SOP which require modification or clarification.  This SOP will be reviewed and updated semiannually and when needed due to changes in policies and procedures.  Additional changes will be made when a Software Change Package (SCP) or Interim Change Package occurs (ICP) within the ULLS-G.

    c. All Officers and Non-Commissioned Officers are required to read this SOP and will ensure compliance with all provisions. The Commander will insure this SOP is readily available down to section level at all times.

    d. There are constant changes in policies and procedures throughout the Army that may require changes to this SOP.  As maintenance experience is gained throughout the command there may also be occasions where this SOP may and will require revisions. Therefore, written recommendations for changes that occur may be submitted through the Commander.  However, no changes will be implemented without the approval of the Commander.

    e. This SOP supersedes all previous Maintenance SOPs. 

2. PURPOSE – This SOP is designed to standardize organizational maintenance policies, training procedures, and operations. It intends to provides the necessary guidance for ULLS-G operations to all platoons assigned or attached to the 110TH  Military Police Company (Guard) with the goal of achieving and maintaining maximum material readiness and mission capability of all equipment assigned. 

3.  POLICY.


a.  Maintenance is a continous process that must be supervised and evaluated in both field and garrison environments.  Maintenance periods, scheduled services, command maintenance and PMCS days will be scheduled on the company training schedule.  The company’s short range and long range calendars will also reflect maintenance requirements IAW FM 25-101.  When scheduled, these periods will be conducted in a manner that will provide the most benefit from a maintenance and training standpoints.  The leadership will be present during services along with the assigned driver to each vehicle. 


b.  Company Commander will designate an officer who will perform the duties of Company Maintenance officer.

4.  SCOPE – This SOP applies to all personnel assigned or attached to the 110th Military Police Company. 

5.  OBJECTIVES:

    a.  Maintain equipment at  -10/-20  standards.

    b.  Obtain maximum operational readiness of equipment.

    c.  Enhance the unit's material readiness program by identifying areas requiring special attention.

    d.  Meet the Corp’s maintenance goals and objectives.

        (1)  Operational Readiness of all fleets > 90%

        (2)  PLL  Zero Balance <10%

        (3)  Class IX Recon Rate > 95%

        (4)  Class IX Recoverable Item Match Rate 100%

        (5)  AOAP and Calibration : 100% enrolled and 0% delinquent

    e.  Clarify maintenance policies and procedures as they pertain to this company.

    f.  Ensure the maximum service life of all equipment.

    g.  FIX ON-SITE and FORWARD during field operations.

6.  MAINTENANCE PRIORITIES:  The company and unit's maintenance efforts will be directed according to the following order of priorities:


a.  Safety. 


b.  Deadline Deficiencies: Identify, repair, or order part within 24-hours.  Equipment requiring DS maintenance support will be job-ordered within 72 hours.  Non-Mission Capable repair parts 02 priority will be placed on equipment within 24 hours from received date. 


c.  Schedule Services:  Service will be accomplished within 10% tolerance from date issued from Unit Level Logisitic System –Ground (ULLS-G) computer.


d. Non-Deadline Deficiencies: These deficiencies can wait for scheduled services or directed as otherwise by the Commander.

7.  CONCEPT:  This SOP sets, describes and provides sustainment for unit level maintenance policies and procedures. It also addresses the command and staff responsibilites as they pertain to maintenance operations. It will also allow the commander, platoon leaders, and leaders at all levels the flexibility they need in designing and implementing an effective maintenance operational plan that will ensure maximum equipment operational readiness.

SHAWNETTE M. ROCHELLE

CPT, MP

Commanding
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ANNEX A – DUTIES AND RESPONSIBILITIES

1.  COMMANDER – is directly responsible for the maintenance of supplies and equipment assigned to the company. He must supervise maintenance operations, management, and training and will at all times know the status of maintenance within their unit.

    a.  Commands, directs, and supervises the unit maintenance operations and ensures scheduled maintenance periods and established policies are enforced at all levels. 

    b. Establishes instructions, procedures, and schedule for Command Maintenance, and require every member of the chain of command to attend command maintenance periods.

    c. Appoints a Unit Maintenance officer to act as the Commander’s representative in matters of unit maintenance. 

    d. Appoints a Unit Calibration Coordinator.

    e. Verifies and sign the daily, weekly, and monthly reports. 

    f. Monitors and analyzes maintenance management system and advises higher headquarters of maintenance and repair parts supply requisitions, maintenance support status, problem areas, recommended solutions, and future requirements.

    g. Monitors services of all equipment through scheduling.  During sevices he must minimize disruptions for the section.

    h. Ensures that the unit chain of command actively participates in maintenance functions.

    i. Ensures AOAP procedures for his unit equipment are properly followed and that an AOAP monitor is appointed on orders.

    j. Appoint a unit Master Driver and a unit Expert Drivers in accordance with AR 600-55, Appendixs-19, and F to develop and implement a driver’s training program. 

    k. Assign a licensed operator and alternate operator to each item of automotive equipment that requires an operator.

    l.  Ensure that dispatched equipment is a safe and operable condition.

    m. Provide maintenance training for officer and enlisted personnel.

    n. Adjust training plans/schedules in response to changing maintenance requirements.

o.  Signs and approves all purchases on the commander’s exception report.
p.  Appoints an Environmental Complicance Officer and ensures that they are school trained.
2.  COMPANY MAINTENANCE OFFICER – is the Commander’s direct representative in all matters related to unit maintenance and equipment readiness, and manages all personnel and operations related thereof. 

    a. With the guidance of the Commander, developes and maintains the Company Maintenance SOP. 

    b. Ensure that Company’s Maintenance SOP are IAW Brigade’s Maintenance SOP, policies, and guidance.

    c. Periodically brief key staff and personnel on the Maintenance SOP.

    d. Keeping the commander informed on the operational status of the unit equiment. Assists the Commander in ensuring combat readiness of all equipment and assigned vehicles. 

    e. Monitor all aspects of company maintenance operations in order to ensure maximum effective utilization of resources and equipment. 

    f. Plan, coordinate and schedule with supporting units for technical support during scheduled Command Maintenance periods, Periods of Service, and general organizational support. Equipment verified as Non Mission Capable (NMC) should receive the highest priority of maintenance. 

    g. Supervises the AOAP Monitor to ensure required vehicles are enrolled and samples are taken and turned in for analysis on time. 

    h. Coordinate with the motor sergeant in all maintenance matters. 

    i. Supervise all aspects of ULLS-G operations (i.e. requisition of repair parts using proper priority, input faults correctly, dispatches, reports, etc.) 

    j. Ensure staff reports from all maintenance sections are correct and turned into company operation section on time. 

    k. Supervises the Unit Drivers training and licensing of all vehicle drivers and equipment operators.

    l. Reviews all reports related to equipment maintenance and informs and advises the Commander regarding the proper course of action.

    m. Ensure that only qualified licensed operators are assigned to equipment.

    n. Assigned as Company Environmental Compliance Officer.  Ensure all regulations, policies, and procedures are followed.  Attends ECO training at Fort Hood and oversees all environmental inspections for the unit.
o.  Ensures all mandatory and quarterly training is conducted and reflected on the unit’s training schedule.
p.  Serves as the communication link between  all maintenance sections and the platoon sergeants.  Advises the status changes in NMC equipment, parts received, and services due.
q.  Attends all Brigade Maintenance meetings and serves as the commander’s representative.  Ensures all section sergeants are in attendance (Motor pool, Arms Room, NBC, Commo, and Supply).
3.  MOTOR SERGEANT - is the NCOIC of the company maintenance section.  He assists the company motor officer in all matters relating to discipline, training, welfare, and control of the maintenance section. The motor sergeant supervises and assists the unit's maintenance personnel and equipment operators/crews in the proper performance of unit maintenance on organic vehicles, Material Handling Equipment (MHE), power generation equipment, and similar unit items.

    a. Assists and supports the Company Maintenance officer in managing motor pool Operations. 

    b. Assists and supports the Company Environmental Compliance Officer (ECO) in all matters related to keeping motor pool operations in compliance.

    c. Responsible for the accountability for all equipment, tools, and PLL in the motor pool. 

    d. Schedules, plans, and coordinates all organizational maintenance activities with Platoon sergeants and/or supporting units. 

    e. Notifies platoon sergeants of any problems regarding their area of operations within the motor pool area. (i.e. Soldiers fail to place drip pan or chock under vehicles) 

    f. Monitors and supervises the daily dispatch of company vehicles and equipment to ensure proccedures are followed. 

    g. Maintains records and reports pertaining to equipment operation and maintenance as required by provisions of Maintenance Update, Supply Update, ULLS End User Manual, and this SOP. 

    h. Ensures all required publications are on hand in the Maintenance Library or on a valid requisition through Supply. 

    i. Ensures NMC, Parts Received Not Installed, Commander’s Exception, Zero Balance and DCR reports are available to the Maintenance officer at the end of each week. In addition, ensure company staff call slides are correct and turned into the maintenance officer on time. 

     j. Ensures AMSS report is done on time. 

     k. Makes recommendations to maintenance procedures whenever necessary to the Commander and the Company Maintenance officer. 
    l. Must be ULLS-G qualified.

    m. Ensures parts are on order and have supply status.

    n. Coordinates with other units sharing the motor pool to monitor the state of police and repair of motor pool facilities.  Ensure that all needed equipment is requested through supply and all deficiencies have work orders placed with DPW.
    o. Ensures all safety and fire regulations, polices, and procedures are followed.

    p. Provides quality control by verifying work done by operators and organizational mechanics.

    q. Sub-hand receipts tools kits, sets, and outfits down to the user level.  Ensure tools are on hand or on a valid request.  
r.  Supervises the layout of all motor pool equipment for all company inventories.  Ensures that all items are laid out according to the -10 and shortages annexes are on hand.  Ensures that items are signed for on a full component hand receipt.

    s. Supervises the ULLS Operator in their duties and responsibilities in accordance with regulations, ULLS End User Manual, and this SOP.  
t.  Has a current ULLS-G certification and can operate the ULLS-G box in the absence of the ULLS clerk.  
u.  Attends all Brigade Maintenance meetings and advises the maintenance officer on all maintenance issues.
4. PLL / ULLS-G CLERK  - is under the direct supervision of the motor sergeant. 

    a. Monitors PLL stock on hand and ensures that quantities match PLL records.

    b. Reorders replenishment parts as they are issued, unless no longer authorized. 

    c. Ensures PLL is stored in a secure area to prevent pilferage and damage.

    d. Ensures excess PLL is turned in promptly in accordance with Maintenance SOP. 

    e. Understands the manual side of TAMMS and be able to continue operations in case the ULLS-G box becomes non-operational.

    f. Reconciles the document register with the current status received from the Supporting Supply Activity (SSA) on a minimum of every 2 working days, if not daily. 

    g. Reconciles Commanders financial transaction listing with the document register.

    h. Receives/picks up parts within one working day from notice.   Sorts parts and notifies section leaders and maintenance officer of new parts.  Ensures all parts are picked up by sections within one working day.  Reports deficiencies to the maintenance officer.
    i. Conducts turn-in of both serviceable and unserviceable Class IX repair parts as required.
    j. When high priority parts arrive, notifies the maintenance officer and motor sergeant immediately.
    k. Prepares 5988-Es for prior to Command Maintenance.   Give 5988-E’s to the maintenance officer NLT COB on the last working day of each week.
    l. Performs duties as Dispatch Clerk. 

    m. Maintains, reviews, and updates equipment records as required by applicable references, SOP, and command directives on a daily basis.

n.  Ensures ULLS-G certification is current and notifies company Operations NCO when certification is within 90 days of expiring.
o.  Properly runs backups of the ULLS-G system in accordance with the ULLS-G guidelines.
p.  Conducts proper maintenance of the ULLS-G computer.  Notifies the maintenance officer and BMO whenever the box is non-operational.
5. DISPATCH CLERK 
    a. Understands and strictly enforces dispatching procedures IAW with SOP.

    b. Includes the proper record folder and/or required forms when dispatching equipment to requesting personnel.

    c. Ensures the operator performs PMCS on the dispatched equipment. 

    d. Ensures the operator is registered as a licensed, qualified operator within the ULLS. If operator is not registered in ULLS, checks for a valid OF 346/SF Form 46 and update ULLS as appropriate.

    e. Issues and collects equipment record folder and the needed forms in the folder.

    f. Ensures the operator properly annotates required entries on the forms and printouts contained in the equipment record folder.

    g. Updates operation records at the time of dispatch and return.  Reports any problems to the motor sergeant.
    h. Ensures equipment faults are reported to and verified by maintenance support personnel before inputting fault for that equipment in the ULLS. 

  i.  Ensures all dispatches are signed by the platoon sergeants prior to dispatching.  

    j. Orders publications to stock or restock the library as directed by supervisor.
6. MASTER DRIVER – manages and trains drivers in the Company. 

    a. Conducts the Company Driver’s Training Program IAW AR 600-55, AR 385-55, FM 21-305, FM 55-30, Update 14, and all local policies.

    b. Developes and implements the Company Drivers Sustainment Program to include remedial training. 

    c. Maintains copies of signed DA Form 348-E. The Commander will sign the DA Form 348-E before it is signed. Additionally, has the authority on the ULLS-G box to input, update, and print licences for unit.  

    d. Ensures potential drivers successfully complete drivers training prior to licensing. 

    e. Ensures all new Soldier complete the Fort Hood Defensive Driving Course. 

    f. Ensures refresher drivers training and accidence avoidence are conducted annually. 

    g. Maintains drivers mileage records.

    h. Keeps the commander, and motor sergeant current with changes in policies and regulations related to drivers training. 

  i.  Ensures that all new Soldiers turn their DA Form 348-E into the PLL Clerk and all licenses are inputted into the ULLS-G box.

7.  PLATOON LEADER - The platoon leader is responsible for the availability and serviceability of all equipment assigned to the platoon.

    a. Reports to the Commander the status of assigned equipment, and advises the commander of platoon requirements in the maintenance program. Recommends program changes to the Commander to facilitate mission requirements.

    b. Coordinates platoon maintenance requirements with the motor sergeant and maintenance officer to ensure execution of the maintenance program at the platoon level.

    c. Manages the platoon maintenance training program, and ensures platoon compliance with the Maintenance SOP.

    d. Ensures the availability of personnel assigned to the platoon when required services are due on platoon equipment

    e. Knows that he is accountable for everything the platoon does or fails to do in the maintenance area.

f.  Communicates with the maintenance sections and maintenance officer to get updates on all equipment at least weekly.

8.  PLATOON SERGEANT/ SECTION CHIEF – The platoon sergeant  is directly responsible for the operator level maintenance program on all equipment/vehicles assigned to his/her platoon. The platoon sergeant assists the platoon leader in the execution of the maintenance program at the platoon level. 

    a. Knows the status of all assigned equipment at all times and informs the platoon leader and maintenance officer on the state of  readiness for all equipment assigned to the platoon or section. 

    b. Verifies all faults noted by their operators. Ensures vehicle faults which cannot be corrected by their operators are reported to the motor sergeant. Notifies maintenance officer or motor sergeant immediately when equipment is found to be non-mission capable.

    c. Supervises operator maintenance on assigned section vehicles and equipment.

    d. Serves as the primary trainer for their Soldiers on operator/crew driver and maintenance related matters (PMCS, forms, etc.)

    e. Actively supervises and directs operator's maintenance and scheduled services.  Ensures that all Soldiers attend command maintenance unless excused by the company commander.  Will ensure that all Soldiers are exempted from extra duties during scheduled services.

    f. Coordinates with motor sergeant to ensure all scheduled requirements are completed on time (i.e. AOAP, brake test, Annual Service, etc.)

    g. Ensures their Soldiers who perform PMCS on assigned vehicles correctly annotates faults on the Equipment Maintenance and Inspection Worksheet (DA Form 5988-E) IAW this SOP prior to submitting to the motor sergeant. 

    h. Ensures all equipment is Inspection Ready when parked on the vehicle line.  Ensures the vehicle line is clean and all vehicles are dressed right dressed.  Checks to ensure all vehicles have drip pans and are properly chocked.  Ensures all antennae are left up while parked on line.
    i. Maintains 100% accountability and servicability of all assigned BII and conducts required inventories.  Ensure all tools assigned to the platoon/section are clean and serviceable.

 9.  SQUAD LEADER: The squad leader is the key individual in making the unit PMCS and maintenance program work.  

    a. Assists the platoon sergeant in all matters related to maintenance, training, welfare, and control of personnel assigned to his squad.  

    b. Ensures that his personnel comply with the Maintenance SOP and is responsible for ensuring that his vehicles and equipment are scheduled for maintenance when necessary and that they are always in an operational state.  

    c. The squad leader is the first step in the Maintenance Quality Control loop.  Inspects the DA Form 5988-E or DA Form 2404 of the operator for proper annotation IAW with technical manuals and the SOP. Ensures maintenance performed at the operator level is done correctly and provides on the spot correction and refresher training. 

d.  Personally supervises team leaders and vehicle operators to ensure all maintenance standards are met.

10.  OPERATOR/CREWS – are the key to a successful Maintenance Program.

    a. Performs maintenance services, inspections, lubrications, and repairs within the scope of operator and applicable technical manuals on assigned equipment. Performs Before, During, and After checks on assigned equipment, and keeps supervisors informed of the status of assigned equipment

    b. Operates the equipment within its design limitations and in a safe manner. Performs self recovery operation.  Assists organizational recovery operation as required.

    c. Troubleshoots and repairs maintenance faults IAW operator -10 technical manuals. Detects equipment faults and report them to the section chief or first line supervisor.

    d.  Assists organizational mechanics in repairs during scheduled services and regular maintenance periods.

    e. Maintains accountability of assigned tools and BII and reports shortages to the platoon sergeant or section sergeant as they are detected. Ensures assigned equipment, BII, and tools are clean and secure.

    f. Has mechanical knowledge of assigned equipment and conducts proper PMCS during command maintenance and operation. Able to correctly record faults IAW this SOP that he cannot correct, or any corrective actions requiring part(s) replacement on 5988-E or DA Form 2404.

    g. Understands and follows all dispatch proccedures. 

    h. Maintains an up-to-date vehicle and equipment load plan for their vehicle and any trailers.
    i. Maintains equipment in designated parking area in a high state of police and cleanliness.  Participates in conducting a police call of the units area of the motor pool.
11.  MECHANICS – are the central force in ensuring all vehiculars remain fully mission capable.

    a.  Conducts all unit level maintenance on assigned vehicles.  During vehicle services, they instruct and supervise the operators on -10 maintenance procedures.

b.  During command maintenance, actively helps operators conduct a proper PMCS on vehicles.  Verifies all found faults and ensure 5988-Es are filled out properly.

c.  Ensures the motor pool area and bay area is kept in an orderly manner.
d.  Properly signs all tools out from the tool room on the a DA Form 5519-R.   

12.  UNIT SUPPLY
    a. Assists all maintenance sections by ordering non-class IX supply.

    b. Monitors company inventories of maintenance related tools, BII, and equipment.

    c. Coordinates with higher headquarters for replacement of equipment which can no longer perform its mission because of age or serviceability criteria.

    d. Coordinates with the BMO on turn-in and receipt procedures of class IX and VII as necessary.

e.  Attends all brigade maintenance meetings and is prepared to brief the company’s budget (quarterly and monthly expenditures as well as future purchases).
13.  ARMORER - See Annex N (Arms Room SOP and Weapons Maintenance) and company Arms Room SOP for duties.
ANNEX B – COMMAND MAINTENANCE PERIODS AND PMCS

1. Command Maintenance 

    a. Every first day of the work week is command maintenance. Command maintenance is an all-day event and is included on the company’s weekly training schedule.

    b. Specific Maintenance Objectives - Commanders will ensure that specific maintenance objectives are planned and assigned for each scheduled period of preventive maintenance. 
(1)  During every command maintenance day, a PMCS will be conducted on all vehicles during the hours of 0900-1200.
(2)  During the first and third command maintenance day of the month, a PMCS will be conducted on all communication equipment and NBC equipment during the hours of 1300-1600.

(3)  During the second and fourth command maintenance day of the month, a PMCS will be conducted on all weapon systems during the hours of 1300-1600.

    c.  Leaders and supervisors must be aware of the maintenance objectives for the period and take an active role in ensuring their accomplishment. 

     d.  At least two items (indicators) (e.g., batteries, canvas, parking brakes, jackshaft bolts, tires) will be checked by commanders, leaders, and supervisors on different items of equipment during the command maintenance day as part of the maintenance objectives or plan.

    d. Results must be checked at the end of the maintenance period by the company commander and first sergeant, assisted by maintenance personnel; appropriate feedback is given to all concerned.

    e. All equipment will be checked and exercised in accordance with appropriate operator’s manual, including low-density equipment (generators, pumps, heaters).

    f. During maintenance periods there will be a minimum of one operator present for each major item of equipment.

    g. Mechanic support will first be attempted at the organic level.  If additional assistance is needed, it will be coordinated with HHC by the motor sergeant or PLL NCO. Their presence will provide assistance to operators and supervisors as required.

    g. Every leader/supervisor of the unit’s maintenance chain must be present at morning formation.  Supervisors at the PSG and above level with periodically check the progress of their platoons throughout the day.  All squad leaders and below will remain at the maintenance site for the duration of the day.
    h. Platoon and section leaders and supervisors must also have a plan for each Monday. They will ensure that operator's manuals are available and used. Also, ensures that organic tools and materials are provided to assist operators in performing the preventive maintenance checks and services.

    i. The motor sergeant or maintenance supervisor will ensure that POL products and other required materials are available.

    j. Supervisors will ensure that operators are knowledgeable in the use of DA Form 5988-E, as provided by ULLS-G Clerk, and that they understand the flow of the form within the unit’s maintenance program when discrepancies are noted during PMCS (as described in Annex J).

    k. Operators will use the ULLS-G 5988-E or DA Form 2404 to record equipment discrepancies that cannot be corrected on the spot or those that require repair parts. The DA Form 5988-E will be turned in through the platoon sergeant to the motor sergeant or maintenance supervisor for corrective action at the end of the maintenance period. The DA Form 5988-E must be checked by operators during PMCS. Supervisors must follow up by coordinating corrective actions with the motor sergeant. Staff members will supervise the maintenance of equipment assigned to their sections. Operators, first-line leaders, maintenance supervisors, and commanders are responsible for checking, following up, and keeping information current and correct on the DA Form 5988-E.

2. PMCS (Preventive Maintenance Checks and Services)-  are the foundation of the entire maintenance system.  Through service and inspection of equipment, the detection and correction of failures can prevent the deficiencies from developing into a major defects.

    a. The responsibility for PMCS is belongs to every individual assigned or attached to the unit, from the commander down to the operator/crew member.

    b. It is the first line supervisor's responsibility to train to the Army Maintenance Standard.  The Army Maintenance standard is at -10/-20 standard and Fully Mission Capable.

    c. Scheduled PMCS and -20 level services will be annotated on the training schedule. 

    d. PMCS will be conducted on command maintenance days prior to dispatch and after completion of mission. 

3. PMCS Procedures:

    a. The platoon sergeant or a designated representative (no one below squad leader) will report to the TAMMS clerk to review all log books, ensuring all information contained is correct. They will pick up the platoon’s maintenance worksheets and check the equipment parts bin for operator level parts.

        (1) DA Form 5988-E’s and/or DA Form 2404’s are provided by the ULLS-G Clerk. After the maintenance officer reviews them, they will be placed in each platoon’s box  prior to Command Maintenance. 

    b. The operator, along with supervisor, performs the PMCS IAW the appropriate -10 manual, making as many on the spot corrections as possible. 

    c. Each fault annotated under the fault description on the DA Form 5988-E or DA Form 2404 will contain at a minimum three identifiers.  

        (1) Fault number IAW with PMCS tables of associated equipment TM’s. 

        (2) Location of fault in relations to the equipment. (i.e. Top Radiator Hose)

        (3) Description of fault. (i.e. class III leak)

    c. All PMCS forms will be reviewed and signed by the platoon sergeant to ensure faults are verified and annotated properly. All NMC faults must be verified by mechanic support and given immediate priority.  Initiate repair services if part(s) are available.  Otherwise part(s) must be on valid requisition.  

    d. After completion and verification by mechanic, all 5988-Es will be turned into the motor sergeant NLT 1300. With the supervision of the motor sergeant, the ULLS-G clerk will update annotated faults in the ULLS-G Box and request repair parts. 

        (1) If faults require parts, and is not available in the parts bin or in PLL, platoon sergeants will ensure that the mechanic provide either an NSN or NIIN for the part corresponding to that fault. 

        (2) The motor sergeant will double check with the mechanic to ensure the part is right for the corresponding fault before allowing the ULLS-G Clerk to order that part. 

    e. No one is released until the maintenance officer has certified that:
        (1) All operator level parts have been installed and operator faults corrected. (All high priority parts installed with in 48hrs of receiving the part)
        (2) All DA 5988-E’s are completed properly, reviewed and signed by the platoon sergeant, and turned in to the motor sergeant.

    f. Platoon sergeants and section leaders must ensure by COB that assigned vehicles are cleaned inside and out and that all windows, doors, and canvas are closed.  Vehicles will have no less than ¾ of a tank of fuel, chock blocks and drip pans are in place, SECURED and ON- LINE.  Additionally, all radio antennas will be left up.
    g. All faults are verified by mechanic and parts are on order in the Unit Level Logistics            System (ULLS-G).

4. Managing DA Form 5988-E’s and/or DA Form 2404’s-  In the event that there is no mechanic support during command maintenance to verify NMC faults:
        (1)  The 5988-Es will be placed back into the In/Out Box for that platoon and the same 5988-E will be reused to perform the next scheduled PMCS.

        (2) Every effort will be made to get mechanic support for identified NMC faults as soon as possible. At no time will NMC faults be updated for that piece of equipment in the ULLS-G box without mechanic verification. 

    

(3) Once a mechanic has verified the NMC fault and repair part identified, the ULLS-G Clerk will then update the status of that equipment in the ULLS-G box and place the part on requisition. If part is on hand in PLL, the clerk will issue the part and reorder the part to replenish the part on PLL.  

ANNEX C – MATERIEL CONDITION STATUS REPORT (DA FORM 2406)

1. The DA Form 2406 will be submitted to the 89th Military Police Brigade’s maintenance officer.

2. Commander must ensure DA Form 2406 is prepared IAW AR 700-138. Items must be listed by LIN sequence, and model numbers (column c) must be exactly as they appear in Appendix. B of subject regulation.

3. Frequency of Reports
    a. Weekly:  Due every Thursday NLT 1300. Any daily changes, additions, or deletions must be called in to battalion maintenance officer (BMO) as they occur.

    b. Mid-Month:  Due two working days prior to the 15th NLT 1300 hours. Front and back of DA Form 2406 must be signed by the unit commander IAW AR 700-138.

    c. End of Month:  Due two working days prior to end of the month. Complete the backside only if the DA Form 2406 is completed. The status of parts requisitioned at unit level to repair NMC reportable equipment and explanation for deviation from standards must be included in this report.

4. These reports will be cross-checked for the following information:

    a. Valid requisitions and most current status non-mission capable equipment.

    b. Ensure 02 parts are requisitioned in a timely manner (no more than one working day).

    c. Direct support work request number, if equipment is submitted to DSU.

    d. Ensure equipment is submitted to DSU no more than three working days.

5. In addition, unit will provide their PLL status on the right-hand side of block 11 (remarks) of DA Form 2406 using the following format:

    a. Unit’s DODAAC.

    b. Lines authorized in PLL.

    c. Total lines with zero balance.

    d. Percentage (%) of lines with zero balance.

6. All parts needed to repair NMC equipment at unit level must be listed in Column i of DA Form 2406 or on an additional sheet, when required. Include the following:

    a. NSN part number.

    b. Part nomenclature.

    c. Document number (Column h).

    d. Current status of requisitions (Column h).

7. All reports must be ULLS-G generated.

ANNEX D – ARMY OIL ANALYSIS PROGRAM (AOAP)
1.  General: 

    a. Oil analysis is used as a diagnostic tool to check the physical condition of oil and the interim condition of engines, gearboxes, transmissions, and hydraulic systems.  AOAP is an effective maintenance diagnostic tool, not a maintenance substitute.  

    b. The purpose of AOAP is to detect potential component failure by determining oil quality and the need for oil change in order to extend oil life and conserve resources,.  This effectively reduces maintenance costs through preventive maintenance prior to major repairs.

2. The post AOAP coordinator who certifies training for unit AOAP Monitors can be reached at the following:
(254) 287-2909 or (254) 287-6833
3. The Commander will appoint in writing an AOAP Monitor and an alternate whoses responsibilities are the following:
    a. Must be certified by the Fort Hood AOAP Lab.

    b. Ensures all unit equipment that requires AOAP samples IAW DA PAM 738-750, tables 4-2 thru 4-8 are enrolled in the program.

    c. Ensures supplies are on hand for at least the next two samples due for all components enrolled in the program.

    d. Maintains a schedule of when samples are due IAW DA PAM 738-750, chapter 4 and ensure samples are taken when due and turned into the lab for analysis.

    e. Prepares and submitsDD Form 2026 for each sample taken. Takes all samples, together with DD Form 2026, to the post AOAP coordinator in Building [number]
    f. Maintains the DA Form 2408-20 (Oil Analysis Log).

    g. Picks up results from the Lab NLT one work day when analysis is complete.

    h. Informs maintenance supervisor of lab results and takes necessary actions based on DA Form 3254-R (Oil Analysis Recommendation and Feedback) and supervisor’s guidance. 

    i. If required by the lab, resamples and turns-in within 48 hours of notice. 

    j. Ensures the Manufacturer’s Warranty maintenance requirements are followed in regards to AOAP.

    k. Updates AOAP Lab with any changes in equipment enrolled.

    l. AOAP for ground equipment is fully computerized. Units will use the monthly computerized reports generated by the lab to manage the AOAP.

j.   Ensures any vehicles enrolled in the low usuage program are monitored to make sure they do not exceed the 3000 miles they are allotted within a year.

ANNEX E –  PRESCRIBED LOAD LIST (PLL) PROCEDURE
1.  Parts Request:

    a. The mechanics will verify the NSN for all parts required for any NMC equipment. The motor sergeant will order the parts for any equipment. The NSN will be entered in the corrective action line of the DA Form 5988-E.

    b. All other class IX repair parts will be ordered through the motor sergeant under the section’s hand receipt number.

    c. Requests will only be given to the PLL clerk through the motor sergeant.

    d. The PLL clerk will enter each NSN into the computer.  Then the computer will check the NSN against the on hand PLL stock.  If the item is on PLL, the computer will automatically issue and reorder the part to replenish PLL.

    e. Those items not on PLL will be requisitioned through the ULLS-G computer and then passed on to the SARSS computer at the SSA (223rd). Each record will be recorded on the ULLS DCR (document control register).

    f. The ULLS computer system will post status to the DA Form 5988-E every time one is printed.

    g. Each day prior to 1430 hours, a request disk will be submitted to the SSA (223rd). It will be labeled with today’s date and SARSS printed on disk.

2.  Repairable Exchange Activity (RXA)
    a. All items identified as RX will be cleaned, drained, and prepared IAW 223rd SSA's SOP.

    b. If the RX part is maintained on PLL, the clerk will not release the serviceable part until the unserviceable part is received.

    c. All RX parts suspected of having damage other than fair wear and tear (FWT) will have a statement written by the motor sergeant, explaining what caused the damage.

3. PLL Change Listing
    a. The ULLS computer will print out a demand summary listing every 90 days. 

    b. It will be signed by the company commander and filed until the next listing is produced.

4. Reconciliation and Status Update
    a. Status disk will be picked up daily at the SSA and processed. 

    b. The status printout will be given to the motor sergeant or maintenance officer for review.

5.  Inventories
    a. A 100 percent inventory will be conducted every 90 days.

    b. All shortages will be adjusted in the ULLS computer.

    c. The ULLS computer will print out a PLL listing in bin number sequence. This will make inventories easier.

6.  ULLS Routine Procedures
    a. Daily:

        (1) Request for issue (performed daily)
        (2) Send transaction to SSA daily by 1430 hours
        (3) Automated status update will be processed daily

        (4) Commanders exception report will be performed daily.  No purchase requests will be dropped without the commander’s signature.  All orders will be dropped within 72 hours.
    b. Weekly:

        (1) PLL/DCR reconciliation will be performed prior to the completion of the weekly deadline report.

        (2) PLL zero balance report will be performed on Tuesday mornings and turned into brigade S-4.

        (3) Request for follow up will be performed on first work day of each week.

        (4) Hi-Pri percentage will be calculated and turned into BDE S-4 on Tuesday 
mornings.

          (5) Print out the open document control register on Mondays and post in the supply room so other maintenance sections can update the status of their parts.

    c. Monthly:

        (1) Excess management report.

        (2) Document register control log will be purged on the first work day of the month.

    d. Quarterly: Demand Analysis report
        (1) This report will be reviewed and signed by the company commander. This report produces a printout that updates internal records. The system uses demand data stored in the PLL file to determine which items have met the criteria for PLL stockage (3 demands in 180 days), and at what level it should be stocked. 

        (2) Increases and decreases in demand supported authorized quantities will be made, and the demand analysis report will list these changes. Non-stock records that have not met the criteria for retention will be deleted from unit PLL unless items are approved by first general officers staff level in the chain of command.

ANNEX F – THE ARMY MAINTENANCE MANAGEMENT SYSTEM  (TAMMS) 
1.  The Army Maintenance Management System (TAMMS) Clerk works directly for the motor sergeant. Their duties and responsbilities are below.
    a. The TAMMS clerk will schedule and post all services performed on equipment in the unit to the ULLS computer system IAW DA PAM 738-750.

    b. Initiates and submits the DA Form 5992-E (Equipment Usage Report) to higher command once a year.
    c. The TAMMS clerk generates DA 5991-E for submission to AOAP lab.

    d. Tracks the annual and bi-annual services for all equipment.  Submits a list of services due within 90 days to the company training NCO to be posted on the company training schedule.

    e. Maintains the maintenance section filing system.

    f. Prints out the DA Form 5982-1-E (dispatch control log purged) on the first of each month.

    g. Prepares the deadline report for the motor sergeant to be turned into brigade S-4.

    h. Updates the DA Form 314 (NMC side) IAW the deadline report daily or as required by the motor sergeant or maintenance officer.

    i. All deferred maintenance will be recorded on the DA Form 5988-E until next service.

2.  Maintenance Work Request to Higher Echelon 

    a. The work request form (DA Form 5990-E) will be filled out when directed to do so by the motor sergeant or higher.


    b. A SAMMS diskette will be turned in to 223rd  shop office daily and generated for each work request. 

    c. A SAMMS status disk will be picked up and processed daily.

3.  ULLS routine procedures:

    a. Daily:

        (1) Dispatches daily or as required.

        (2) Sends Transaction to SAMMS at 223rd  daily before 1430 hours.
        (3) Processes the work order automated status update.
        (4) Updates DA Form 5988-E (equipment maintenance and inspection worksheet) as required.

        (5) Performs scheduled backups of ULLS-G system.
    b. Weekly:

        (a) Prints out DA Form 5988-E for every piece of equipment that is to be inspected on command maintenance day.  Turns forms into the maintenance officer NLT COB on the last workday of the week.
        (b) Performs DCR/NMC reconciliation prior to the completion of the weekly deadline report.

        (c) Submits parts received/not installed report to the motor sergeant and maintenance officer on Friday with 5988-Es. 

        (d) Ensures all dispatches are closed out on the work day of the week.

    c. Monthly:

        (1) Purges the dispatch control log.

        (2) Cleans the ULLS computer drives using cleaning kits.  Cleans computer, printer, and monitor with a damp cloth.

    d. Annually: Performs a vehicle usage report to be turn into brigade S-4.

ANNEX G – CALIBRATION PROCEDURE FOR TMDE
1. General:  Maintenance relies on Test Measure and Diagnostic Equipment (TMDE) to verify the serviceability of the equipmentl.  TMDE require periodic calibration to ensure equipment is operating within specified tolerances.   

2. The Commander will appoint in writing, a Calibration Coordinator and an alternate whose duties and responsibilities include the following: 

    a. Must be certified by Fort Hood TMDE section. 

    b. Submits TMDE requiring calibration to the designated calibration activity or supporting direct support unit as prescribed by the projected item list (Calibration printout).

    c. Ensures that TMDE is turned in for calibration at least one day prior to the “calibration void” date on the DA Label 80. TMDE can be turned in for calibration as much as 20 days prior to this date. 

    d. Ensures that organizational maintenance is performed IAW the appropriate maintenance allocation chart or operator’s manual.

    e. Ensures that adapters, special cables, connectors, batteries, manual, and other material required for calibration are present with the instrument. 

    f. Notifies the maintenance officer when an item is due calibration or repair  within 90 days.
    g. Picks up calibrated equipment NLT one working day after notification.

3. Submission of TMDE for Repair. 

    a. Calibration and repair of all TMDE is submitted on an AMXTM34A. 

    b. All organizational maintenance on the item must be complete.
    c. The item is turned into the calibration activity. 

    d. To restore critical TMDE to a serviceable condition (DA 2406 reportable items like the STE/ICE or important torque wrenches or NBC equipment) it must be assigned 02 priority on the AMXTM Form 34A
    e. Damaged equipment must have a damage statement signed by the commander. 

4. Calibration Not Required (CNR) Equipment – Equipment coded as NCR will be turned to the calibration activity to ensure that the proper over stamped DA Label 80 is affixed to the instrument. 

5. Training Aids – Instruments designated as training aids will be turned in to the calibration support unit for initial calibration.  At the time the calibration activity will affix an over stamped “TNG” DA Label 80 to the instrument. 

6. Calibration References. 

    a. AR 750-43

    b. DA PAM 738-750

    c. TB 43-180

    d. TB 43-0142

    e. TB 750-25

    f.  DA Label 80
ANNEX H – SERVICES 
1. Scheduled Services:

    a. All scheduled services will be recorded using ULLS-G and listed on the unit’s training schedule. 

    b. Scheduling of all services will be coordinated with the motor sergeant in order to have equipment and personnel available to perform the service.  
    c. Scheduled Services will be published (by admin number and type of service) out to the next 90 days and distributed to all personnel responsible for performing services.

    d. When possible, the day before the service is to be performed, the motor sergeant should assemble the mechanics, first-line supervisor, and operator of the equipment to be serviced and give them a briefing on what is to occur the next day. 

        (1) On the day of the service this team must have the appropriate manuals, a Service Inspection Checklist, and proper lubrication order (LO) on hand. 

        (2) The motor sergeant must make available all resources and materials needed for the service, e.g., filters, lubricants, special tools, etc.

    e. Leaders and supervisors ensure assigned operator is present to assist the mechanics during the service.

    f. Leaders and supervisors must know how a service is supposed to be performed and check it. This is an integral aspect of quality control.

    g. While the service is being performed, maintenance personnel should take advantage of the equipment and the operator’s "captive time" by conducting a hundred percent technical inspection (TI) of the item. At the same time, any parts on hand for the serviced item must be installed and the ULLS-G uncorrected fault record updated.

2. Variance - Equipment services, including all components of the equipment, are pulled IAW appropriate TM/LO and within variance.

    a. Variance is  +/- 10% of interval for scheduled service.
    b. All equipment must be road tested after the service is complete.

ANNEX I – QUALITY CONTROL QUALITY ASSURANCE 

1. General: A sound internal quality control/assurance program in each unit complements an effective maintenance program. It should be directed at:

    a. Preventing defects

    b. Detecting deficiencies
    c. Verifying compliance with established standards
    d. Taking actions to eliminate re-work resulting from improper or inadequate maintenance practices
2. The motor sergeant and maintenance officer will ensure that there is a system of quality control within the motor pool.  The quality control NCO will be the shop foreman or a senior mechanic who will:

    a. Check all services once completed to ensure all required maintenance action has been taken.

    b. Spot-check operator PMCS for equipment being dispatched.

    c. Maintain the technical library.

    d. Ensure all high priority parts are installed within 24 hours of receipt.

    e. Verify all repairs on NMC faults are correct and complete.

    f. The quality control NCO will ensure that the day-to-day work is always performed at a high level of quality.

3. When inspectors are not assigned, QC/QA is performed by the senior maintenance supervisor designated, technically qualified personnel, the maintenance chain of command, and the owners of the equipment being serviced or repaired.

ANNEX J – DISPATCH PROCEDURES
1. General:  Dispatching is a method in which a commander controls the use of equipment.  However, allowing equipment to be used carries with it the responsibility for both the equipment and the operators’ safety. Commanders must make sure that the dispatching procedures are understood and followed.

2. The Commander- will appoint a responsible Soldier to the duties of dispatcher. The person delegated as dispatcher is password controlled within ULLS. In the absence of the appointed dispatcher, additional dispatchers must be authorized in writing by the Commander. 

3. The Dispatcher -

    a. Fills the request for equipment to be issued or used.

    b. Checks the operator’s DA Form 5984-E (Operator’s Identification Card) to ensure the operator is licensed for the equipment requested. If operator is not registered in ULLS, checks for a valid OF 346/SF Form 46 and updates the ULLS as appropriate.

    c. Issues and collects the Equipment Record Folder along with the needed forms.

    d. Ensures that the operators properly annotate required entries on the forms in the Equipment Record Folder.

    e. Logs equipment in and out on the Organizational Control Record for Equipment (DA Form 5982-E).

    f. Makes required entries on the Motor Equipment Utilization Record (DA Form 5987-E).

    g. Ensures equipment faults are reported to maintenance personnel.

    h. Reports any differences in stated and actual destinations or missions.

    i. Notes any services done during the dispatch, AOAP samples taken, etc.

4. The Dispatch Loop -  describes the procedure for dispatching equipment.

    a. The operator(s) reports to the dispatcher.  For equipment needing licensed operators, the operator's DA 5984 E must list or cover the equipment.

    b. Both the dispatcher and operator check the DA Form 5823 on the front of the folder for services due on the equipment.  For emergency dispatch situations such as field training exercises or alerts, forms and packets will be prepared in advance.

    c. Dispatcher gives operator the Equipment Record Folder with the proper TM. The operator performs “before-operation” PMCS.  Any faults the operator can fix will be fixed.  Other faults, not already recorded on the 5988-E, will be entered on the 5988-E.  

     d.  The operator’s supervisor verifies that the operator completely and correctly filled out the 5988-E.  The platoon sergeant will then sign the 5988-E.

    e.  The motor sergeant or mechanics will verifiy the faults on the 5988-E.  ONLY the motor sergeant can sign the 5988-E.

    f.  Once the 5988-E has all signatures, the operator will take the 5988-E to the dispatcher (during dispatching hours).  Dispatcher will print out the dispatch and attach it to the 5988-E.

    g.  The platoon sergeant will gather all vehicle dispatches and take them to the commander for signature.

    h. If possible, the operator and/or mechanic repairs any faults found on the equipment. For deadline faults, “X” status:
        (1) The Commander or representative reviews any deadline faults to decide if equipment is safe for dispatch. Commander may authorize dispatch if conditions meet both criteria:
            a. Equipment is crucial to the mission

            b. Operation of equipment does not endanger operator/crew or cause further damage to the equipment. 

        (2) The Commander changes an “X” status to a Circle X status and annotates any limited operating conditions under the corrective action column and initials.
        (3) Circle X status will be for one time operation or mission under limiting condition as specified by the Commander. 

    i. If the equipment is ready to dispatch, the dispatcher makes needed entries to the Dispatch Control Log and validates the dispatch with signature and date. The dispatcher prints out the DA Form 5987-E (Motor Equipment Dispatch) and hands over any keys required to operate the equipment over to the operator.

   j. The operator leaves with the equipment and Equipment Record Folder with all required forms. During-operation checks are noted during the dispatch.

    k. When the mission is completed:
        (1) The operator performs the after-operations PMCS on the equipment and annotates any new faults on the Equipment Inspection and Maintenance Worksheet.  

        (2) The operator and mechanic will fix any faults at their level and secure the equipment. 

        (3) The operator annotates fuel usage, oil added (if any), the new mileage, and any other annotations on the 5987-E (Motor Equipment Dispatch).

    l. The operator turns in the Equipment Records Folder and all forms to the dispatcher.  The dispatcher checks the forms for any open faults or needed actions.  If the dispatch has been completely filled, the dispatcher transfers needed information to a new DD Form 1970/Dispatch Control Log.  The dispatcher then closes out the dispatch for that piece of equipment.

5. Hours of Dispatch Operation – Due to certain events during the week, constraints are placed on when an operator is able to request equipment for dispatch. 

    a. Dispatch will NOT occur during command maintenance and Sergeant’s Time Training days. 

    b. Dispatch will occur from the hours of 1000-1200.

ANNEX K – DRIVER SELECTION AND TRAINING PROGRAM 
1.  Purpose:  To establish the procedures for selecting and training vehicle operators for wheeled and auxiliary equipment.

2.  General:  The commander must have assigned operators for each item of required equipment.  More importantly than just having operators, the operators must be interested in the work and willing to apply themselves to the task.  The operator must be capable of learning how to operate and maintain the equipment to keep it combat ready at all times.

3.  Selection of Drivers:  Guidelines for selection of drivers/operators are contained in AR 600-55 and TB 600-1. In general, personnel in the following categories will NOT be considered:

    a. Recurring disciplinary problems
b. Alcohol or drug abuse
c. Improper attitude toward their duties or military services in general
d. Poor civilian driving record
e. Health problems which might impair their driving ability
4.  Screening of Prospective Operators:

a. When personnel arrive at the unit and are being considered for selection as operators, the first line supervisor will screen their personnel records to gain knowledge of their capabilities and aptitude.

b. The supervisor will interview the personnel to gather information about their experience in operating vehicles and auxiliary equipment and their mechanical abilities.

5.  Training Program: After personnel have been selected as operators, they are ready to begin the training phase.  The following subjects will be taught:

a. Driver responsibility and government liability
b. State, local, and post traffic regulations and laws
c. Use of Army publications
d. Vehicle inspection and operator maintenance
e. Accident reporting
f. Driver energy-conservation methods
g. Introduction to 1-1/4 ton trucks and trailers
h. Introduction to 2-1/2 ton trucks and trailers
i. Military convoy operations (including night driving)
j. Off-road operations
k. Vehicle recovery methods
l. On-site inspections of tactical vehicles
m. Vehicle driver performance evaluation
n. Response to emergency situations and malfunctions
o. Driving range (over-the-road training with a skilled driver can be substituted)
p. Road test (after completion of training)
6.  Road Test Examiner – Must be appointed, in writing, by the commander. The examiner must be qualified on the equipment on which they are testing the Soldiers.

7.  Remedial Training - Personnel who drive as a secondary duty should have periodic refresher training.  Drivers remedial training should also be conducted for drivers whose performance does not meet acceptable standards such as the following:

a. Drivers involved in a collision in which they are partially or completely at fault
b. Drivers cited for traffic violations
c. Failed roadside inspection or dispatch spot check inspection
8. Drivers Training SOP – the point of contact is the unit’s master driver or motor sergeant.

ANNEX L – COMMUNICATION MAINTENANCE 
1.  General:  This annex prescribes those procedures to be followed when performing maintenance on commo equipment. All personnel involved with commo operations will be familiar with and implement these procedures.

2.  Individual Responsibilities:

    a. Communications NCO.

        (1) Ensures the proper training of commo Soldiers as well as assisting other sections in training their operators.

        (2) Supervises the scheduling of organizational maintenance on DD Form 314 and ensures the equipment and other TAMMS forms are IAW DA PAM 738-750. The commo NCO will perform scheduled services on the equipment when there is no repairman in the unit.

        (3) Inspects equipment periodically to ensure that the required maintenance service and repair work are being performed properly. The commo NCO ensures that the  tools and facilities are available to perform the maintenance.

        (4) Verifies all deficiencies on commo equipment and ensures all operator and organizational maintenance is performed before it is sent to the direct support maintenance activity.

        (5) Supervises the filling out and submission of requisitions for publications, publication changes, blank forms, and parts.


(6) Identifies all shortages of BII and necessary Additional Authorized List items, as well as other shortages.  Ensures are items are put on order and updates their status weekly from the open document control register.

(7)  Must be Information Assurance Security Officer certified (through Fort Gordon or correspondence) and have appointment orders as the company IASO.  Must turn in orders and course certificate to the DOIM Helpdesk and be registered as the company IASO.


(8) Ensures that all users on the HOOD domain have passed the computer user test and signed the user agreement.  Files user paperwork and maintains paperwork for the duration that the user is in the unit.  Ensures that all leadership requiring accounts (as determined by the commander and first sergeant), are submitted to the Hood Postmaster within two working days.  Provides a memorandum to each user granting them permission to pick up their password at DOIM.


(9) Ensures all computers on the HOOD domain are IAVA compliant.  Updates all computers with the most current Norton virus definitions and Windows updates.  Ensures all users lock their computers when leaving their workstation.


(10) At least weekly, meets with the BDE S-6 staff for updates on automations issues.  Attends all S-6 meetings as the unit representative and attends all BDE maintenance meetings.



(11)  Ensures that company staff call slides are turned into the arms room officer on time.  Ensures the slides are accurate.



(12)  Attends all Brigade maintenance meetings and is knowledgeable regarding the status of all commo equipment, services, calibrations, and automations issues.
    b. Supervisor:

        (1) Trains the operators to maintain the commo equipment in a high state of readiness at all times.

        (2) Supervises all operators to maintain the commo equipment (i.e. radios, wire, telephones, antennae, etc).
        (3) Ensures that all maintenance performed is recorded on the proper forms (DA Form 2404/5988-E).
        (4) Keeps the brigade S-6 informed on operational readiness, training, and maintenance.

    d. Operator:

        (1) Performs operator PMCS daily on all equipment in operation and as required by applicable technical manuals on equipment maintained in a standby condition. 

        (2) Records all deficiencies noted during PMCS inspection on DA 5988-E and reports the deficiencies to the commo NCO.
3.  Maintenance Policies and Practices:

    a. Equipment that is missing or unserviceable will be reported immediately to the commander.

    b. Maintenance records will be maintained and disposed of IAW DA PAM 738-750. Maintenance forms and records will reflect all deficiencies on equipment noted and also the reasons for all deadlined equipment.
    c. Enough forms will be on hand to prevent record shortages and interruptions in maintenance records keeping.

    d. Results from previous inspections will be kept on file until the next inspection is held. All deficiencies will be corrected immediately and a report of the action taken will be submitted if required.

    e. Equipment failures will be corrected immediately or the equipment will be evacuated to the appropriate support maintenance activity when necessary repair exceeds authorized limits. All company size units will evacuate commo equipment needing repair to the 223rd Maintenance Company.

4. Records and Reports:

    a. The following maintenance records will be utilized, maintained, and disposed of IAW DA Pam 738-750.

        (1) DD Form 314- Preventive maintenance schedule and record

        (2) DA Form 2404- Equipment inspection and maintenance worksheet

        (3) DA Form 2406- Material readiness report
        (4) DA Form 2407- Maintenance request

5.  Shop Operation:

    a. Adequate space will be available for the maintenance of commo equipment. The facility will provide the necessary protection from weather and humidity.

    b. Flammables will not be stored in the commo shop.

    c. All benches used for electrical equipment will be grounded.

    d.  Lithium batteries will be stored separately in a container marked CORROSIVE.

    e. I.D. tags, rings, watches, and long chains will not be worn while working on electrical equipment.

ANNEX M – NBC MAINTENANCE
1.  Purpose.  To increase combat readiness through standardizing NBC equipment maintenance procedures.

2.  Reference.  DA PAM 738-750 (Maintenance Update) and applicable technical manuals.

3.  General.
      a.  The operator will inspect equipment IAW appropriate technical manual. Faults that cannot be corrected will be annotated on a DA Form 2404 and turned in to the unit NBC NCO.

      b.  Unserviceable equipment will be turned-in IAW guidelines provided by the Direct Support Maintenance Facility and unit supply guidelines. As a minimum, the NBC NCO will prepare a DA Form 2404 and DA Form 5504 and take equipment to the unit supply for disposition. The NBC NCO will maintain a receipt for the equipment until the equipment is dropped from the hand receipt.  When the equipment turned-in is an MTOE item, the NBC NCO will maintain the turn-in document until the receipt/property book indicates a replacement has been ordered by the property book officer (PBO).

      c. Equipment requiring calibration, certification, or wipe test: 50% of the like item must be on hand when more than one like item is authorized.

      d. DA Label 80 will be affixed to all equipment requiring calibration, wipe testing, and certification to include equipment identified as “Calibration Not Required” (CNR).

3.  NBC Section Responsibilities: the NBC section sergeant/specialist will:

a.  Be responsible for inspecting equipment, performing organizational maintenance, and repairs IAW appropriate technical manuals.

      b.  Maintains TAMMS forms IAW DA Pam 738-750. The NBC NCO will maintain calibration, certification, and wipe test due dates and status of equipment waiting parts. 

c.  Issues chemical masks (M40) to all new Soldiers inprocessing the unit.  NBC NCO will ensure good fit and test the mask for deficiencies.
d.  Compiles a list of all NBC equipment sizes for the company.  At any time, be able to order the correct sizes if needed.
e.  Ensures that company staff call slides are turned into the maintenance officer on time.  Ensures the slides are accurate.

f.  Attends all brigade maintenance meetings and is knowledgeable regarding the status of all NBC equipment, services, and calibrations.

4.  NBC Equipment
     a.   M11/M13 Decontaminating Apparatus. Holes for mounting brackets must be drilled. Refer to the vehicle or equipment manual for location of the mount.  Commanders may determine which DAP they prefer IAW CTA. Rule of thumb is that a 2 1/2 ton or larger vehicle gets an M13, all others to include generators and trailers require an M11.

    b. Protective Masks


 (1)  SB 3-30-2 provides filter and canister serviceability criteria.  AMC publishes periodic updates which must be maintained with the SB until it is updated.


 (2)  Unserviceable contingency hoods may be used as training hoods.  The hood will be marked with a blue dot on the back to identify it “for training use only”.  When the hood no longer meets prescribed training standards (zipper, straps, or strap loops unserviceable), it will be replaced.

5.  TAMMS Forms.
    a. DD Form 314  (Preventive Maintenance Schedule and Record):


 (1)  Used as a record of scheduled and performed organizational maintenance.  It tracks non-mission capable (NMC) time for DA Form 2406 reportable items and services.


 (2)  Used to schedule operator services performed under the supervision of organizational maintenance personnel if required by the TM (not when supervised by the first line supervisor).  

    b. General Instructions.


  (1) Normally one DD Form 314 covers only one item of equipment.  Several like items may be covered by one DD Form 314 if the services are scheduled and pulled on the same dates (i.e. M11 decon apparatus).  When scheduling services on more than one item, put each item’s serial number in the remarks block.  Use the unit ‘s  administration number for items with the same serial number, or when there is no serial number such as M-11’s.


   (2) The front side of the DD Form 314 is used for scheduling services.  The back is for logging NMC times for DA Form 2406 reportable items. Reportable items are found in AR 700-138 or in Appendix L of DA Pam 738-750.

   (3) Services are scheduled at least one month or one service in advance, whichever is earlier.  Dates go from the date of the month you pulled the service to the corresponding date of the month the next service is due.  


    (4) The next scheduled due date may fall in the following year, in which case you place the due date in the remarks block.


    (5) Scheduled services are in pencil, when completed it is marked over in ink.


    (6) Weekends and/or holidays may be marked out.


    (7) Completed services are shown by inking in the appropriate symbol.

 
    (8) The symbols commonly used for NBC equipment are as follows:



  
(a)  W - Weekly Services


  
(b)  M - Monthly Services


  
(c)  Q - Quarterly Services


  
(d)
 S - Semi-Annual Services


 
(e)  L - Used for lubes required by equipment Lube Orders (Los)
           (9) When pulling services, you are allowed service variances as follows:



 
(a)  10 days before or after the scheduled day


 
(b)  10 hours before or after the scheduled hour


  
(c)  100 miles before or after the scheduled miles



(d)  Weekly services have a one day variance

      (10)  When you pull a service within the variance, ink in that symbol on the day it was scheduled.


      (11) Use this variance to pull as many services as you can at one time.


      (12) When you cannot pull the services within the variance, enter the correct symbol in ink on the date the services were pulled and schedule the next service from the new date.

 (13)  NMC days are shown on the back using the following symbols:

             
(a)  O - Organizational NMC days


    
(b)  Circle with a “S” in it - organizational NMC days


    
(c)  X - Days NMC at Support Maintenance


     
(d)  S over X-days NMC at Support Maintenance

       (14) Support Maintenance will tell you how many days NMC / NMC on the DA Form 5504.  Put the total number of support NMC / NMC days in the remarks block.

              (15) Use a signal to indicate the day a service is due in the current month.  A month may be the 1st through the 31st or from a date in one month to corresponding date in the next month.  Example:  If you have a quarterly service due on February 14th and it is now the 2nd of  February, you should have a yellow signal placed on the DD Form 314 on the 14th along the edge.


        (16) The yellow signal is used to indicate services, such as Monthly or Quarterly.


        (17) DD Form 314 is normally used for two years for equipment reported on the DA Form 2406.  It is used for one year on non-reportable equipment.


        (18) Destroy a completed form after transferring needed information to a new form.  Transfer the following information:



      
(a)  Registration, serial, or administration number




(b)   Nomenclature




(c)  Model


      
(d)  Assigned to




(e)  Remarks information if needed
  

      
(f)  Scheduled service in pencil
6.  Preparing a DA Form 2404 -The DA Form 2404 is used by anyone performing inspections, maintenance services, diagnostics checks, technical evaluations, and PMCS.  The DA Form 2404 will only be used when a 5988-E is not available for that piece of equipment.
    a.  Use one DA Form 2404 or separate DA Form 2404s to inspect all components or subsystems that make up one system.

    b.  Use one DA Form 2404 to inspect several like items such as the M-11 Decon Apparatus.

    c.  Use the DA Form 2404 as a temporary record of required and completed maintenance.

    d.  Operators or crews will use the DA Form 2404 to list faults.


  (1)  General Information:


       (a)  The procedure for completing a DA Form 2404 varies with the type of inspection or service performed.


       (b)  When an inspection must be continued on another DA Form 2404, be sure to number the pages.  Print the page number at the right of the forms title block.  If you must use two DA Form 2404s for a service, put 1 of 2 on the first page and 2 of 2 on the second page.


       (c)  When a DA Form 2404 is used for PMCS or deferred maintenance, it will be kept until the action is completed, closed out, or the form is no longer needed.


       (d)  Operators and crews, first-line supervisors, maintenance supervisors, and commanders are equally responsible for keeping information current and correct on the DA Form 2404s.  It is the central record for managing and controlling maintenance.


  (2)  DA Form 2404 lists faults found during operator or crew PMCS and is given to the organizational maintenance supervisor for action.  The form is destroyed after faults have been corrected.

ANNEX N – ARMS ROOM SOP AND WEAPONS MAINTENANCE

1.  General: This annex will be used in conjunction with the basic maintenance SOP and brings out specific points applicable to the maintenance of this unit's weapons. This is applicable to the armorer, weapons operators, and supervisors of these personnel.

2.  Responsibilities: Small Arms Repais Parts (SARPs) will be handled in the following manner:  Only personnel designated in writing by the company commander are authorized to handle SARPs. It’s recommended that the unit armorer, ULLS-G clerks, and motor sergeant be authorized to handle SARPs also.
    a. Arms Room NCOIC:

        (1)  Picks up the SARP’s within 48hrs of notification.  Ensures parts are installed with 48 more hours, and notifies the arms room officer of any deficiencies.
        (2). Ensures proper security of weapons, small arms repair parts, and other sensitive items stored in the arms room. Ensure SARPs are stored and secured in the Arms Room IAW AR 190-51 at all times.

        (3) Ensures weapons are maintained according to technical manual standards.  Tracks required services and gauging out to the next 90 days.
        (4)  Provides required maintenance training

        (5) Maintains required maintenance records on all assigned weapons IAW maintenance update and requests assistance from motor sergeant.

        (6)  Advises the commander of repair parts or supply requirements needed to maintain weapons

        (7)  Maintains a stock of cleaning material. Provides equipment, supplies, and technical assistance for cleaning weapons.

        (8)  Coordinates with maintenance officer or motor sergeant for requisition of all Class IX repair parts
        (9) Immediately reports all weapons that become non-mission capable to the arms room officer

        (10)  Conducts inspection of all items returned to arms room.  Any weapon that does not meet the armorer's standard will be re-cleaned by the Soldier
        (11)  Armorer assumes full responsibility for the condition of all equipment in the arms room
        (12)  Parts needed for repair will be ordered within 24-hours after the deficiency has been noted.  All equipment requiring direct support maintenance will be job-ordered within 72 hours.


(13)  Conducts PLL quarterly inventory with maintenance officer of all weapon repair parts.  

        (14) Maintains and update, if necessary, the Arms Room SOP and Issue/Turn-In Procedure.


(15) Oversees the issue/turn-in of all weapons.  Scrubs the FH Form 550 after each issue or turn-in to spot any deficiencies

(16) Notifies the commander of any deficiencies within 3 hours of detection
(17) Assigns weapons to each Soldier in-processing the unit.  Ensures they receive a weapons card within two weeks of arrival.  Ensures all Soldiers in unit have signed a Statement of Responsibility.

(18) Updates the company MAL as changes are made.  Weekly provides a copy of the NMC report (from the arms room database) to the commander and arms room officer.  Provides updated platoon MALs to the platoon sergeants upon request.  Ensures copies of each platoon FH Form 550 are printed prior to weapons draw.
(19)  Ensures that company staff call slides are turned into the arms room officer on time.  Ensures the slides are accurate.

(20)  Attends all brigade maintenance meetings and is knowledgeable regarding the status of all equipment, services, and gauging.

    b. ULLS-G Clerk. 

        (1) SARP’s upon receipt will be logged into the ULLS-G box
        (2) Prior to the armorer picking up SARPs, the ULLS-G clerk will ensure that SARPs are secured in an area desginated for SARPs only within the motor pool area. 

        (3) The ULLS-G clerk will notify the unit armorer or designated personnel of the receipt of SARPs by COB the same day.


(4) Will provide printed 5988-E’s to the arms room officer on the last workday of the week to review before command maintenance.  Receives completed 5988-E’s and enters faults within 48 hours.


(5)  Ensures all faults have a part ordered against it.  Ensures the arms room NCOIC has access to the open document register so he may track the status of parts on order.

3.  Operations:

    a. Weapons Cleaning:

       (1) Individual and crew served weapons will be cleaned by the assigned operator/crew immediately after firing and will be cleaned each day there after until the weapons meet commanders standards.

       (2) During field operations, platoon and section leaders will ensure all weapons assigned to their platoon or section are kept in combat-ready condition.

       (3) During garrison operations, weapons will be cleaned bi-weekly at a minimum. The assigned operator, supervised by the chain of command, will ensure that parts from different weapons are not mixed will clean weapons. The armorer will not check for proper operator maintenance as a part of the weapons cleaning period. It is the responsibility of supervisory personnel to certify proper cleanliness, lubrication, and assembly. The armorer will spot check weapons after they have been certified properly cleaned by the supervisor and will notify the commander of the results.  Platoon sergeants or platoon leaders should periodically pull their platoon’s weapons and spot check cleanliness and serviceability.

        (4) Dirty weapons will not be accepted into the arms room unless authorized by the commanding officer.

    b. This unit will maintain the cleaning equipment and troops installed authorized items in the arms room to sign out as needed.

    c. The armorer will schedule organizational maintenance PM services as specified in the TM on DD Form 314. For non DA Form 2406 reportable weapons, as many as can be completed on a single day may be scheduled on one DD Form 314. The armorer must be aware that by inking in the service symbol, he has certified that the service was, in fact, performed as the TM requires.

ANNEX O – AWARDS PROGRAM
1.  Purpose:  To establish procedures for selection, procurement, and awarding of the driver and mechanic badge.

2.  General:  An excellent motivator for Soldiers is to reward them for good work performance.  An active program of awards for drivers and mechanics will be established and managed by the maintenace officer.  Selection, procurement, and the awarding of driver and mechanic badges will be based on these references:

    a.  AR 672-5-2, MILITARY AWARDS
    b.  AR 600-55, MOTOR VEHICLE DRIVER SELECTION, TESTING AND TRAINING
    c.  AR 385-55, PREVENTION OF MOTOR VEHICLE ACCIDENTS
    d.  FM 21-305, MANUAL FOR THE WHEELED VEHICLE DRIVER
    e.  FM 21-306, MANUAL FOR THE TRACKED VEHICLE DRIVER
3.  Eligibility Requirements for Drivers:

    a.  A driver must possess a current US Government Vehicle Operator' Identification card (DA 5984 E) valid for the equipment and issued as prescribed in AR 600-55.

    b.  An equipment operator or assistant must have been assigned to the equipment for at least 12 consecutive months without any accident or traffic violation recorded on the driver qualification record (DA Form 348).  Must be a safe vehicle operator or assistant operator.

    c.  An equipment operator or assistant operators must perform all assigned duties as an operator in a satisfactory fashion for at least 12 months.  Equipment operation instructors and qualified motor vehicle driver examiners are also eligible.

4.  Eligibility Requirements for Mechanics:

    a.  Individuals must be assigned primary duty as an automotive equipment mechanic at organizational or higher level of maintenance.  Instructors of mechanics are also eligible.

    b.  An individual must demonstrate competence by job performance, by completion of an MOS awarding school, or by sufficient skill to justify the rating of automotive equipment mechanic.

5.  Authority:  Awards may be given by the brigade commander or other officers in the grade of lieutenant colonel or higher.

6.  Procurement:  Awards are available on request from the clothing sales store through CTA 50-900.

ANNEX P – SAFETY
1.  PURPOSE:  To establish safety policies governing fire prevention, vehicle operation, personnel (safety, security), and environmental protection.

2.  GENERAL:  An effective safety program is essential during all maintenance operations.  Personnel must understand the importance of working in a safe environment.  The chain of command must be safety conscious.  Additional safety information and reporting requirements can be found in the company Safety SOP.
    a.  Fire Prevention:

        (1)  No smoking signs will be posted in shop areas and will be permitted only in designated areas.  Smoking will be not be permitted within 50 feet of vehicles or stored flammables. The only authorized smoking area in the motor pool is outside the front gate or in the pavillon near the rear of the motor pool.
        (2)  Store paint, POL products, and cleaning solutions only in designated areas.  Never use gasoline as a cleaning solution.  Designated areas in motor pools must be clearly marked.  All products must be stored with secondary confinement.

        (3)  Segregate dirty, oily rags, and store them in covered metal containers marked "clean rags" and "dirty rags.”  Once the dirty rag bin is full, they will be stored in the UPRP.  Once the bin in the UPRP is full, contact the proper environmental agency to pick them up.  DO NOT throw dirty rags in the dumpster.
        (4)  Do not store power generation with fuel in the tanks.

        (5)  Do not park vehicles within 20 feet of a building or blocking exits.

        (6)  Ensure equipment is not fueled when engine is running, inside a building, or when hot from operations, especially power generation.

        (7)  Train personnel in the proper use of fire extinguishers.  Ensure Soldiers understand the different types of fires and how to contain them.
    b.  Vehicle operations:

        (1)  The maximum speed in the motor pool is 5 mph and must be enforced.

        (2)   All vehicles will have a ground guide when moving in the motor pool.  Ground guides will never run when guiding a vehicle.  When backing a vehicle, ground guides will be used.  Ground guides must always be visible to the driver.  Ground guides will know the proper hand and arm signals and will never stand between a moving vehicle and a parked vehicle or building wall IAW FM 21-305 Chap 6.  Additionally, all ground guides will have a flashlight at night.

        (3)  Vehicles will not be left unattended with the engine running.

        (4)  Rear safety straps will be used when transporting personnel in vehicle cargo beds.  Personnel must be seated on seats, not on the vehicle floor.

        (5)  Internal combustion engines will never be operated in a closed room unless exhaust is vented to the outside.

        (6)  Only properly licensed drivers will start or operate vehicles.

        (7)  Spacing and arrangements of parked vehicles will provide ready access and fire lanes.


(8) All personnel will wear Kevlar helmets while riding in a military vehicle once it has crossed the cattle guard.

(9) The senior occupant is responsible for the safety standards within the vehicle.  Seatbelts will be worn at all times.  Drivers will obey marked speed limits and not exceed safe speeds in a training area.

(10) The most senior member of a convoy will conduct a safety brief prior to leaving the motor pool.  Brief will include reminders on seatbelts, kevlars, safe speeds, road conditions, weather, and the MEDEVAC procedures (route to DACH and MEDEVAC frequency and phone number).  Any other peritinent information will also be deciminated at that time.
  c.  Personnel:

        (1)  Horseplay will not be permitted in maintenance facilities and areas.

        (2)  Hearing protection will be used in areas with high noise levels.  All operators and maintenance personnel will have hearing protection available through the tool room.

        (3)  Personnel will not lean on, stand, or sit under equipment suspended by recovery vehicles, A-frame, jack, or other forms of overhead lifts.

        (4)  Jack stand or trestles will be used to support equipment when working underneath is required.

        (5)  Face and eye protection must be worn when performing welding, cutting, grinding, sanding, or chipping operations.

        (6)  Protective clothing will be used when performing welding operations or when handling batteries.

        (7)  All tools will be used only for their intended purpose.  Do not use power tools with frayed electrical cords or without proper grounding.

        (8)  Ensure all lifting devices and support devices are well maintained, inspected, and load tested IAW policies.

        (9) Ensure maintenance personnel are trained yearly on tire ring safety and use of tire cage.  Ensure that the motor pool tire cage is adequate and used when inflating tires.

        (10) Stress the proper use of compressed air and hydraulic equipment.
        (11) Personnel will not wear contact lens when using welding equipment.

        (12) Ensure power generation equipment is properly grounded prior to use.

        (13) Remove all jewelry (i.e., rings, chain, watches) when working on equipment.

ANNEX Q – HAZARDOUS WASTE/ENVIRONMENTAL PROTECTION/ SPILL CONTROL PLAN 

1.  General: Environmental management is the Army’s means of conserving, protecting, and restoring natural and cultural resources while accomplishing the mission. Proper adherence with the regulations will result in minimized hazardous waste generation, reduce brigade procurement costs, improved safety, and health and envrironmental protection. 

2. References:

    a.  AR 200-1, ENVIRONMENTAL PROTECTION AND ENHANCEMENT.

    b. AR 420-47, SOLID AND HAZARDOUS WASTE MANAGEMENT.

    c. Fort Hood Reg 200-1, FORT HOOD ENVIRONMENTAL PROGRAM.

2.  Responsibilities:

    a.  Defense Reutilization and Marketing Office (DRMO).  The DRMO receives hazardous waste from waste streams on post and disposes them through recycling or contractors.

    b.  Directorate of Public Works and Environment (DPWE).  Provides technical advice, training, and develops plans for hazardous waste disposal.  They inspect waste streams for proper handling procedures.

    c.  Commanders, at all levels are responsible for proper hazardous material handling, storage, and disposal within their unit. 
    d. The Commander will appoint, in writing, an Environmental Compliance Officer (ECO) to be the representative for the Commander on all matter concering environmental compliance. The  ECO must attend annual ECO training.

3. Water resources - Use the following guidelines for potable water and vehicle wash points.

    a.  Turn off all faucets and hoses when not in use.

    b.  Report service water leaks to DPWE, Service Order Section. 
    c.  Military vehicles will be washed at approved wash racks only.  This will ensure that all greases and oil will be trapped in the oil/water separator and will not be released into the environment.  All hoses should be equipped with a spray nozzle, which turns off when released.

    d.  Remove sand and sediment from the grit chambers periodically to ensure proper operation of the oil/water separator.

    e. Changing of oil or use of solvents at the wash racks is not authorized.  Only DPWE approved cleansers/degreasers will be used.

    f. Use of steam cleaners/pressure washers without detergents is encouraged.

    g. Do not allow trash to go into the wash rack drain.  Remove all trash from vehicles prior to cleaning.

    h. Do not dispose of anything in the storm drains.  


i. Ensure that all cleaning products are purchase through the Army suppy system or the Fort Hood HAZMART.  Local purchase of cleaners is not authorized.

4.  Spill Prevention, Control and Countermeasure Plan.  (SPCCP) See ANNEX Q1- Spill Response Plan. 

5.  Hazardous Waste Management.

    a.  General.  The motor pool is considered a generation site of hazardous waste streams consisting of battery acid, antifreeze, POL, adhesives, sealants, and solvents.  We are allowed to accumulate up to fifty-five gallons of hazardous waste or up to one quart of acutely hazardous waste in proper containers at or near the generation site.  The ECO, maintenance officer, and motor sergeant will ensure all personnel comply with environmental regulations and policies. 

    b. All personnel will comply with the following:

        (1)  No solvents will be used except those provided by contract in the motor pool.

        (2) Paper products will not be used in place of rags to clean up oil, grease, or spills.  Contaminated paper ends up in the landfill and contaminates the water supply.  Used oil rags will be cleaned at the Post Laundry and not disposed of.

        (3) All spills in the motor pool will be cleaned up immediately.  Use dry sweep, sand, or a rag if the spill is small.

        (4) Dry sweep will be used until it loses its absorbent abilities.  It will then be treated as contaminated soil.

        (5) Used oil and fuel filters will be disposed of in the following manner: drain for twenty four hours, punch holes in the filter casing (if applicable to ensure POL is thoroughly drained), double bag the filter, and throw away in the dumpster.

        (6) Any source of potential spillage of a hazardous substance will have secondary containment.  Secondary containment will ensure containment of 110% volume of the largest substance container.  An example of secondary containment is a thick plastic sheet bermed by sandbags or an approved pallet.
        (7) Each leaking vehicle will have a drip pan.  If there are multiple leaks, a drip pan will be used for each leak.  Keep in mind that a class III leak renders a vehicle Non-Mission Capable.  Dispose of the oil into the waste oil container if not contaminated with water.  If contaminated with water, dispose of the oil into the oil/water separator at the wash rack.

        (8)  Decontamination Solution #2 (DS2) will no longer be stored in the motor pool.  Notify the brigade chemical officer for storage location and requirements.  Any DS2 containers remaining in the brigade area will be incorporated in the weekly inspection.  The brigade chemical officer will identify storage areas to the EC/ECA.

        (9)  Super Tropical Bleach (STB) will not be stored in the motor pool.  The NBC NCO will dictate proper storage technique and location.

        (10)  Hazardous waste in the billets will be kept to an absolute minimum.  POL used on small arms will be transported to the motor pool for proper disposal.  Paint storage will be at an absolute minimum.  Open cans should be used up and thrown away.  Empty paint cans with less than 1/4" of completely dried up paint will be thrown in the dumpster.  Cans with more than 1/4" of paint will be considered as hazardous waste and will be disposed of through DPWE.  All paint must be purchased through the Army suppy system or the Fort Hood HAZMART.  Local purchase of paint is not authorized.  Limit the amount of carc paint on hand.  Carc Paint must be inventoried and accounted for at all times.
        (11)  Hazardous materials and waste will be transported in government vehicles or contractors.  POVs will not be used to transport hazardous waste.

    c.  Use Product Reclamation Product (UPRP) – will be maintained by all units sharing the the motor pool. Temporary storage containers for each of the following will be in the UPRP:

        (1)  Contaminated/Used Antifreeze

        (2)  Contaminated Grease

        (3)  Contaminated/Used Dry Sweep

        (4)  Used POL

        (5)  Contaminated Fuel

    d.  Material Safety Datasheets (MSDS)- are required to be maintained for all hazardous materials on hand.  This  will help determine proper handling, storage, and disposal.

         (1)  Used/waste POL products (diesel, oil, and transmission/hydraulic fluid).  Dump in the waste oil tank.  If you are not sure if the material can be dumped in the tank, ask the ECO or motor sergeant. Unauthorized substances mixed with the waste oil will contaminate the drum and cause it to be regarded as hazardous waste for disposal.    Prior to disposing of the empty POL cans, thoroughly rinse the cans out three (3) times at the oil/water separator and punch holes in the cans to prevent use of the cans after disposal.

          (2)  Antifreeze:  Dump in the container marked "Waste Antifreeze". Contact DPWE for proper disposal.

          (3) Contaminated Grease:  Put in the container marked "Contaminated Grease".  Grease will not be dumped into the Waste Oil container. This will contaminate the contents in the waste oil tank.  Do not put empty grease buckets in the dumpster.  Turn them into the ECA or GSM for disposal.

          (4) Floor Sweep:  Ensure it is no longer absorbant.  Store as a hazardous waste and take to DPWE (Environmental Branch) for disposal.

          (5) Asbestos Brake Shoes:  Double plastic bag and take to the DPWE facility.  Notify the site operator for proper placing.

          (6) MoGas:  Contact DPWE (Environmental Branch) for disposal.

          (7) Hazardous Waste:  Contact DPWE (Environmental Branch) for disposal.

6.  Punitive Provisions:  Violators of the provisions in this annex and the above noted references are subject to punitive actions under Article 92, UCMJ.  Table 1-1 of FH Reg 200-1 provides a summary of applicable civil laws.  A violation of civil law as it pertains to hazardous materials and waste carries felony punishments, which can be applied to Soldiers in the III Corps.  Bottom Line: If  you do not know, ASK.  You can be fined and go to jail for violating the above noted references and civil law.

ANNEX Q1 – SPILL RESPONSE PLAN

1.  PURPOSE: Provide guidance for the safe and effective response to spills or releases.

2.  APPLICABILITY. This applies to all Soldiers assigned or attached to the 110th Military Police Company. 

3.  BACKGROUND. IAW FH REG 200-1, intentional spillage of fuel, used-oil, or other pollutants, or disposing of POL into ditches or sewers systems are prohibited by FH REG 200-1, para 3.3. Persons in violation of this paragraph are subject to prosecution.

4.  SPILL PREVENTION.  Spill Prevention Briefing should be conducted monthly. The unit Environmental Compliance Officer is responsible for the following:

    a.  Implementing and updating the Unit Spill Response Plan

    b.  Conducting scheduled inspections to ensure proper housekeeping of work areas. 

    c.  Ensures MSDS, Spill Kits, Clean-Up Equipment, Spill Prevention Equipment, and Personal Protective Equipment (PPE) are available.

    d.  Maintains records of training, inspection, and spill reports.

    e.  Ensures Spill Prevention Training is conducted monthly.  Checks training schedules and ensures that “Spill Prevention Training” is listed under the first command maintenance of every month.
5.  RESOURCES FOR SPILL RESPONSE AND PREVENTION. 

    a.  Spill equipment and materials are required in the motor pool, ranges, and training areas. This unit will at all times maintain a spill kit size large enough to handle all POL on hand. The following prescribed list of equipment and materials are required spill response and prevention. 

        (1)  A commercial spill kit designed for absorbing POL products
        (2)  Containers to place contaminated spill absorbent material (55 gal drums with lids or equivalent)
        (3)  An appropriate supply of oil absorbent material to respond to a release of all POL products on hand
        (4)  Enough shovels, brooms, and picks to sweep, dig up, and/or build a berm to contain a spill of all POL products on hand
        (5)  A supply of plastic sheeting to cover a spill area of approximately 200 square feet
        (6)  A sufficient number of drip pans to place under all vehicles
        (7)  A supply of plastic bags for contaminated oil absorbent
    b.  The spill equipment and materials must be readily available for quick access and  must be stored near or on the training site.

    c.  Commercial spill kits are available through private companies and vary in size.  The size of the spill kit required on-site is dependent on the type of equipment used in the training exercise.  Replacement materials for the kits are available through the same sources.  The maintenance officer is responsible for replenishing the supply of exhausted spill kit materials.

6.  FACILITY RESPONSE PLAN. Response to a spill is generally organized in five phases. Elements of more than one phase may take place concurrently. 

    a.  PHASE I -- Discovery and Notification and Initial Response.  Personnel discovering a discharge or threat of a spill onto the land, into the air and/or into the water that would threaten human health and safety and/or environment shall immediately do the following:
WARNING—DO NOT ATTEMPT ACTIVITIES IN CONFINED SPACES OR IN THE PRESENCE OF PRETROLEUM/CHEMICAL VAPORS. EVACUATE THE AREA AND IMMEDIATELY CONTACT THE FIRE DEPARTMENT. 

        (1)  Provide first aid to any injured persons; call 911 if assistance is required.

        (2)  Evaluate the discharge/spill according to the following criteria:
            (a)  Have over 25 gallons of petroleum products been released?

            (b)  Has any hazardous substance been released?

            (c)  Does the spill cover a 100-sqare-foot area or greater?

            (d)  Does the spill appear to be harmful or potentially threaten the public health and welfare?

            (e)  Does the spill cause a visible sheen on water?

        (3)  If the spill meets one or more of the above criteria, immediately notify:

            (a)  The company commander and the unit ECO.

            (b)  Fort Hood Fire Department (FHFD) at 117 or 911. 

        (4)  If the spill does not exceed the above criteria, notify:

            (a)  The company commander and the unit ECO.

            (b)  DPW Environmental Division @ 287-8754/8755 (day) or 287-2133 (evening).

        (5)  When reporting a spill use the SPILL INCIDENT REPORT FORM.  (see page ___)

        (6) OIL SPILL RESPONSE – IMMEDIATE ACTIONS:

            (a)  STOP THE PRODUCT FLOW – Act quickly to secure pumps, close valves, close spill drains, tighten gaskets, etc.

            (b)  WARN PERSONNEL – Enforce safety and secure area. Keep non-essential persons away. Isolate a ½ mile radius if tank or tankers are on fire. Otherwise, isolate a 150-foot radius.

            (c)  SHUT OFF IGNITION SOURCES – Motors, electrical circuits, open flames, etc.

            (d)  INITIATE CONTAINMENT – Around the tank and/or in the water with oil boom provided at the site. 

            (e)  ESTIMATE THE AMOUNT AND TYPE OF OIL SPILLED. 

    b.  PHASE II -- Containment and Countermeasures. These are defensive actions initiated as soon as possible after discovery of a discharge. 

        (1)  Any available person on the scene can perform initial containment and countermeasures efforts until more qualified response professionals arrive on scene. All those assisting in initial response must be made aware of the hazards and wearing Personal Protective Equipment (PPE). 
        (2)  Construction of berms, dams, fences, or other barriers to contain the flow of pollutants.

        (3)  Placement of absorbent sausages or deployment of boom to contain the flow of oil on the surface of water bodies.

    c.  PHASE III – Cleanup and Disposal. This phase includes removal or chemical treatment of pollutants and biological remediation, as appropriate. 

        (1)  Cleanup operations must only be performed by appropriately trained individuals equipped in their PPE while taking all necessary safety precautions. 

        (2)  Begin cleanup as soon as possible.

        (3)  Extract or treat pollutants until the affected area is free of pollution from the spill.

        (4)  Ensure pollutants are not washed into drainage systems.

        (5)  Dispose recovered pollutants according the professional spill responder from the FHFD or the DPW Environmental Division. 

    d. PHASE IV – Restoration.  Assess the damages and restore the site as close to the original conditions as directed by on-scene coordinator. Organizations who spill are responsible for restoration work, while the on-scene coordinator is the approving authority for the completion of this restoration work. 

    e. PHASE V – Recovery of Damages and Enforcement.  DPW provides adequate information, photographs, samples, and technical advice to the SJA in support of the Fort Hood legal position in matters related to spills or other environmental incidents. When Soldiers violate FH Reg 200-1 or laws related to Environmental Compliance, their Commanders may take appropriate UCMJ action. 
7. Spills are an inevitable risk during training, but proper spill prevention and awareness training ensures timely restoration of our resources to continue our mission and train. 

ADD SPILL INCIDENT REPORT FORM
ANNEX R – TOOL ROOM PROCEDURES
1.  General:  Within the maintenance management system, it is a must that all authorized common tools, special tools, and TMDE are on hand or on order and are maintained properly.  When the necessary tools and TMDE are not available, damage to equipment or injury to personnel may occur as a result of using a substitute or improper tool.  

    a. The tool room will be assigned a custodian, responsible for the upkeep and control of all tools in his/her charge.  The tool room custodian will be on appointment orders signed by the commander.
    b. Prior to issue, tools will be inspected for wear or damage which may hinder job performance or cause injury to personnel.

2.  Control Procedures:  This is a function of the supervisor as well as operator and mechanic.

    a.  All tools and equipment will be sub-hand receipted down to the user level.  Quarterly inventories will be conducted by the sub-hand receipt holder’s immediate supervisor and made a matter of record in the unit supply room files.

    b.  Tool Sets, Kits and Outfits (SKOs) will contain a list of authorized components on a full component hand receipt.  A shortage annex will be created on a DA Form 2062 annotating all shortages.  All inventories of SKOs will be conducted quarterly as a minimum.  An inventory of toolboxes and BII will be conducted monthly.

    c.  Within 72 hours after any FTX, a complete inventory of SKOs, toolboxes, and BII will be conducted by the maintenance supervisor to ensure proper accountability.  Corrective action will be taken promptly on items that are lost or damaged IAW DA PAM 710-2-1 and AR 735-5.

    d.  Control of tool room keys and restricted tool room access will be limited to essential supervisory and operating personnel only.  The unit will post a list of those personnel authorized access to the tool room keys on or near the tool room door, along with a list of those personnel authorized to draw tool from the tool room.

    e.  All portable tools will be engraved with the unit's ID.

    f.  SKOs will be stored separate from each other.

    g.  All tools and TMDE will be secured when not in use.  Mechanic's toolboxes may be stored in the tool room or locked to the tool rack.

3.  The Tool Room Custodian - will be appointed in writing by the commander and will:

    a.  Account for all tools and equipment taken from the tool room by use of a sign out register (DA Form 5519-R) or card file procedure as prescribed in DA PAM 710-2-1, chapter 6, paragraph 6-3.

   b.  Issue tools and TMDE from the tool room on an individual basis to be returned the same day.  Tools issued for more than one day will be issued on a DA Form 3161 or DA Form 2062.

    c.  Inform the maintenance supervisor of any tools or TMDE overdue.

    d.  Maintain a location card file.  The location card will have the following information: quantity on hand, quantity authorized, location, applicable TM, SKO that the tool belongs to and calibration data (if any).

    e.  Ensure that all tools are clean before signing them or signing them back in.

    f.  Check ID cards with the list of authorized personnel prior to signing out tools.  Retain that Soldier’s ID card until the tool is returned.  At COB, turn any ID cards over the company operations and notify them of what equipment is still out.
    g.  Conduct a daily spot inventory of tools and shop equipment to ensure accountability.

    h.  Ensure all tools and shop equipment are in serviceable condition. Unserviceable items will be turned into the unit supply room for replacement.

   i.  Report all missing or abused tools and TMDE to the maintenance supervisor.

    j.  Maintain all publications that apply to the SKO's.

    l.  Maintain the tool room in a high state of police at all times.

    m.  Maintain DD Form 314's for the Lifting and Holding Devices and ensure that annual services are conducted and posted.

    n.  Is directly responsible to the unit motor sergeant.

ANNEX S – UNIT LEVEL LOGISTICS SYSTEM (ULLS)
1. General ULLS Information
    a. ULLS is the Army's Unit Level Logistics system.  ULLS collects maintenance and supply data and provides management management information at the unit level. (See Figure S-1. Major Inputs to ULLS-G)

    b. ULLS automates/replaces portions of The Army Maintenance Management System (TAMMS). (See Table S-1. ULLS-G Equivalent Forms)

    c. The forms and records produced and recorded in ULLS will be maintained by all units, organizations, and activities who operate self-powered vehicles, towed vehicles, and stationary equipment.  In addition, records may also be maintained on other equipment (commo and weapons) when the company commander requires doing so.

    d. Units operating under ULLS will use printout or automated reports and forms in place of manual forms prescribed in DA PAM 738-750.

2. Duties and Responsibilities
    a. Commander.

    
  (2) Assign passwords and user identification codes for ULLS.  These are system access control codes and it is highly recommended that two copies be kept in sealed envelopes, marked with the unit identification, DODAAC, date, and phone number.  One copy should be kept in the unit safe and one copy should be kept in a secure location at the next level of command.  Both copies must be kept current.

    
  (3) Approves all high priority and high-dollar request (up to $750) on the commanders exception report on a daily basis prior to the Supply Transactions Diskette being sent to the DSU.  All Class IX parts that cost more than $750.00 each must be approved by the brigade executive officer. 
    b. Maintenance Officer / Motor Sergeant 
        (1) Monitor the daily administrative operation of ULLS
        (2) Ensure that the unit's parameter data in the DODAAC file is correct and update as needed
        (3) Ensure that the ULLS Clerk maintains proper control of diskettes. Diskettes must always be in the protective jackets when not in use and stored away from magnetic sources such as radios, telephones, radar, etc. Diskettes must be labeled correctly.  All CD-ROM backups will be stored in either a plastic case or CD folder.  CD-ROMs will also be labeled.
        (4)  Submit daily transaction diskettes by the established cut-off times.

        (5) Monitor ULLS diskettes sign-in/ sign out record book to ensure daily transaction are made with DSU.

        (6) Must be ULLS-G certified annually. 

        (7) Monitor the daily PMCS of the ULLS hardware.

        (8) Ensure that the ULLS is operating properly, and submit problem reports to the Logistics Automation Support Office (LASSO) as needed.

        (9) Ensure that the ULLS software is the correct version for current operations.  The LASSO systems administrator can provide the correct information.

    c. ULLS Operator
        (1) Must be ULLS-G certified annually. 

        (2) Perform daily backups of the data files IAW this SOP.

        (3) Submit daily transaction diskettes to the supply and maintenance DSUs IAW this SOP and the EUM. 
        (4) Perform daily PMCS, IAW this SOP and the EUM.

        (5) Report problems to the unit system supervisor, IAW this SOP.

        (6) Load software change packages, supply and maintenance status, catalog updates, and REV files, as soon as possible after receipt.

4. Problem Reporting - If the ULLS system fails to function as expected, or if the software "aborts" during normal processing of data, the maintenance officer will notify the LASSO.  As a minimum, the unit name, phone number, point of contact within the unit, and a complete description of the problem must be provided.  NOTE: It is extremely important that all messages from the computer be recorded correctly or printed on hard copy.  (Printing can be accomplished by pressing the Shift and PrtSc keys simultaneously).  This will speed the problem correction.  If the problem cannot be resolved through customer assistance from LASSO, the LASSO will assign an originator number and take the necessary steps to the development community.

5. Data Flow - The following guidelines are provided for submission of transaction diskettes and receipt of status diskettes:
    a. Class IX Transactions
        (1) It is the responsibility of the operator to prepare a Class IX transaction diskette for the unit's supporting DSU Class IX site each day.  

        (2) This diskette will be prepared NLT 1100 hours and taken to the DSU Class IX section NLT 1430 hours each duty day. 

        (3) The operator will receive current status back on the same diskette. This status diskette will be loaded IAW the EUM prior to initiating any other operations under ULLS.

    b. Maintenance Transactions:  It is the responsibility of the operator to prepare a maintenance transaction diskette for the DSU shop each time there is a maintenance request for that shop or when otherwise required to report daily inoperative data.

    c. Diskette Marking:  All diskettes will be labeled as follows:

        (1) LINE 1:  Diskette name, e.g., ULLS Class IX Transactions
        (2) LINE 2:  Unit name
        (3) LINE 3:  Unit DODAAC
        (4) LINE 4:  Unit UIC
        (5) LINE 5:  Date
6.  Class IX Catalog:  In the SARSS Interim environment, a new Class IX catalog is sent each month on tape or diskette from the DSU Standard Supply System (DS4).  The operator will use the Catalog Load/Update process to delete the old catalog and load the new catalog.  This catalog will contain all items requested through the unit's supporting DS4 during the past year.  In the SARSS Objective environment, catalog updates are received periodically with the daily status from SARSS.

7.  SAMS REV File:  A new Reportable Equipment Validation (REV) file is received from SAMS-2 Material Management Center (MMC) every six months and as required.  The REV File contains data about all DA reportable or command significant equipment.  The ULLS operator will load the SAMS REV File using the Automated SAMS REV File Update process.

8.  Diskette Protection:  When not in use, all diskettes will be kept in their protective jackets, in a storage box.  During transportation of the diskettes, extreme care will be used to protect the diskettes from damage. (Use of a diskette carrying case is recommended).  NOTE: These are magnetic diskettes and some electrical sources may damage or distort the information stored on the diskettes.  Therefore, care should be taken to ensure that diskettes are kept away from electrical sources.

9.  Diskette Accountability:  All diskettes removed from the operational area will be signed out in a logbook specifying the type diskette, date/time and destination of the diskette (e.g., Transaction Diskette, 20 Oct 90,1400, DSU, Class IX section).

10.  Backup Database:  Proper ULLS operational procedures for performing backups are contained in the EUM under sections covering file maintenance.  The ULLS Database Backup will be performed at the close of business every duty day with a weekly copy to be stored in the company safe.

11. Care and Maintenance of ULLS  - Preventive maintenance procedures for both garrison and field environments are contained in the Appendix H of the End User Manual (EUM). 

12.  Software Change Packages (SCPs) and Interim Change Packages (ICPs) – These are updates to the ULLS software. Below are Installation procedures. 

    a.  STEP 1:  Backup the entire system before to loading a SCP or ICP.

    b.  STEP 2:  Make sure to inventory the software package.  Obtain a Version Description Document (VDD), itemized list of software package contents, and one or more diskettes/tapes.  The package cannot be successfully installed with missing diskettes or tapes.  Discrepancies in inventory should be reported promptly to the servicing LASSO.

    c.  STEP 3:  Check the version numbers of the software already installed on your system against the list included in the "Implementation and Special Instructions" section of the VDD. These must agree, or your SCP/ICP may not be successfully implemented.

    d.  STEP 4:  Read the VDD, then follow the instructions carefully.  There is no need to reload the entire system.  The VDD describes in detail all data necessary to install the software package and includes, as a minimum:

        (1) The content of the software package
        (2) The sequence of software installation
        (3) Any special instructions and administrative procedure about installation of the software package and the reporting of any installation problems
    e.  STEP 5:  Load the software change package IAW the VDD.

13. Manual System of ULLS Inoperative
    a. The motor pool will maintain an up-to-date MARKS filing system with all the blank forms needed to operate the unit maintenance and supply system, in the event the ULLS becomes inoperative.

    b. It is the ULLS operators responsibility for maintaining their knowledge of the manual system up-to-date at all times.

    c. The motor pool will maintain manual forms as required by chapters 2, 3, 4, 5, 9, 11 and appendix E of DA PAM 738-750 in case of power outage. 

14. Manager Reports – Provide the tools necessary for commanders and supervisors to effectively manage the units’s PLL and maintenance operations. 

    a. Excess Management Report – This report should be reviewed weekly. It provides a listing of PLL and non-stocked records that have excess quantity on-hand or due-in.

    b. Commander’s Exception Report – Provides a listing of all requests having a high priority or extended value of $500 or more that have been processed since the last time the Commander’s Exception Report was printed. 

    c. Service Schedule Due – Reports scheduled services due by admin number, DODACC, date range, or NSN. Review this report monthly and dispose of it when no longer needed. 

    d. PLL Inventory Report -  Provides a listing in location sequence of all PLL lines and any NSN records with an on-hand quantity to aid in performing inventories.

ANNEX S – UNIT LEVEL LOGISTICS SYSTEM (ULLS)
Figure S-1. Major Inputs to ULLS-G
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ANNEX S – UNIT LEVEL LOGISTICS SYSTEM (ULLS)

Table S-1. ULLS-G Equivalent Forms  
	Form Name
	TAMMS
	ULLS-G Equivalent

	Equipment Utilization Record
	DA Form 5823
	Not needed in ULLS-G

	Motor Equipment Utilization Record
	DD Form 1970
	DA Form 5987-E

	Organizational Control Record for Equipment
	DA Form 2401
	DA Form 5986-E

	Preventive Maintenance Schedule and Record
	DD Form 314
	DA Form 5986-E

	Materiel Condition Status Report
	DD Form 2406
	Will be automated with completion of AMSS module

	Equipment Inspection and Maintenance Worksheet
	DA Form 2404
	DA Form 5988-E

	Maintenance Request Register
	DA Form 2405
	DA Form 5989-E

	Maintenance Request
	DA Form 2407
	DA Form 5990-E

	Uncorrected Fault Record
	DA Form 2408-14
	DA Form 5988-E

	Oil Analysis Request
	DD Form 2026
	DA Form 5991-E

	Equipment Operator’s Qualification Record
	DA Form 348
	DA Form 5983-1-E

	Equipment Control Record
	DA Form 2408-9
	DA Form 5992-E

	US Government Motor Vehicle Operators Identification Card
	OPT Form 346
	DA Form 5984-E


ANNEX T – ALERT DISPATCH
1.  General: This purpoe of this section is to help minimize time during alert procedures, and will ensure that our equipment is ready for movement.

2.  Responsibilities:

    a. Motor Sergeant:

        (1) Motor sergeant is to ensure that all equipment is PMCS and at -10/-20 standards prior to operator receiving an alert dispatch. This will help minimize serious problems during ULACC/ CLACC procedures.

        (2) Motor sergeant or shop foreman is to ensure that all faults have been listed on the DA Form 2404 with corrective action taken.

    b. Dispatcher:

         (1) Dispatcher will ensure that the alert dispatches are printed and signed by the commander prior to alert.

         (2) Dispatcher verifies PMCS has been completed and corrective actions taken.

         (3) Dispatcher updates faults and malfunction on the equipment maintenance and inspection worksheet prior to having operator sign for dispatch. All alert dispatches will be signed for on a dispatch summary sheet (replaces DA Form 2401) used to record operators names.

3.  Prior to alerts, alert dispatches will be printed and signed by both the dispatcher and company commander. This should be done at least once a month.

4.  At the time of the alert the date, time, drivers name, time of return, and destination will be manually filled in.

5.  Upon return of the equipment dispatchers must ensure that the Return Usage portion of the dispatch is completed, therefore the unit data can be updated.

ANNEX U – MOTOR POOL SECURITY
1.  During non-duty hours the motor pool will be checked twice each night by the staff duty Officer/NCO (Before and after midnight)
2.  Personnel will not climb over fences or gates.

3.  Privately owned vehicles (POV) will not be allowed in maintenance area.

4.  All vehicles parked outside will be locked with prescribed locking devices IAW TB 9-2300-422-20.  Cargo/ personnel doors will be locked if required (for example, connexes and PLL vans).

5.  Individual toolboxes will be locked and then secured in the tool room or in tool racks inside of maintenance area.

6.  During non-duty hours, the motor pool gates will be locked with access obtained through the battalion staff duty officer/NCO.

ANNEX V – REFERENCES AND PUBLICATIONS
1. Motor Pool Library

    a. The motor pool reference library will be established by the maintenance officer and maintained by the TAMMS clerk.

    b. An additional library of -20 and -20P manuals will be maintained in the maintenance shop for use by the mechanics.  This set will be established and maintained by the motor sergeant.

    c. Both libraries will be kept current at all times.

    d. Changes will be posted promptly and in accordance with DA PAM 310-13.

    e.  DA PAM 310-1 will be reviewed periodically for new changes and deletions.

    f.  Publications will be requested as needed on DA Form 17.

    g.  The maintenance officer will review all requests annually.

    h.  Maintenance officer will review DA 12 series.

    i.  All publications when in use will be kept safeguarded as much as possible to limit pages from being torn or from being made illegible due to grease, oil, or water.

2. References - The following are references to this SOP:
    a. AR 750-1, Army Materiel Maintenance Policy

    b. DA PAM 750-1, Leader’s Unit Maintenance Handbook

    c. DA PAM 750-35, Guide For Motor pool Operations

    d. Maintenance Operations “How To” Book

    e.  AR 672-5-2, Military Awards
    f.  AR 600-55, Motor Vehicle Driver Selection, Testing, and Training

    g.  AR 385-55, Prevention of Motor Vehicle Accidents
    h.  FM 21-305, Manual For The Wheeled Vehicle Driver
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