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This instruction implements Air Force Policy Directive (AFPD) 24-3, Operation and Use of
Ground Transportation Vehicles and DoD 4500.36-R, Management, Acquisition and Use of
Motor Vehicles. It establishes procedures and responsibilities governing the pooling, dispatching
and operation of government owned vehicles at Westover ARB. For a better understanding to all
concerned and for a more efficient system of operation, each section is considered one unit
(using organization). This instruction applies to all Westover ARB personnel utilizing
government vehicles with equal force to officers, airmen and civilian drivers. Ensure that all
records created as a result of processes prescribed in this publication are maintained in
accordance with AFMAN 33-363, Management of Records, and disposed of in accordance with
the Air Force Records Information Management System (AFRIMS) Records Disposition
Schedule (RDS). Refer recommended changes and questions about this publication to the Office
of Primary Responsibility (OPR) using the AF Form 847, Recommendation for Change of
Publication; route AF Form 847 to 439 LRS/LGRYV, 450 Hangar Avenue, Box 20, Westover
ARB, Chicopee, MA 01022-1772.

SUMMARY OF CHANGES

This revision includes official use policy, idling policy, approval authority for vehicle air
transport, fleet card usage, vehicle rental/lease requests.

1. Official use of Government Vehicles.

1.1. Title 40 U.S.C., Section 491 requires the Air Force to develop an effective means of
limiting the use of government vehicles for official government business. The Air Force has
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established this policy requirement in Air Force Instruction 24-301, Vehicle Operations. This
provision applies to all military and civilian personnel who operate government vehicles,
including those rented or leased with government funds, and provides for potential
disciplinary actions against those who violate this standard.

1.2. The concept “official use” of Air Force vehicles is sufficiently broad to prohibit
instruction relating to each and every instance in which vehicles may be used. AFI 24-301,
however, establishes one simple rule: Restrict the use of all DoD motor vehicles, including
those rented or leased, to official purposes only, that is, uses that would further enhance
the mission of the Air Force. Providing a government vehicle solely or even principally to
enhance the comfort or convenience of the member(s) is not permitted.”

1.3. The 439th LRS Vehicle Management Flight is committed to assisting all Westover ARB
vehicle users and organizational VCO/VCNCO’s to realize the greatest flexibility and
efficiency possible from their assigned vehicles while operating within the statutory
provisions set forth regarding authorized “official use” operation of those assets.

1.4. You are encouraged to contact the Vehicle Operations Dispatch Office at 557-3855, or
the Base Transportation Manager at 557-3805 should you have further questions or concerns
regarding “Official Use” criteria and determinations.

2. Dispatching. Vehicles are not dispatched for trips beyond the established permitted
operating distance of 75 miles without the approval of the Transportation Accountable Officer
(TAO).

3. Responsibilities.

3.1. The using organization and operator ensure that each vehicle is clean before it is
returned to the dispatch line.

3.2. Persons to whom vehicles are dispatched are responsible for the safeguarding and
proper utilization of the vehicle until it is officially released.

4. Motor Vehicle Idle Policy.

4.1. The Air Force has established this policy requirement in Air Force Instruction 24-302,
Vehicle Management. This provision applies to all military and civilian personnel who
operate government vehicles, including those rented or leased with government funds, and
provides for potential disciplinary actions against those who violate this standard. Vehicles
on Westover ARB shall comply with Massachusetts state regulations as outlined in 310 CMR
7.11. Motor Vehicles will not idle more than 5 minutes within a 60 minute period unless
exempt as described below:

4.1.1. The motor vehicle idles to operate defrosters, heaters, air conditioners, or other
equipment solely to prevent a safety or health emergency.

4.1.2. A police, fire ambulance, public safety, other emergency or law enforcement
motor vehicles, or any motor vehicle used in an emergency capacity, idles while an
emergency or training mode and not for the convenience of the vehicle operator.

4.1.3. When idling of motor vehicle is required to operate auxiliary equipment to
accomplish the intended use of the vehicle (loading/unloading, construction operations)
provided this exemption does not apply solely for comfort of operator.
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4.1.4. A bus idles a max of 15 minute in any 60 minute period to maintain passenger
comfort while non-driver passengers are on board.

4.1.5. The motor vehicle is used for airport ground support, including, but not limited to,
motor vehicles operated to service or supply aircraft.

4.1.6. The primary propulsion engine idles for maintenance, servicing, repairing, or
diagnostic purposes if idling is necessary for such purpose.

5. Documentation.

5.1. DD Form 518, Accident - Identification Card, SF Form 91, Operator's Report of Motor
Vehicle Accident, and AF Forms 1800, 1806, 1807, or 1812, Operator's Inspection Guide
and Trouble Reports, are in the vehicle while in operation. All vehicle operators sign the
appropriate Operator's Inspection Guide and Trouble Report IAW TO 36-1-191. Waiver
cards for maintenance and inspection purposes accompany each Operator's Inspection Guide
and Trouble Report.

5.1.1. If using a Government Services Administration (GSA) vehicle, the operator must
ensure that he or she is knowledgeable in the correct reporting procedures if an accident
occurs or service is required. This information is contained in the packet in each GSA
vehicle and should be reviewed prior to use of the vehicle. These packets will include
contact information for the servicing claims office for Westover ARB which is 66
ABG/JA, ATTN: Claims, 20 Schilling Circle, Hanscom AFB, MA 01731-2010,
Commercial: 781-225-0082, Fax: 781-225-2214.

5.2. Individuals who require the use of an over the road packet will be briefed on procedures
for use of the vehicle fleet card, sign for the card and bring all receipts for fuel/emergency
services to the Vehicle Operations Dispatch office in Vehicle Management immediately upon
return. If the Massachusetts Turnpike will be used, ensure a transponder is picked up at the
Vehicle Operations dispatch window before departure. . Failure to do so may lead to
counseling or administrative action by management or supervisory personnel.

5.3. Personnel operating vehicles on the flight line must be briefed on flight line driving
procedures by their unit Vehicle Control Officer and issued an AF Form 483, Certificate of
Competency, signed by the unit Vehicle Control Officer on the reverse side, and certified by
the Chief of Airfield Management on the front side.

5.4. Personnel discovering or causing damage to a government vehicle while on base must
notify Security Forces and their Unit Vehicle Control Officer immediately upon detection.
The vehicle is not moved until advised by Security Forces personnel. The unit commander
or designated representative investigates and reports all damage to vehicles on DD Form 200,
Financial Liability Investigation of Property Loss, to the Finance Officer. An information
copy is forwarded within thirty days to 439 LRS/LGRVM. All vehicles with damage are
turned in and reported to 439 LRS/LGRVM immediately after release from security
personnel.

5.4.1. Personnel discovering or causing damage to a government vehicle that involves
another vehicle or property damage while off base must notify the local municipal police
department, as well as their Unit Vehicle Control Officer immediately upon arrival at
Westover ARB. A copy of any and all civilian police accident reports must be obtained
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and given to the Unit Vehicle Control Officer. The unit commander or designated
representative reports all damage to vehicles on DD Form 200 to the Finance Officer. A
copy of any and all civilian police reports will be attached to the DD Form 200.
Information copies of all documents are forwarded within thirty days to 439
LRS/LGRVM, Legal Office (439 AW/JA or 951 RSPTS OL-E/JA), and Wing Safety.
All vehicles with damage are turned in and reported to 439 LRS/LGRVM immediately
after returning to Westover ARB.

5.4.2. Personnel discovering or causing damage to a government vehicle that does not
involve another vehicle nor causes any property damage while off base must notify their
Unit Vehicle Control Officer immediately upon arrival at Westover ARB. The unit
commander or designated representative reports all damage to vehicles on DD Form 200
to the Finance Officer. Information copies of all documents are forwarded within thirty
days to 439 LRS/LGRVM. All vehicles with damage are turned in and reported to 439
LRS/LGRVM immediately after returning to Westover ARB.

5.5. All personnel assigned to the installation operating government owned special purpose
vehicles must possess an AF Form 2293, US Air Force Motor Vehicle Operator
Identification Card.

6. Government Vehicle Speed Limits. The maximum speed limit, on and off base, is that
which is safe, reasonable, and prudent under the circumstance, and will not exceed the speed
limit as indicated by posted signs.

7. Number of Passengers Authorized in Front Seat. The number of persons authorized in the
front seat of government vehicles on- and off-base will not exceed the number of sets of seat
belts provided for the front seat of the vehicle.

8. Vehicle Air Transport. Approval must be obtained from the Operations Group Commander
through e-mail with courtesy copies to the Mission Support Group Commander and the
Transportation AO prior to vehicle air transport. The requesting unit prepares DD Form 1149,
Requisition and Invoice/Shipping Document, notifies Traffic Management Office, reports to 439
LRS/LGRYV for vehicle dispatch and physically turns the vehicle in to Vehicle Maintenance.
These requirements are accomplished at least two full work days prior to air shipment. Note:
The 42/58 APS are exempt from the procedures in paragraph 8, when vehicles are being airlifted
for the purpose of training on the local flyer aircraft. Further, this does not apply to personally
owned vehicles.

9. Vehicle Rental /Lease Requests.
9.1. All vehicle Rental/Leases will be accomplished IAW AFI123-302

9.1.1. The TAO is the designated individual for coordination of all Rental/Lease requests
for this installation.

9.1.2. All AF Form 9s for rental/lease vehicles will be processed through the Contracting
Office.

ALBERT V. LUPENSKI, Col, USAFR
Commander
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Attachment 1
GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION

References

Air Force Policy Directive (AFPD) 24-3, Operation and Use of Ground Transportation Vehicles
AFMAN 33-363, Management of Records,

Air Force Instruction 24-301, Vehicle Operations.

Air Force Instruction 24-302, Vehicle Management

DoD 4500.36-R, Management, Acquisition and Use of Motor Vehicles

Title 40 U.S.C., Section 491

Adopted Forms

AF Form 9, Request For Purchase

AF Form 483, Certificate of Competency,

AF Form 2293, US Air Force Motor Vehicle Operator Identification Card

AF Forms 1800, 1806, 1807, or 1812, Operator's Inspection Guide and Trouble Reports
AF Form 847, Recommendation for Change of Publication

DD Form 200, Financial Liability Investigation of Property Loss

DD Form 1149, Requisition and Invoice/Shipping Document,

Abbreviations and Acronyms
GSA—Government Services Administration
TAO—Transportation Accountable Officer



