
MCI 3503A 
 
 
 
 
 
 

MARINE CORPS INSTITUTE 
 
 

 
 
 
 

MOTOR TRANSPORT 
OPERATOR NCO 

 
 
 
 
 
 
 
 
 
 

 
MARINE BARRACKS 
WASHINGTON, DC 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



UNITED STATES MARINE CORPS 
MARINE CORPS INSTITUTE 

912 CHARLES POOR STREET SE 
WASHINGTON NAVY YARD DC  20391-5680 

  IN REPLY REFER TO: 

           1550 
           Ser 3503 
              1 Sep 04 
 
From: Director 
To: Marine Corps Institute Student 
 
Subj: MOTOR TRANSPORT OPERATOR NCO (MCI 3503A) 
 
1. Purpose.  The subject course provides instruction on advanced daily motor transport 
operations in both garrison and field environments. 
 
2. Scope.  This course provides instruction on motor transport concepts, guidelines, and 
principles enabling Marines to use technical manuals, local SOPs, and motor transport 
regulations to discharge their motor transport duties in a standardized manner throughout the 
Marine Corps.  This course focuses on helping the Noncommissioned Officer (NCO) to display 
leadership and judgment in supervising Marines. 
 
3. Applicability.  This course is intended for instructional purposes only.  This course is 
designed for Marines in the ranks of LCpl through Sgt in MOSs 3531, 3533, 3534, 3536, and 
3538. 
 
4. Recommendations.  Comments and recommendations on the contents of the course are 
invited and will aid in subsequent course revisions.  Please complete the course evaluation 
questionnaire at the end of the final examination.  Return the questionnaire and the examination 
booklet to your proctor. 
 
 

 
 

 T.M. FRANUS 
 By direction 



 



MCI Course 3503A i 

Table of Contents 

 
 Page 
 
Contents........................................................................................................................ i 
 
Student Information ...................................................................................................... iii 
 
Study Guide.................................................................................................................. v 
 
Study Unit 1 Administration ........................................................................... 1-1 
 

Lesson 1 Motor Vehicle Forms Auditing................................................... 1-3 
Lesson 2 Motor Vehicle Dispatching......................................................... 1-7 
Lesson 3 Operator License Management ................................................... 1-15 
Lesson 4 Publication Management ............................................................ 1-23 
Lesson 5 Vehicle PM Folder ..................................................................... 1-33 

 
Study Unit 2 First Echelon Maintenance ......................................................... 2-1 
 

Lesson 1 PMCS Supervision ..................................................................... 2-3 
Lesson 2 Hazardous Material Management ............................................... 2-13 

 
Study Unit 3 General Operations..................................................................... 3-1 
 

Lesson 1 BII and AIA Equipment ............................................................. 3-3 
Lesson 2 Equipment Control ..................................................................... 3-9 
Lesson 3 Camouflaging Vehicles .............................................................. 3-17 
Lesson 4 Motor Transport Training........................................................... 3-25 

 
Study Unit 4 Convoy Operations..................................................................... 4-1 
 

Lesson 1 General Convoy Operations ....................................................... 4-3 
Lesson 2 Tactical Convoy Operations ....................................................... 4-17 
 

Appendix A Checklists................................................................................... A-1 
 

Appendix B Convoy Order............................................................................. B-1 
 

Review Lesson.............................................................................................................. R-1 
 



 



iii 

Student Information 

 
Number and 
Title 

MCI 3503A 
MOTOR TRANSPORT OPERATOR NCO 

 
Study Hours 12 

 
Course 
Materials 

Text  

 
Review Agency Logistics Operation School 

MCSSS 
Camp Lejeune, NC 

 
Reserve 
Retirement 
Credits (RRC) 

4 

 
ACE Not applicable to civilian training/education 

 
Assistance For administrative assistance, have your training officer or NCO log on to the 

MCI home page at www.mci.usmc.mil.  Marines CONUS may call toll free 
1-800-MCI-USMC.  Marines worldwide may call commercial (202) 685-
7596 or DSN 325-7596. 

 



iv 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(This page intentionally left blank.) 



v 

Study Guide 

 
Congratulations Congratulations on your enrollment in a distance education course from the 

Distance Learning and Technologies Department (DLTD) of the Marine 
Corps Institute (MCI).  Since 1920, the Marine Corps Institute has been 
helping tens of thousands of hard-charging Marines, like you, improve their 
technical job performance skills through distance learning.  By enrolling in 
this course, you have shown a desire to improve the skills you have and 
master new skills to enhance your job performance.  The distance learning 
course you have chosen, MCI 3503A, MOTOR TRANSPORT OPERATOR 
NCO, has been published to provide instruction to Marines in MOS 3531, 
3533, 3534, 3536, and 3538.  This course provides instruction on motor 
transport concepts, guidelines, and principles.  Course topics include 
auditing motor transport forms and records, publication control, tool control, 
safety, and driver testing. 

 
Your Personal 
Characteristics 

• YOU ARE PROPERLY MOTIVATED.  You have made a positive 
decision to get training on your own.  Self-motivation is perhaps the most 
important force in learning or achieving anything.  Doing whatever is 
necessary to learn is motivation.  You have it! 

 
• YOU SEEK TO IMPROVE YOURSELF.  You are enrolled to improve 

those skills you already possess, and to learn new skills.  When you 
improve yourself, you improve the Corps! 

 
• YOU HAVE THE INITIATIVE TO ACT.  By acting on your own, you 

have shown you are a self-starter, willing to reach out for opportunities to 
learn and grow. 

 

• YOU ACCEPT CHALLENGES.  You have self-confidence and believe 
in your ability to acquire knowledge and skills.  You have the self-
confidence to set goals and the ability to achieve them, enabling you to 
meet every challenge. 

 

• YOU ARE ABLE TO SET AND ACCOMPLISH PRACTICAL 
GOALS.  You are willing to commit time, effort, and the resources 
necessary to set and accomplish your goals.  These professional traits will 
help you successfully complete this distance learning course. 

 
Continued on next page 
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Study Guide, Continued 

 
Beginning Your 
Course 

Before you actually begin this course of study, read the student information 
page.  If you find any course materials missing, notify your training officer or 
training NCO.  If you have all the required materials, you are ready to begin. 
 
To begin your course of study, familiarize yourself with the structure of the 
course text.  One way to do this is to read the table of contents.  Notice the 
table of contents covers specific areas of study and the order in which they are 
presented.  You will find the text divided into several study units.  Each study 
unit is comprised of two or more lessons and lesson exercises. 

 
Leafing 
Through the 
Text 

Leaf through the text and look at the course.  Read a few lesson exercise 
questions to get an idea of the type of material in the course.  If the course has 
additional study aids, such as a handbook or plotting board, familiarize 
yourself with them. 

 
The First Study 
Unit 

Turn to the first page of study unit 1.  On this page, you will find an 
introduction to the study unit and generally the first study unit lesson.  Study 
unit lessons contain learning objectives, lesson text, and exercises. 

 
Reading the 
Learning 
Objectives 

Learning objectives describe in concise terms what the successful learner, 
you, will be able to do as a result of mastering the content of the lesson text.  
Read the objectives for each lesson and then read the lesson text.  As you read 
the lesson text, make notes on the points you feel are important. 

 
Completing the 
Exercises 

To determine your mastery of the learning objectives and text, complete the 
exercises developed for you.  Exercises are located at the end of each lesson, 
and at the end of each study unit.  Without referring to the text, complete the 
exercise questions and then check your responses against those provided. 

 
Continued on next page 
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Study Guide, Continued 

 
Continuing to 
March 

Continue on to the next lesson, repeating the above process until you have 
completed all lessons in the study unit.  Follow the same procedures for each 
study unit in the course. 

 
Preparing for 
the Final Exam 

To prepare for your final exam, you must review what you learned in the 
course.  The following suggestions will help make the review interesting and 
challenging. 
 
• CHALLENGE YOURSELF.  Try to recall the entire learning sequence 

without referring to the text.  Can you do it?  Now look back at the text to 
see if you have left anything out.  This review should be interesting.  
Undoubtedly, you’ll find you were not able to recall everything.  But with 
a little effort, you’ll be able to recall a great deal of the information. 

 
• USE UNUSED MINUTES.  Use your spare moments to review.  Read 

your notes or a part of a study unit, rework exercise items, review again; 
you can do many of these things during the unused minutes of every day. 

 
• APPLY WHAT YOU HAVE LEARNED.  It is always best to use the 

skill or knowledge you’ve learned as soon as possible.  If it isn’t possible 
to actually use the skill or knowledge, at least try to imagine a situation in 
which you would apply this learning.  For example make up and solve 
your own problems.  Or, better still, make up and solve problems that use 
most of the elements of a study unit. 

 
• USE THE “SHAKEDOWN CRUISE” TECHNIQUE.  Ask another 

Marine to lend a hand by asking you questions about the course.  Choose 
a particular study unit and let your buddy “fire away.”  This technique can 
be interesting and challenging for both of you! 

 
• MAKE REVIEWS FUN AND BENEFICIAL.  Reviews are good habits 

that enhance learning.  They don’t have to be long and tedious.  In fact, 
some learners find short reviews conducted more often prove more 
beneficial. 

 
Continued on next page 
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Study Guide, Continued 

 
Tackling the 
Final Exam 

When you have completed your study of the course material and are confident 
with the results attained on your study unit exercises, take the sealed envelope 
marked “FINAL EXAM” to your unit training NCO or training officer.  
Your training NCO or officer will administer the final examination and return 
the examination and the answer sheet to MCI for grading.  Before taking your 
final examination, read the directions on the DP-37 answer sheet carefully. 

 
Completing 
Your Course 

The sooner you complete your course, the sooner you can better yourself by 
applying what you’ve learned!  HOWEVER--you do have two years from the 
date of enrollment to complete this course. 

 
Graduating! As a graduate of this distance education course and as a dedicated Marine, 

your job performance skills will improve, benefiting you, your unit, and the 
Marine Corps. 

 
Semper Fidelis! 
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STUDY UNIT 1 

ADMINISTRATION 

Overview 

 
Scenario You are a corporal working in the motor pool.  The Motor Transport Chief 

(MTC) has assigned you various responsibilities that include some 
administrative duties.  You are the dispatcher, the publications NCO, and are 
responsible for providing the MTC with a monthly license roster for the 
company, 353x Marines, and incidental operators.  Since the Corps is doing 
more with fewer people these days, this scenario is very possible but the 
question is, How do you complete all of your missions in a timely manner? 

 
Scope This study unit discusses the administrative duties of NCOs in a small unit 

motor pool.  The study unit is intended to provide guidelines and principles 
for performing these duties while referring you to the source references (TMs, 
MCOs, and the unit SOP) for the details of each duty. 

 
Reading 
Assignments 

This study unit has reading assignments that are listed as references.  
Whenever a lesson has a reading assignment, make sure you read the entire 
assignment before you begin that lesson. 

 
In This Study 
Unit 

This study unit covers the following topics: 

 
Topic See Page 

Motor Vehicle Forms Auditing 1-3 
Motor Vehicle Dispatching 1-7 
Operator License Management 1-15 
Publication Management 1-23 
Vehicle PM Folder 1-33 
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LESSON 1 

MOTOR VEHICLE FORMS AUDITING 

Introduction 

 

Scenario You are the senior NCO in the motor pool and you have been told that, during 
any given week, you can be inspected with no more than a 24-hour notice.  
You have just been told that inspection goes tomorrow but you are prepared 
because you have trained your dispatcher.  Through your weekly review of 
the forms, you know that the dispatcher is completing the mission. 

 

Content In this lesson, you will learn how to inspect the paperwork necessary to 
successfully perform the duties of a motor transport dispatcher. 

 

Learning 
Objectives 

At the end of this lesson, you should be able to comply with the procedures in 
TM 4700-15/1_ and local standing operating procedure (SOP) to 

• Identify the references for motor transportation forms. 
 

• Identify the information required on motor transportation forms. 
 

• Inspect completed motor transportation forms. 
 

• Identify the persons responsible for completing motor transportation 
forms. 

 

Reading 
Assignment 

Read the current edition of the following reference and chapters.  Make sure 
you read all the pages within the paragraphs listed. 
 

Reference Chapter & (Paragraph) 
TM 4700-15/1_, Ground Equipment 
Records Procedures 

Ch. 2 (2-15, 2-17, 2-19) 

 

In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 1-3 
Inspecting Form 10627, Trip Ticket 1-4 
Inspecting Form 10031, Master Log 1-5 
Inspecting Form SF-91, Motor Vehicle Accident Form 1-6 
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Inspecting Form 10627, Trip Ticket 

 
Colleting Trip 
Tickets 

The trip tickets can be inspected individually as the operators return from 
their assigned mission.  This is the ideal method to ensure that any corrections 
required can be made on the spot by the operator. 
 
If the trip tickets are collected at the end of the day, compare the trip tickets 
on hand with those logged in the master log.  Follow your local unit SOP for 
any trip tickets that are unaccounted for. 

 
Inspecting 
Blocks 

The entire trip ticket can be broken into two areas of responsibility, dispatcher 
and operator.  Once the trip tickets are received or collected, inspect all the 
blocks on each trip ticket.  How to complete each area is explained in great 
detail in the current edition of TM 4700-15/1_.  The reading assignment you 
should have completed before beginning this lesson included completion 
information for each area of responsibility. 

 
Verifying 
Maintenance 
Requirements 

It is very important to inspect the “before,” “during,” and “after” preventative 
maintenance checks and services (PMCS) checklist at the bottom of each trip 
ticket for any required corrective maintenance.  Verify with the operator that 
the vehicle’s TM-10 was used to conduct each PMCS because the checklist is 
not all-inclusive. 
 
Forward any discrepancies to maintenance personnel for appropriate action 
per local unit SOP. 

 
Retaining 
Records 

The dispatching office retains trip tickets for 30 days.  If a vehicle has been 
involved in an accident, the trip ticket will be retained until the investigation 
is completed or for 30 days, whichever is longer. 
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Inspecting Form 10031, Master Log 

 
Purpose The master log is the consolidated record of all daily vehicle usage. 

 
Steps For 
Inspection 

Follow these steps to inspect the master log.  Refer to TM 4700-15/1_ for the 
detailed instructions on how to complete each block of the master log. 

 
Step Action 

1 Verify that all trip tickets entered into the log are accounted for. 
2 Verify that the trip ticket information is transferred to the correct 

blocks on the master log. 
3 Verify that all entries are legible.  Make corrections as necessary.  

Local SOP dictates how many and what type of corrections are 
allowed. 

4 Prepare the master log for the equipment officer’s signature.  This 
signature verifies the correct preparation of the master log and 
proper use of the dispatched vehicles. 

 
Field Exercises Master logs containing vehicles used during field exercises of seven days or 

less may have slightly different entries in certain blocks, such as the 
“expected return time” block.  Refer to TM 4700-15/1_ for further details. 

 
Record 
Retention 

The dispatching office retains the master log for one year.  If a vehicle entered 
in the master log has been involved in an accident, the log will be retained for 
one year or until the investigation is complete and necessary vehicle repairs 
are completed, whichever date is later. 
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Inspecting Form SF-91, Motor Vehicle Accident Form 

 
Purpose The purpose of an SF 91 is to provide a detailed report of any accident 

involving a motor vehicle.  Your job is to inspect the forms and to ensure that 
operators have completed the required information blocks. 

 
Responsibilities The following personnel are responsible for the SF-91 completion: 

 
• The operator of any vehicle involved in an accident initiates the SF-91, 

completes designated portions, and forwards the form to his or her 
immediate supervisor. 

 
• The operator’s supervisor completes designated portions of the SF-91 and 

forwards the report to the investigating officer. 
 
• The investigating officer then completes designated portions of the SF-91 

per the Manual of Judge Advocate General (JAG). 

 
Supervisor’s 
Inspection 

The form is self-explanatory and detailed instructions for completing it are 
shown on the form itself.  The operator’s supervisor should inspect the blocks 
and information the operator is required to complete for accuracy and detail. 
If additional space is required, annotate on the SF-91 that additional pages are 
attached and how many pages there are.  Ensure the additional pages are 
titled, numbered “__ of __,” dated, and signed by the operator.  Always 
remember that you are “painting” a word picture of the incident and that the 
more details you can provide, the easier it will be for the command to 
understand what happened.  Refer to local unit SOP for additional guidance 
on the completion of the SF-91. 

 
Record 
Retention 

The SF-91 is retained with the accident investigation as dictated by the JAG 
Manual. 

  
Lesson 
Summary 

In this lesson, you learned how to inspect the trip ticket (NAVMC 10627), the 
“master log” (NAVMC 10031), and the accident report form (SF 91). 

In the next lesson, you will learn how to perform the basic duties a dispatcher 
must perform to dispatch a motor vehicle. 
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LESSON 2 

MOTOR VEHICLE DISPATCHING 

Introduction 

 
Scenario You are assigned to a new unit that is just being organized and equipped for 

motor transport support services.  You are the senior corporal and have been 
assigned as the dispatcher.  Your orders are to dispatch vehicles as required 
but your dispatcher turnover folder is missing.  You do not have time for 
anything fancy and need to perform only the basics required to dispatch 
vehicles.  The dispatcher turnover procedures will continually improve as 
your experience matures. 

 
Content In this lesson, you will learn how to perform the basic duties required of a 

dispatcher to dispatch motor vehicles. 

 
Learning 
Objectives 

At the end of this lesson, you should be able to apply the procedures and 
concepts in TM 4700-15/1_ and MCO 11240.66 to 
 
• Identify the procedures for completing dispatch forms. 
 
• Identify the qualifications required to operate a tactical vehicle. 
 
• Identify the retention period for motor transport dispatch forms. 

 
Reading 
Assignment 

In the current edition of the following reference, read the chapters and 
paragraphs shown. 

 
Reference Chapter & Paragraph 

TM 11240-15/3_ Motor Vehicle 
License Official’s Handbook 

Ch. 6 (6-2), Appendix A (OF346 

Continued on next page 
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Introduction, Continued 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 1-7 
Verify Qualifications 1-9 
Issue Completed Forms 1-11 
Receive Forms 1-12 
Maintain Records 1-13 
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Verify Qualifications 

 
Authorization One of the first things that you, as the dispatcher, must do before dispatching 

any vehicle is to determine if the vehicle is authorized for use.  Local SOP 
will dictate how an individual requests and receives authorization for vehicle 
usage.  The result will generally be a “run roster” that identifies which vehicle 
is authorized for which unit.  That unit will then send an operator to operate 
the vehicle appropriate for the mission and the cargo that is stated on the run 
roster. 
 
Do not dispatch a vehicle without proper authorization.  Failure to comply 
with local SOP can result in non-judicial or judicial procedures against you. 

 
Operator’s 
Credentials 

Every operator who has received training and authorization to operate a 
tactical vehicle is issued certain licenses or permits.  Additional licenses, 
permits, or medical certificates may be required depending on the specific 
vehicle the operator is required to operate, the mission, and the cargo to be 
carried.  The following table lists common credentials required to operate 
certain tactical vehicles. 

 
Credential Vehicle to be Operated 

OF-346, Operator 
Permit 

Specific to those listed on the OF-346 such as 
M923, MK23, MK48/14/14, Bus (66 passenger) 

Medical certificate Based on vehicle, mission, or cargo such as bus, 
ambulance, or explosives 

 
 As a dispatcher, when examining a driver’s credentials, you must verify that 

 
• The operator’s name matches his or her Military ID card. 
• The OF-346 is not expired and has listed on it the vehicle requested. 
• The medical certificate, if required by the OF-346, is not expired. 
• Any specific items the operator requires that are listed on the OF-346 

(such as glasses) are in the operator’s possession. 

Continued on next page 
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Verify Qualifications, Continued 

 
Condition of 
Operator 

One of the most important tasks of the dispatcher is to identify any operator 
who is physically unable to operate a motor vehicle safely.  Using their senses 
of sight, sound, and smell to evaluate each operator before dispatching them a 
vehicle, dispatchers should apply the following guidelines. 

• Does the operator have an injury that will prevent him or her from 
operating the motor vehicle safely (broken arm, leg, wrist, etc)? 

• Does the operator appear overly tired or sleepy?  Has the operator had 
ample sleep or rest before operating the vehicle?  Is he or she complaining 
about driving all day long?  Both local unit SOP and common sense dictate 
a minimum standard for safety and who can authorize operators to exceed 
it. 

• Do you detect the scent of alcohol?  Do not assume it is just mouthwash. 

 
Presence of 
Alcohol 

Most SOPs direct that no operator can consume alcohol within 8 to 12 hours 
of operating a motor vehicle.  However, this rule will not always guarantee 
sobriety.  If you smell what you believe to be the presence of alcohol on an 
operator’s breath, then you must, by virtue of the trust and confidence placed 
in you by your promotion warrant, investigate this further.  If you smell 
alcohol, do the following: 

• Ask operators specific questions about recent drinking.  Have they been 
drinking, when was their last drink, how much have they drank the entire 
evening before, with whom were they drinking, etc. 

• Do not dispatch the operator.  Do not hesitate in delaying the dispatch until 
your immediate supervisor (SNCOIC) can make the in-person evaluation 
to dispatch or if a “fitness for duty” medical evaluation is required, per 
local SOP.  A responsible SNCO will not make the decision over the 
phone but will show up in person to see for him or herself. 

 
Local SOP 
Requirements 

Local SOPs vary from region to region and unit to unit.  It is the 
responsibility of the dispatcher to learn the local rules and regulations for 
operating motor vehicles.  Examples of additionally required items to operate 
a motor vehicle include: 

• Dog tags (with medical tag if required) 
• Helmets, flak jackets, canteens with water 
• DIC Card 
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Issue Completed Forms 

 

Trip Ticket After confirming authorization and qualification, the trip ticket must be 
completed per TM 4700-15/1_.  Local unit SOP will provide additional 
guidance on anything not covered in the reference.  Do not give the trip ticket 
to the operator until the trip ticket information has been transferred to the 
master log. 

 

Master Log Once the trip ticket is completed, transfer the required information to the 
master log.  Refer to TM 4700-15/1_ for the details on completing the master 
log.  Once this is done, give the trip ticket to the operator.  Ensure all licenses 
and certificates are returned to the operator and inform him or her of anything 
that will be helpful in completing their mission, such as road construction, 
enemy situation, etc. 

 

Miscellaneous  Additional forms may be required depending on the mission assigned.  One 
example is hauling ammunition.  Doing so requires several forms in addition 
to the trip ticket.  Local unit SOPs should list all additional forms required 
and the instructions how to complete them. 

 

Field Exercises It is a common misconception that trip tickets can be used in excess of eight 
days or more.  Per TM 4700-15/1_, when used for field exercises, a vehicle 
may be dispatched for the following length of time: 

 

Days Action 
1-7 

Local Exercises 
Dispatch using the garrison master log.  Provide one trip 
ticket for each 24-hour period of the duration dispatched.  
Pre-sign the trip tickets as the dispatcher and use the same 
“trip number” for each consecutive trip ticket. 

8 or more 
Local Exercises 

Dispatch the first day trip ticket on the garrison master 
log.  Thereafter, a dispatcher in the field will annotate all 
dispatching for the duration of the exercise on the field 
master log. 

Extended 
Deployments 

Dispatching for these types of exercises will be done by 
dispatching personnel who are assigned to the 
deployment. 

 

 The spirit of the regulation is to ensure a vehicle is not given an open-ended 
dispatch and that the control process remains in place for accountability and 
maintenance purposes.  Refer to the reference and local SOP for further 
guidance. 
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Receive Forms 

 
Complete Trip 
Ticket 

The operator should give the completed trip ticket to the dispatcher when he 
or she is finished driving for the day.  The dispatcher will inspect the 
operator’s responsibilities blocks to ensure the following: 

• All required blocks are complete and entries are legible. 
• All computations are correct for total passengers and cargo. 
• PMCS is annotated as completed. 
• Any corrective maintenance annotated in the remarks block has been 

reviewed with the operator. 
• The operator has received a release signature terminating the requested 

support. 

Refer to TM 4700-15/1_ for specific requirements for trip ticket completion. 

 
Give Feedback After inspecting the trip ticket, identify any corrections required.  Refer to 

TM 4700-15/1_ for specific requirements for trip ticket completion.  Have the 
operator make corrections as necessary per the reference. 

A common misconception is that the TM 4700-15/1_ states there can be no 
corrections on a trip ticket and that, if the operator makes a mistake, the entire 
ticket must be re-written.  This is incorrect.  It is actually local SOP that 
dictates how many and what type of corrections are allowed, e.g. single line 
out, using white out, correction tape, re-write, etc.  This applies to making 
corrections on the master log as well. 

 
Transfer 
Information to 
Master Log 

After all trip ticket blocks are verified and correct, transfer the required 
information to the master log.  Tally any totals required by local unit SOP 
such as daily mileage, cargo weight, etc. 

 
Miscellaneous 
Forms 

Local unit SOP will dictate the disposition of locally required forms.  Ensure 
that these are collected and maintained per TM 4700-15/1_ and local SOP.  
Examples include toll passes used and fuel receipts from authorized off-base 
facilities. 
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Maintain Records 

 
Local Filing 
System 

Local unit SOP should dictate how and where forms are stored after use.  
Guidelines for the filing system are 

• Do not get fancy or elaborate. 
• Make files easily accessible to authorized personnel. 
• Make a file index for unit and inspection personnel to locate files easily. 
• Make it as mobile as your unit’s mission. 
• Develop a file review schedule to clean out and update files regularly (the 

first week of every month is recommended). 
• Protect the files from the elements (fire, wind, rain) and motor pool grime. 

Limit access to your records.  Provide security in the form of locked cabinets 
and or locked rooms as much as possible. 

 

Retention The table below outlines the minimum length of time the forms must be 
retained.  Local unit SOP may direct, with good reason, retaining the forms 
longer. 

 

Form Minimum Time 
Trip Ticket 30 days 
Master Log One year 
SF-91 Retained by investigating officer per JAG Manual 
Miscellaneous Forms Directed by local unit SOP or applicable 

references 
 

 Any form relating to a vehicle that was involved in an accident must be 
retained for at least the minimum length of time specified in the reference or 
until 
 

• Directed corrective maintenance is completed. 
• Investigation is completed. 

 

Field Master 
Logs 

After a field exercise, close and retain the field master log and trip tickets 
along with the garrison master logs. 

 

Lesson 
Summary 

In this lesson, you learned how to dispatch a motor vehicle as a dispatcher. 

In the next lesson, you will learn how to develop and implement a license 
management system. 
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LESSON 3 

OPERATOR LICENSE MANAGEMENT 

Introduction 

 
Purpose The purpose of this lesson is to provide you with an understanding of the 

licensing process and guidelines to manage the assets of vehicle licenses.  It 
will not certify you as a “licensing NCO” or authorize you to issue any OF-
346 license.  For more information on these matters, refer to the current 
edition of TM 11240-15/3_, Motor Vehicle License Officials Handbook, 
MCO 11240.66_, Standard Licensing Procedures for Operators of Military 
Motor Vehicles, and your unit SOP. 

 
Content In this lesson, you will learn how to develop and implement a license 

management system. 

 
Learning 
Objectives 

At the end of this lesson, per TM 11240-15/3_, MCO 11240.66 and unit SOP, 
you should be able to 
 
• Identify the licensing process. 
 
• Identify methods of managing information on licensed operators. 

Continued on next page 
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Introduction, Continued 

 
Reading 
Assignment 

Read the current edition of the following reference and chapters.  Ensure you 
read all the pages within the paragraphs listed. 

 
Reference Chapters & (Paragraphs) 

TM 11240-15/3_ Motor Vehicle 
License Official’s Handbook 

Ch. 2 (2-1, 2-5) 
Ch. 3 (3-1 thru 3-7) 
Ch. 6 (6-3) 
Appendix A (NAVMC 10964, 
OF345, NAVMC 10969) 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 1-15 
Identifying the Licensing Process 1-17 
Managing License Information 1-19 
Submitting License Applications 1-21 

 



MCI Course 3503A 1-17 Study Unit 1, Lesson 3 

Identifying the Licensing Process 

 
Purpose The purpose of the licensing process is to provide consistent procedures for 

the issuance or denial of government vehicle operators permits, Optional 
Form 346 (OF-346). 

 
License Types  The table below lists the three types of permits that may be obtained through 

this process. 
 

License Type Purpose 
Standard License For full time or part time vehicle operators. 
Learners Permit Valid only while operator is accompanied by a 

qualified licensed operator. 
“Shop Use Only” 
License 

Issued to MOS 352x mechanics only, for road testing 
vehicles in a test area designated by local unit orders. 

 
Licensing 
Forms 

The following forms are used in the licensing process: 

 
Form Purpose 

NAVMC 
10964 

Application for Government Vehicle Operator’s Permit, the 
official document to initiate any licensing action 

NAVMC 
10969 

Physical Examination for Motor Vehicle Operators.  It 
documents operator’s medical screening 

OF 345 Medical Card, issued as proof of passing medical screening 
OF 346 Government vehicle operators permit, issued for all three types 

of licenses listed above. 
 
 Other miscellaneous forms are used at the licensing office.  Refer to TM 

11240-15/3_ for additional details. 

 Continued on next page 
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Identifying the Licensing Process, Continued 

 
Process The following table lists the sequenced steps in the licensing process.  Refer 

to TM 11240-15/3_ for specific details about each step. 
 

 License Action Required 
Step New 

(No previous license) 
Upgrade 
(Adding qualifications) 

Renewal1 

(Expired less than 
60 days) 

Duplicate 
(Replace lost or 
damaged license) 

1 Operator receives 
medical screening and 
OF 345 

Operator receives 
medical screening and 
OF 345 (if for special 
purpose vehicle) 

Same as “New” Not required 

2 Unit submits NAVMC 
10964 

Same as “New” but 
includes current OF 
346 

Same as “New” 
and extracts of 
MCTFS2 

Same as “New” 
and extracts of 
MCTFS2 

3 License office submits 
National Operator 
Register Check 

Not required Same as “New” Not required 

4 Operator receives 
learners permit 

Same as “New” Not required Not required 

5 Unit conducts training 
under a licensed 
operator 

Same as “New” Not required Not required 

6 Road skills and 
knowledge test given 
by licensing office 

Same as “New” Not required Not required 

7 License office issues 
OF 346 

Current OF 346 
annotated with new 
qualifications 

Same as “New” Same as “New” 

Notes: 
 
1. If the license is expired for more than 60 days, a new license must be applied for 
 

An operator may not operate a vehicle on an expired license.  The “60 day” allowance pertains 
only to receiving a renewal.  An expired license is never valid. 

 

2. MCTFS (Marine Corps Total Force System) documents the current qualifications of vehicle 
operators. 
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Managing License Information 

 

Scenario You work at Camp Pendleton and have just been informed by the Motor 
Transport Chief that in two days the unit will be conducting short notice 
operations in Okinawa.  You are given a list of vehicle types that will be 
going and are asked which operators can drive which vehicle type.  How long 
will it take you to deliver the answer?  It should be within 30 minutes if you 
have managed your license information properly. 

 

Identification The first and most difficult step in managing operator licenses is getting an 
accurate count of who has a license in your unit.  The most efficient way to 
do this is by acquiring a current personnel roster and going face-to-face with 
every person and inspecting their license.  Do not just ask them if they have a 
license.  Look at each license, military, or civilian. 

 

Document Before you begin asking everyone for his or her licenses, you must have an 
organized system prepared to document everyone’s qualifications.  There are 
no official forms to document operator’s qualifications or what information 
should be kept; however, the following steps are guidelines provided for your 
assistance. 

 

Step Action 
1 Acquire the current personnel roster for entire unit. 
2 Visually inspect each individual’s documents including 

• Military license 
• DIC Card (if required) 
• Medical card (if required) 
• Civilian license 

3 Ensure all information is legible on each document. 

4 Annotate on your roster the following elements listed on the 
license 

• What the operator is qualified to operate (list each vehicle) 
• When the license expires 
• Restrictions or limitations listed on the license 
• Medical card requirements 
• Special vehicle or mission qualifications such as hazardous 

materials (HazMat), explosives, SOFA stamp, etc. 

Also, from step 2 above, annotate which operators have illegible 
licenses that need to be replaced. 

Continued on next page 
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Managing License Information, Continued 

 
Periodic 
Review 

Once you have collected all the license information, you must manage the 
licenses as a commodity, just like fuel and oil.  This is done through periodic 
review of the current licenses and any new-join Marines’ licenses.  Without a 
license, operators become extremely limited in their ability to complete the 
mission, just like a vehicle without fuel.  The following guidelines are 
provided to help you track your unit’s vehicle operators. 

 
When Action 

As required Join new Marines 

• Physically review and document their license information 
during check-in. 

• Conduct an update inventory 
• Submit for a new license or upgrades as required. 
Produce license report 

• Review, update, and deliver to motor transport chief 
• Submit for renewals 30 days before expiration date or per 

unit SOP. 

Monthly 

Plan for upcoming operations 

• Determine if renewals or upgrades are required. 
• Begin paperwork 60 days in advance of operation (if time 

allows). 
Quarterly Review individual licenses 

• Review for serviceability. 
• Submit for duplicate license as required. 

 
SOP Ensure your desktop procedures and unit SOP reflect the license management 

process and procedures.  TM 11240-15/3_ and TM 4700-15/1_ provide the 
specifics for licensing. 

 



MCI Course 3503A 1-21 Study Unit 1, Lesson 3 

Submitting License Applications 

 
Overview Each unit has its own process for licensing.  The process largely depends on 

the degree of licensing authorized at the particular unit. 
 

Example: A division may have a licensing office that issues all new 
licenses in conjunction with a division motor vehicle incidental 
operator course.  A battalion within that division may be given 
the authority (in writing) by division to issue duplicate licenses 
only for unserviceable or lost licenses. 

 
Paperwork 
Initiation 

Once identified as requiring a license, a Marine will go to the unit 
representative who will initiate the necessary forms, such as the NAVMC 
10964, Application for a Government Vehicle Operator’s Permit. 

The unit representative will also schedule the physical screening for the 
Marine to be licensed.  The unit representative will then have the Marine 
complete form NAVMC 10969, Physical Examination for Motor Vehicle 
Operators, used to document operator’s medical screening. 

After passing the medical screening, the Marine will take the paperwork 
initiated from the unit representative and the completed medical screening to 
the licensing office. 

 
Licensing 
Office 

The licensing office will complete the necessary paperwork and issue a permit 
to the operator.  The operator receives training from one of the following: 
 
• The unit 
• The licensing office 
 

Note: All incidental motor vehicle operators’ training will be conducted 
in accordance with and using the lesson plans and training 
program developed at Motor Transport School, Ft Leonard Wood, 
Missouri.  The only exceptions are for non-typical vehicles for 
which training is not given at Ft Leonard Wood, such as M198 
artillery piece towing. 

 Continued on next page 
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Submitting License Applications, Continued 

 
Records Update Upon issuance of any new or upgraded license, the operator should return to 

the license management NCO.  The license management NCO should verify 
and inspect the license to ensure it was completed properly.  He or she will 
also update the unit’s license management records as required to reflect the 
changes. 

 
Lesson 
Summary 

In this lesson, you learned how to manage your unit’s motor vehicle licenses. 

In the next lesson, you will learn how to manage your unit’s motor transport 
publications. 
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LESSON 4 

PUBLICATION MANAGEMENT 

Introduction 

 

Purpose The purpose of this lesson is to provide you with the principles to set up and 
manage a motor transport unit’s publications.  It will not teach the software 
for ordering publications but it will give you an understanding of how the 
software works within the system and your unit SOP to order the publications 
you require or desire. 

 

Content In this lesson, you will learn guidelines to assist you in setting up and 
maintaining a publications library. 

 

Learning 
Objectives 

At the end of this lesson, you should be able to 

• Identify the publication requirements for a motor transport unit. 
 

• Identify procedures for ordering publications. 
 

• Develop a publication control system. 
 

• Identify techniques for controlling publications. 

 

Reading 
Assignment 

There is no required reading for this lesson.  However, you will require 
information from the following references to complete this lesson  

References 
Local Unit Table of Equipment (T/E) 
Local Unit CMR 
SL 1-2 (via web access http://mcsd4.ala.usmc.mil/MCSD/SL/) 
SL 1-3 (via web access http://mcsd4.ala.usmc.mil/MCSD/SL/) 

 

In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 1-23 
Publication Requirements 1-24 
Publication Inventory 1-28 
Publication Ordering 1-29 
Publication Control 1-30 

 



MCI Course 3503A 1-24 Study Unit 1, Lesson 4 

Publication Requirements 

 
Scenario You have just checked into a motor pool where there had been an entire 

turnover of personnel.  The only Marine left will be leaving in two days and is 
not available because he is checking out.  You have been assigned to get the 
publications (pubs) in order.  Everything is in a state of disarray with nothing 
organized and no one knowing where the pubs are or how many you rate.  
What do you do to get the publications in this motor pool straightened out so 
that the mission can be accomplished? 

 
Table of 
Equipment 

Nearly all publications within a motor transport unit are associated with 
vehicles.  One of the first things that must be done when organizing and 
evaluating publications in a motor transport unit is to identify what type 
vehicles are assigned to the unit.  This is listed on the unit Table of 
Equipment (T/E). 

The purpose of T/E is to identify what equipment the unit is required to have 
to perform their mission.  The quantities listed are the maximum the unit is 
allowed to own. 

Sample of unit Table of Equipment 

 
Organization Number TAM 

Control 
No. Nomenclature 

Unit of 
Issue 

1013 
(H&S) 

1037 
( A Co) 

1038 
(B Co) 

1086 
(C Co) 

D0187 Truck, Utility: 1 
¼ ton M1097 

EA 3 7 7 3 

D0198 Truck, Cargo:  7 
ton, MK23 

EA 1 3 3 6 

 
 

Sample interpretation: 

• “H&S” Company rates three HMMWVs (High Mobility Multi Wheeled 
Vehicle) and one MK23.  

• “A” Company rates seven HMMWVs and three MK23s. 

For additional information on T/E review, reference MCO 5311.1. 

Continued on next page 
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Publication Requirements, Continued 

 
Consolidated 
Memorandum 
of Receipt 

The next document to check is the Consolidated Memorandum of Receipt 
(CMR). While the T/E designates what the unit rates, the CMR identifies 
what the unit actually has on hand and is responsible for. 

 
Consolidated Memorandum of Receipt 

Acct No TAM No ID No NOMEN ALLOTED 
QTY 

O/H 
QTY 

6 D0187 08087 M1097 3 2 
(556017, 599100) 

6 D0198 10629A MK23 1 1 
(980132) 

7 D0187 08087 M1097 7 6 
(556912, 999100, 876123, 234519, 345921, 905543) 

7 D0198 10629A MK23 3 3 
(980433, 909129, 395412) 

 
 Sample interpretation: 

• H&S Company (Acct 6) rates three HMMWVs but only has two on hand 
and it rates one MK23 and has one on hand. 

• The numbers listed (556017, 599100 and 980132) are the vehicle numbers 
of the vehicles the company has on hand. 

 
Associated 
Equipment and 
Publications 

If a unit rates a specific vehicle, it also rates all the additional equipment and 
publications that are associated with the vehicle.  However, the unit can only 
maintain the associated equipment for the items it actually has on hand.  
These publications are found in the SL 1-2 and SL 1-3 that is discussed later 
in this lesson. 

 
Vehicles On 
Hand 
Information 

Once the T/E and CMR have been reviewed, make a list of the vehicles the 
unit has on hand.  Ensure the following items are annotated for each vehicle 
type: 

• TAM No.– This is the table of authorized materials number used by 
supply. 

• Nomen – This is the nomenclature of the vehicle. 
• ID No. – This is the item designator number used by supply. 
• Equip Qty – This is how many of each vehicle type the unit has on hand. 

Continued on next page 
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Publication Requirements, Continued 

 
SL 1-2  &  
SL 1-3 

There are two stock list (SL) documents that will tell you every publication 
and manual you are required to have for your vehicles. 

• SL 1-2 is the Index of Authorized Publications for Equipment.  This SL is 
the listing of supply and maintenance publications required to support 
equipment within the Marine Corps. 

• SL 1-3 is the Index of Publications Authorized and Stocked by the Marine 
Corps.  This SL lists all types of publications authorized for use by the 
Marine Corps 

Marine Corps Logistics Base (MCLB), Albany, Georgia, maintains and 
publishes the updated SL 1-2 & SL 1-3 quarterly. 

 
Access to  
SL 1-2 & 1-3 

The two methods to access the information on the SL 1-2 and 1-3 include the 

• Unit supply system using paper copies of the stock lists. 

• Web Site.  The web site address for the MCLB Albany, GA is 

http://mcsd4.ala.usmc.mil/MCSD/SL/.  The web site contains very detailed 
information on how to use its menus. 

The web site search is the recommended method and it will provide you with 
a detailed list of the most up-to-date required vehicle publications.  Annotate 
only the publication control number (PCN) for only the operational 
publications listed for your vehicle.  It will list every item (even the 
maintenance manuals you do not rate).  Speak with your Motor Transport 
Chief (MTC) or maintenance management officer for assistance. 

 
Gather Unit 
Operation 
Information 

The next stage is reviewing the unit’s general operation information.  Speak 
with the MTC and find out what are the immediate and future operational 
plans for the unit.  These will generally be consistent with the unit’s mission 
as listed in the table of organization.  
 
From the operational plans, a list of additional related publications should be 
made.  The MTC should provide assistance in determining what additional 
TMs, FMs, and publications are desired. 
 
Example: If your unit conducts a lot of desert missions, the FM on desert 

operations should be included. 

 Continued on next page 
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Publication Requirements, Continued 

 
Determine 
Required Skills 

The next stage is to identify what skills the personnel assigned to the motor 
pool require.  The individual training standards (ITSs) break down what each 
MOS at each rank is required to perform and what references are required to 
meet the standard.  Identify and annotate any publications that are required to 
help the Marines maintain proficiency in both their primary and secondary (if 
assigned) MOSs.  Refer to MCO 1510.68_ for the current ITS standards for 
motor transport. 

 
Command 
Directed 
Requirements 

Once you have what the orders and regulations require you to maintain, you 
need to get publications your chain of command deems necessary and 
appropriate to keep and maintain.  Ask your motor transport chief for 
guidance.  The MTC’s guidance will be based on his or her experience in the 
Marine Corps and with the operations the unit executes.  Publication 
examples include desired field manuals (FMs) on land navigation, desert and 
cold weather operations, etc. 

 
List of 
Publication 
Requirements 

At this point, you should have a list of publications the motor pool needs to 
perform its missions and keep the vehicles moving.  Ensure this list is 
included in the desktop turnover folder of the publications NCO for future 
reference.  Refer to local SOP and the references listed previously for further 
guidance on publication requirements. 

This list will be used in the inventory process discussed next. 
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Publication Inventory 

 
Inventory 
Types 

There are two types of inventories. 

• Wall-to-wall inventory – used as the initial inventory when conducting a 
turnover or setting up a publications library. 

• Update inventory – conducted quarterly on an established library to ensure 
all new changes are received. 

 
Wall-To-Wall 
Inventory 

This type of inventory is exactly what it sounds like.  You will verify and 
annotate details about the publications you maintain in the library.  This is a 
lengthy process.  Regardless of what publications you should have on hand, 
during the wall-to-wall inventory, the focus should be on the following: 

• What publications do you have on hand? 
• How many of each publication do you have? 
• Where is each located? 
• What condition it is in? 
• What changes, if any, have been inserted in each publication? 

 
Update 
Inventory 

This type of inventory should be used only after you have established a 
publication library. On a quarterly basis, every 3 months, the references 
NAVMC 2761 and SL 1-2 & SL 1-3 are published.  These documents list all 
the information on publications including new publications released, changes 
to current publications, deleted publications, as well as technical and 
modification instructions for vehicles.  With the list of your required and on-
hand publications, review the references to determine if additions, changes or 
deletions have been made to your publications or to your vehicles. 

 
Inventory 
Outcome 

The inventory outcome should include the following information: 

• Publication title 
• Publication Control Number (PCN) 
• Publication date 
• Quantities on hand.  Of the quantities on hand, identify the following: 

• Most recent change, if any, noted by change number and date 
• Damaged pages or sections requiring replacement 

• Quantities allowed/required – per NAVMC 2761 and SL 1-2/1-3 
• Publication location 
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Publication Ordering 

 
Determine 
Publication 
Shortages 

Once you have the list of required and desired publications and an inventory 
of what you actually have on hand and what is current/serviceable, make a list 
of the publications you need to order.  Refer to the unit SOP for the specific 
publication information required to order publications, such as PCN, short 
title, etc. 

 
Publications On 
Order 

Compare your “need to order” list with the “pubs on order” list, available per 
your unit SOP.  Ensure your pubs have not already been ordered.  Your 
higher headquarters publications representative will be able to provide you a 
list of publications ordered but not received, per unit SOP. 

 
Submit Request Per your unit SOP, submit your publications request up the chain of 

command.  Generally, sections/platoons submit their requests to the company 
level where the company consolidates and submits to the battalion.  The 
maintenance management officer and adjutant determine publications 
guidelines for the unit. 

 
Current 
Software 

Publications Library Management System (PLMS) is the software program 
currently used to manage and order publications.  This system is normally 
used at the company/battalion level and higher for ordering and receiving 
publications.  This course does not teach you how to use PLMS.  Instead, it 
identifies the purpose of PLMS to aid you in managing your publications.  
Considering the speed at which technology advances, always refer to your 
local unit SOP and the current software user guide before ordering 
publications.  Additionally, the publication ordering process should be 
outlined within the desktop procedures of the appropriate billet (Publications 
NCO). 
 
PLMS and most current software provides you a printout of what the unit has 
ordered in the past and should have on hand currently.  Again, refer to unit 
SOP and review MCO 4790.2_ for further assistance. 

 
Receiving 
Publications 

Per unit SOP, when the higher unit receives the requested publications, they 
will be turned over to the appropriate units and sections.  Ensure you have a 
receipt acknowledgment process to ensure that publications end up with the 
correct section.  Many sections use the same publications and publications 
often go astray. 
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Publication Control 

 
Local SOP Local unit SOP drives most publication (pubs) control practices.  Review the 

local SOP before developing or implementing any control program. 

 
Security of 
Publications 

Every unit secures their pubs differently.  Here are some guidelines to use 
when determining how to secure your library. 

• How often are the pubs issued?  If they are used every day, you do not 
want to have to enter Ft Knox every time you want to use a TM-10. 

• What are the weather conditions the pubs will be exposed to?  Ensure the 
pubs are protected from water, fire, wind and motor pool grime. 

• What is the potential threat of having pubs stolen, and how much will that 
hinder the unit if they are gone?  In today’s environment, the rear area is at 
higher risk area than in the past. 

 
Check Out/In 
Procedures 

One of the most important procedures is how Marines check out and return 
publications.  Positive control must be maintained but it does not mean you 
tie a long rope to each publication.  It does mean that you know who is 
responsible for the pub once it leaves its storage area.  This can be done in 
several ways as listed below: 

• Paper sheets in a 3-ring binder – more for daily use of pubs.  This type of 
log identifies who in the unit is using the pub.  Users sign their name and 
the time out and again in when it is returned. 

• Locator sheet – placed in the pubs storage location while it is in use.  Users 
print and sign their name, unit and phone number on it.  This is often 
effective for weeklong use; checked out on Monday, returned on Friday. 

• ECR Cards – equipment custody receipt cards are more often used for 
longer-term issue.  They are used for sub-units borrowing equipment 
related publications for use during operations but not for daily use. 

Do Not take items to hold such as ID cards, dog tags, etc.  Marines are 
required to keep their ID cards and dog tags with them at all times.  Just 
ensure you can positively identify who should have the pub. 

Continued on next page 
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Publication Control, Continued 

 
Lesson 
Summary 

In this lesson, you learned how to determine the publications you need and 
how to inventory them as well as how to keep them secure while letting your 
Marines have easy access to them for use.  
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LESSON 5 

VEHICLE PM FOLDER 

Introduction 

 
Introduction There are two sections within motor transport, operations and maintenance, 

that work hand-in-hand to ensure the unit has motor vehicle assets to 
accomplish its mission.  Each section has to maintain certain paperwork to 
track the work done to the vehicles.  While neither section produces the same 
paperwork, each has a similar process to file the paperwork.  The 
maintenance section routinely maintains the 696D, Motor Vehicle Equipment 
Record Folder, which is the official record folder.  However, the operations 
section often maintains a “PM Folder” which holds the paperwork generated 
by operations, such as PM sheets and BII inventory sheets. 

 
Content In this lesson, you will learn how to develop and maintain a vehicle PM 

folder for use by MT operations personnel including the operator and key MT 
billet holders. 

 
Learning 
Objectives 

At the end of this lesson, you should be able to develop a vehicle preventative 
maintenance (PM) folder. 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 1-33 
PM Folder Development 1-34 
PM Folder Responsibility 1-36 
Study Unit 1 Exercise 1-39 
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PM Folder Development 

 
Official 
Requirements 

Per TM 4700-15/1_, there is only one official vehicle record folder--the 
NAVMC 696D, Motor Vehicle and Engineer Equipment Record Folder.  Its 
purpose is to maintain a historical record of the equipment’s ownership and 
maintenance.  This folder is normally maintained at the unit’s maintenance 
section. 

 
PM Folder The operations section commonly maintains a folder to hold required 

operational paperwork related to the equipment.  Often, the SOP does not 
dictate how to maintain the paperwork, only that it must be kept.  The 
operations chief is the primary person responsible for maintaining the PM 
Folder.  This lesson provides guidelines to assist in the organization of the 
required paperwork in a vehicle folder.  The paperwork discussed is normally 
not maintained in the 696D, but kept in the motor pool by the operations 
personnel. 

 
Required 
Paperwork 

The first step in developing a record keeping system for the vehicle is to 
determine what paperwork is required by orders, regulations, and unit SOPs. 

Common required operations paperwork for vehicles include the following: 

• Monthly inventory checklists for basic issue items (often called SL-3 gear) 
• First echelon PMCS sheets 
• Second echelon corrective maintenance Equipment Repair Order (ERO)  

“yellow copies” 

Local SOP may require other paperwork but these are the most common to 
nearly all motor transport units. 

 
Folders The type of folder you use is based on several elements: 

• Your needs 
• Products available in your area 
• Local SOP requirements 

Continued on next page 
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PM Folder Development, Continued 

 
Three Part 
Folder Style 

Here are two examples of folders and how they are set up for use. 
 

Three Part Folder Style 
 

 
 

The Basic Issue Items (BII) is commonly referred to as “SL-3” gear and 
includes items such as wrenches, tire jack, etc. 
 
One folder for each vehicle. 

 
Two Part 
Folder Style 
 

Two Part Folder Style 
 

 
 
 Vehicle Folder Additional 
 1 per vehicle Folder 
 
One folder for each vehicle and an additional folder to hold all ERO yellow 
copies and authorization letters. 
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PM Folder Responsibility 

 
Folder Storage Where and how the folders are stored depends on some of the following 

factors: 

• Facilities available – Do you have a file cabinet, mount out box, etc? 
• Frequency of access required – Will the folders be used daily, weekly, 

monthly, etc? 
• Personnel access to the folders – Will only the line NCO and MIMMs 

NCO access the folders or will the operators access them? 
• Operation tempo – Does the unit deploy often enough to justify keeping 

them in their traveling box? 

 
Folder Updates You have to determine who will update the information within the folders.  

Some questions to ask yourself to determine this include the following: 

• Is each vehicle assigned to a specific operator? 
• How important is it for the operator to know what the folder has in it? 
• What information needs to be updated and how often? 
• What security is in place to ensure accountability of all the folders? 
• How often are they accounted for? 

 
Sample System Here is a sample system for you to consider.  I used the following three 

determinations to make this sample three-part folder system. 

• Operators must conduct a monthly inventory on the BII and AIA items and 
will file the paperwork in the folder themselves. 

• Operators will conduct PMCS per TM-10 requirements and will file the 
paperwork in the folder themselves. 

• Operators must know if their vehicle is in the shop for corrective 
maintenance (CM), the date it was inducted, and what it was inducted for. 

 Continued on next page 
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PM Folder Responsibility, Continued 

 
Sample System, 
continued 

 

 
Individual Action 

Operator 
(Each operator is 
assigned to a 
vehicle) 

• Receives the three-part vehicle PM folder, conducts PMCS 
and inserts completed PMCS sheet in the folder.  Removes 
old sheets not required. 

• Conducts any necessary inventories and annotates the 
inventory checklist according to unit SOP. 

• If required for CM, places ERO yellow copy, received 
from SOP designated individual, in the folder. 

MIMMs NCO • Notifies unit SOP designated personnel (normally the line 
NCO) of vehicle’s return from shop when necessary. 

• Reconciles weekly maintenance records using the Daily 
Process Report (DPR) and the ERO yellow copies in each 
vehicle folder. 

Line NCO • Verifies that each vehicle’s PMCS is completed and 
paperwork is filed correctly the same day. 

• Notifies maintenance personnel of required CM on 
vehicle.  Gives ERO yellow copy, if initiated, to operator 
for insertion into vehicle’s PM folder. 

• Retrieves vehicles leaving maintenance cycle with the 
ERO yellow copy from vehicle PM folder. 

Tool Room 
NCO 

• Reviews vehicle BII inventory sheets in PM folder for 
completion and accuracy. 

• Places paperwork in vehicle folder identifying status of 
item replacement for broken or missing items, per unit 
SOP. 

 
 As you can see, the operator knows everything he or she can about the 

vehicle.  The MIMMs, Line, and Tool Room NCOs also review the PM folder 
to verify the required paperwork is completed and accurate during the course 
of their duties.  This provides a system with checks and balances to help 
ensure little things do not fall through the cracks without overloading any one 
person. 

Continued on next page 
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PM Folder Responsibility, Continued 

 
Lesson 
Summary 

In this lesson, you learned the steps to develop and maintain vehicle PM 
folders and who is responsible for their maintenance. 
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Study Unit 1 Exercise 

 
Directions for 
Item 1 through 
Item 20 

To answer these items, the student must have the following: 

• Example trip tickets provided in the MCI 
• Example master log provided in the MCI 
• Current edition of TM 4700-15/1_ 
• Unit Motor Transport SOP 

Read each item and answer it accordingly.  Where designated, your MT 
SNCOIC will be the evaluator of your responses.  Use additional paper if 
necessary to write your answers if necessary. 

 
Item 1 What technical manual provides the procedures for completing the Trip 

Ticket, Master Log, and Motor Vehicle Accident Form? 
 __________________________________________________________ 
 
 __________________________________________________________ 
 

  
Item 2 Per the reference, what errors, if any, are there on trip tickets number 1 and 

number 2 provided?  Write out your responses below. 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 

Continued on next page 
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Study Unit 1 Exercise, Continued 

 
Trip ticket one front side 
 

 

Continued on next page 
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Study Unit 1 Exercise, Continued 

 
Trip ticket one back side 
 

 

Continued on next page 
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Study Unit 1 Exercise, Continued 

 
Trip ticket two front side 
 

 

Continued on next page 
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Study Unit 1 Exercise, Continued 

 
Trip ticket two back side 
 

 

Continued on next page 
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Study Unit 1 Exercise, Continued 

 
Item 3 Per TM 4700-15/1_ and using the trip tickets and master log provided, what 

errors, if any, are there on the master log?  Write out your responses below. 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 

Continued on next page 
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Study Unit 1 Exercise, Continued 

 

 

Continued on next page 
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Study Unit 1 Exercise, Continued 

 
Item 4 Through 
Item 6 

Matching. Who is responsible for completing the SF-91? In the space 
provided, place the letter of the responsibility in column 2 with the personnel 
in column 1. 
 

 Column 1 
 
Personnel 
 
___ 4. Operator 
___ 5. Operator’s Supervisor 
___ 6. Investigating Officer 

Column 2 
 
Responsibility 
 
a. Completes designated portions 

and forwards to investigating 
officer 

b. Initiates SF-91 
c. Completes designated portions 

per Manual of Judge Advocate 
General (JAG) 

  
Item 7 Calculating the NAVMC 10031 totals of miles driven, cargo, and hours 

driven for mileage reports is directed by the 

a. Unit SOP. 
b. TM 4700-15/1_. 
c. NAVMC 11240-15/3_. 
d. TM 9-2320-272-10. 

 
Item 8 What are two common credentials required to operate tactical vehicles? 

 
 __________________________________________________________ 
 
 __________________________________________________________ 
 

Continued on next page 
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Study Unit 1 Exercise, Continued 

  
Item 9 Through 
Item 12 

Matching. What is the minimum retention period for Motor Transport 
Dispatch forms? In the space provided, place the letter of the minimum 
retention time in column 2 with the form in column 1. 
 

 Column 1 
 
Form 
 
___ 9. Trip Ticket 
___ 10. Mater Log 
___ 11. SF-91 
___ 12. Miscellaneous forms 

Column 2 
 
Minimum Retention Time 
 
a. Directed by unit SOP 
b. One year 
c. Directed by JAG manual 
d. 30 days 

 
Item 13 Which steps, in order, are taken to upgrade an operator’s license? 

 
1. ________________________________________________________ 
 
2. ________________________________________________________ 
 
3. ________________________________________________________ 
 
4. ________________________________________________________ 
 
5. ________________________________________________________ 
 
6. ________________________________________________________ 

 
Item 14 List the steps in developing and documenting your unit’s motor vehicle 

license program. 
 
1. ________________________________________________________ 
 
2. ________________________________________________________ 
 
3. ________________________________________________________ 
 
4. ________________________________________________________ 

Continued on next page 
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Study Unit 1 Exercise, Continued 

 
Item 15 Given your local unit T/E, and CMR, make a list of the required publications 

for your unit’s vehicles and make a list of the references from which you 
obtained this information.  Use additional sheets of paper as necessary. 

 
Item 16 The result of a publication inventory should result in what information about 

each publication? 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 

 
Item 17 Write the steps to order a new technical manual for one of your unit’s 

vehicles (use additional paper as necessary). 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 

Continued on next page 



MCI Course 3503A 1-49 Study Unit 1 Exercise 

Study Unit 1 Exercise, Continued 

 
Item 18 Develop a publication control system that ensures the following: 

• Positive control is maintained allowing the location of each publication to 
be readily identified at any given time. 

• Publications are protected from the weather while they are in storage. 

• Marines have relatively easy and quick access to the publications while 
positive control of all publications is maintained as well. 

• No unauthorized personnel may have access to the publications while they 
are in storage. 

Once you are finished, submit your answer to your MT SNCOIC for 
evaluation. 

 
Item 19 What is the most important publication control procedure? 

 
 __________________________________________________________ 
 
 __________________________________________________________ 

  
Item 20 Using the guidelines provided in the lesson, develop a two-fold and a three-

fold sample of a vehicle PM folder for your unit. 

Continued on next page 
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Study Unit 1 Exercise, Continued 

 

Solutions The table below lists the answers to the study unit items.  If you have any 
questions about these items, refer to the reference page. 

 

Item 
Number Answer Reference 

1 TM 4700 - 15/1 1-3 
2 • Ticket #1 – No fuel was added but the operator drove 

the vehicle in excess of 120 miles.  The vehicle should 
have been filled with some fuel. 

• Ticket #1 – The release signature is on the wrong line.  
It should have been one line down. 

• Ticket #1 – The steering box in the “during operations 
checks” was marked “S” but there is a steering problem 
noted on the back of the form.  Therefore, the box 
should have been marked with an “X.” 

• Ticket #2 – The driver drove an extra 98 miles 
returning to the post.  The driver could have mis-
entered the number or he/she could have used the 
vehicle beyond its authorized boundaries. 

• Ticket #2 – Marks in the before, during, and after ops 
checks are incorrect.  They should be “S,” not check 
marks. 

• Ticket #2 – The operator signed the wrong box on the 
back.  He or she should have signed as the 1st operator. 

1-4 

3 • Entry #1 – The hours the vehicle was driven was 
entered in the miles traveled block.  The entry should 
have been 120 miles. 

• Entry #2 – The vehicle was entered in the wrong order 
of being dispatched.  Vehicle # 700500 should be trip 
number 3. 

• Entry #2 – The USMC number was transposed on the 
master log (should be 700123). 

• Entry #3 – There was a mileage entry in the miles 
traveled block.  Since this vehicle had not returned to 
the motor pool, the dispatcher could not know the miles 
traveled. 

1-5 

Continued on next page 
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Study Unit 1 Exercise, Continued 

 
Solutions, 
continued 

 

 
Item 

Number Answer Reference 
4 b 1-6 
5 a 1-6 
6 c 1-6 
7 a 1-12 
8 OF-346, Operator Permit 

Medical Certificate 
1-9 

9 d 1-13 
10 b 1-13 
11 c 1-13 
12 a 1-13 
13 1. Operator receives medical screening and OF 345 

(if for a special purpose vehicle). 
2. Unit submits NAVMC 10964. 
3. Operator receives learners permit. 
4. Unit conducts training w/licensed operator. 
5. Road skills and knowledge test given by licensing 

office. 
6. Current OF 346 with new qualifications is 

annotated. 

1-18 

14 1. Acquire current personnel roster for entire unit. 
2. Look at each individual’s licenses, military and/or 

civilian vehicle. 
3. Ensure all information is legible. 
4. Annotate all pertinent information listed on the 

license. 

1-19 

Continued on next page 
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Study Unit 1 Exercise, Continued 

 
Solutions, 
continued 

 

 
Item 

Number Answer Reference 
15 This list will vary depending on the unit the student is 

assigned to.  The local MT SNCOIC will verify the 
accuracy of the list using the local T/E and CMR. 

1-24 

16 The answer should include, at a minimum, the 
following: 

• Publication title 
• Publication control number (PCN) 
• Publication date 
• Quantities on hand.  Of the quantities on hand, 

identify the following: 

• Most recent change, if any.  List by change 
number and date. 

• Damaged pages or sections requiring 
replacement. 

• Quantities allowed/required – per NAVMC 2761 
and SL 1-2/1-3 

• Publication location 

1-28 

17 The steps will vary depending on the unit the student 
is assigned to.  The local MT SNCOIC will verify the 
accuracy of the list using the unit’s SOP. 

1-29 

18 The steps will vary depending on the unit the student 
is assigned to.  The local MT SNCOIC will verify the 
system effectiveness according to the guidelines 
provided earlier. 

1-30 

Continued on next page 
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Study Unit 1 Exercise, Continued 

 
Solutions, 
continued 

 

 
Item 

Number Answer Reference 
19 Publication check out/in procedures 1-30 
20 The folder type and layout will vary depending on the 

unit the student is assigned to.  The local MT 
SNCOIC will verify the effectiveness of the folders 
using the unit’s SOP and the guidelines below as 
grading criteria. 

• Are the folders organized in an easy to read 
manner? 

• Do the folders have locations for the following 
items: 

• Monthly inventory checklists for basic issue 
items (often called SL-3 gear) 

• First echelon PMCS sheets 

• Second echelon corrective maintenance 
Equipment Repair Order (ERO) “yellow 
copies” 

• Vehicle Number 

1-34 and 
1-35 

 
Study Unit 
Summary 

In this study unit, you learned how to audit motor transport forms and 
records, how to dispatch vehicles, how to manage operators licenses and 
vehicle publications, as well as how to develop and use vehicle PM folders. 

 
Wrap Up In the next study unit, you will learn how to organize and supervise a group 

PMCS program (what are commonly called “motor stables”) and learn the 
guidelines for preparing and handling hazardous material commonly 
associated with motor transport vehicles. 
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STUDY UNIT 2 

FIRST ECHELON MAINTENANCE 

Overview 

 
Introduction Leadership is both an art and a science and leadership in motor transport is no 

different.  Following the technical manuals completes first echelon 
maintenance.  That is the science part of it.  This study unit will aid you in the 
“art” of first echelon leadership to ensure the maintenance is planned, 
supervised, and inspected.  Within these pages you will find principles and 
guidelines for first echelon maintenance while adjusting for the specifics 
required by your unit or location. 

 
Scope This study unit will cover how to organize and supervise a group PMCS 

program (commonly called “motor stables”) and the guidelines for preparing 
and handling hazardous material commonly associated with motor transport 
vehicles. 

 
Reading 
Assignments 

This study unit has reading assignments that are listed as references.  
Whenever a lesson has a reading assignment, make sure you read the entire 
assignment before you begin that lesson.  You will be permitted to use these 
references during the final examination so do not forget to bring them to the 
exam. 

 
In This Study 
Unit 

This study unit covers the following topics: 

 
Topic See Page 

PMCS Supervision 2-3 
Hazardous Material Management 2-13 

 



MCI Course 3503A 2-2 Study Unit 2 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(This page intentionally left blank.) 



MCI Course 3503A 2-3 Study Unit 2, Lesson 1 

LESSON 1 

PMCS SUPERVISION 
Introduction 

 
Scenario You have just been assigned to a motor pool of a brand new unit.  The MT 

chief is not scheduled to arrive for another three months.  You are the senior 
MT Marine on deck and have been tasked with setting up the first echelon 
PMCS (PM) program.  You must prepare the program for the vehicles that 
will arrive in two weeks.  The first thing that must be done after the 
maintenance section accepts the vehicles is assigning operators and getting 
the vehicles PM’d. 

 
Content In this lesson, you will learn how to organize and conduct group first echelon 

maintenance on motor vehicles.  Upon completion of this unit, you will have 
a checklist for preparing personnel and supplies to conduct motor stables. 
Furthermore, the principles and guidelines introduced in this unit can be used 
to verify if your unit’s PMCS program is effective and efficient. 

 
Learning 
Objectives 

At the end of this lesson, you will be able to 

• Determine the purpose of preventive maintenance checks and services 
(PMCS). 

 
• Identify steps in the inspection process. 
 
• Identify safety procedures for conducting PMCS. 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 2-3 
PMCS Training Verification 2-4 
PMCS Supplies Management 2-5 
Guiding PMCS 2-8 
PMCS Inspection 2-10 
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PMCS Training Verification 

 
Purpose of 
Training 

The purpose of PMCS training is to ensure safe and effective preventative 
maintenance is conducted.  Obviously, just “checking the block” is not 
effective PMCS, but all too often this is what happens when untrained 
personnel are sent to the motor pool to “PM” the section vehicle.  This results 
in more advanced maintenance problems that could and should have been 
prevented before they progressed. 

 
Confirmation 
of Training 

PMCS training is required training for every individual with a tactical vehicle 
license.  However, this skill is perishable and degrades over time if not used. 
Therefore, if you have not personally watched the Marines performing PMCS 
or inspected their work, you should ensure there is remedial or refresher 
training available and conducted before PMCS begins. 
 
All new operators reporting to a unit should be given additional supervision 
and guidance from an NCO experienced in that unit until their skills and 
knowledge are confirmed. 

 
Unlicensed 
Personnel 

No one who does not have a current OF-346, military license, should be 
allowed to perform PMCS until they receive specific PMCS training.  You 
obtain the PMCS training lessons from Motor Transport School, Ft Leonard 
Wood.  There are still elements of a PMCS that only the Marine authorized to 
operate the vehicle may perform even if other Marines have received PMCS 
training.  An unlicensed Marine is authorized to assist a licensed operator 
with a PMCS but should never, under any circumstance, be allowed to 
attempt PMCS alone without the supervision and assistance of an operator 
licensed for that specific vehicle. 
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PMCS Supplies Management 

 
Safety The first thing to consider when preparing for motor stables, or when 

conducting any PMCS, is safety.  Any time there are many personnel in close 
proximity to each other, the risks of injury are greatly increased.  Consider 
some of the causes of accidents. 

• Groups can get loud.  Someone might not hear all the instructions given. 
 
• Individuals may be focusing on the task at hand and not realize others are 

nearby.  An example of this might be opening a door to exit a vehicle as 
someone else is walking by causing that person to be hit in the head. 

 
• Moving a vehicle unaware of someone retrieving a tool that fell 

underneath it. 
 

To help reduce the risks inherent with PMCS, ensure that an operational 
risk assessment (ORA) has been completed.  ORAs will be covered in 
greater detail elsewhere in this MCI.  Furthermore, conduct a safety brief 
that covers all the basic safety procedures for performing PMCS.  Make 
sure that all hands are present at the brief before PMCS begins. 

 
Providing 
Fluids 

Once safety has been discussed, apply some of these practical tips to organize 
the safe, effective, and efficient preventative maintenance and fluid 
replacement and hazardous material management. 

• Mark all containers clearly with the type of fluid they contain. 
• Set out only enough fluids for the particular vehicles being worked on. 
• Make spill kit materials available to handle spills, per local HazMat SOP. 
• Consolidate fluids close to the vehicles, thereby reducing trips to POL 

area. 

Example of a consolidated fluid location for an organized PMCS: 

 

 
 
 

 

Continued on next page 

Trucks 

Maintenance 
Shop 

w/ HazMat 
Storage 

• Old Canvas (to work on to catch spills) 
• __ gal/qt. of each fluid: 

• Engine, tranny, brake, pwr steering, 
winch oils. 

• Distilled water, antifreeze 
Amount of each fluid depends on 
number of vehicles PMing 

• Several filler cans (1 and 2 quart) 
• Rags 
• Small spill kit (per unit SOP) 

Line 
NCO 

Line 
Mechanic 
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PMCS Supplies Management, Continued 

 
Fluid 
Dispensing  
Guidelines 

WARNING: Before dispensing any fluids, ensure you are in compliance 
with all local and federal requirements for handling, using, and 
disposing of hazardous materials, including Environmental 
Protection Agency (EPA) rules.  The result of failing to 
adhere to the laws can result in your commanding officer 
being contacted and held responsible for your actions even 
before you know you were caught.  In addition, large fines 
can be assessed to the unit and you will be charged under the 
UCMJ. 

 

Apply these guidelines to dispensing fluids during motor stables: 

• All fluid transfers from larger containers to filler cans are to be done on the 
canvas and supervised by the line NCO, mechanic, or designated person. 
This will minimize unnecessary trips to the HazMat storage area. 

 

• Verify in the vehicle TM-10 which fluid type and quantity is required for 
that vehicle before going to the consolidated fluid location.  This will 
avoid the unintentional mixing of fluids or the use of the wrong fluids. 

 

• Pick up any spills quickly using the spill kit materials, per unit SOP.  This 
includes spills that occur from filling the vehicle component during PM. 

 
Provide 
Paperwork 

Another step that must be completed before beginning motor stables is 
making sure that all personnel have the appropriate paperwork for 
documenting discrepancies noted during the PMCS.  If required, include 
“how to” instructions before starting to ensure easier understanding of PMCS 
notes when reviewed by maintenance. 

 
Provide Safety 
Equipment 

All PMCS safety equipment must be provided before work begins.  Examples 
include the following: 

• Safety goggles – used with wire brushing or looking under the vehicle for 
leaks 

• Breathing masks – used when removing rust 
• Coveralls – used to keep cammies clean (dirt washes out--oil does not) 
• Hearing protection – used when operating loud tools such as air tools 

This is not the only safety equipment available or required.  Additional safety 
items will be identified when conducting the operational risk assessment. 

Continued on next page 
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PMCS Supplies Management, Continued 

 
CARC Paint 
Precautions 

Note: Spot painting by operators with chemical agent resistant coating 
(CARC) paint is normally permitted under the following general 
conditions: 

• Painting is done in a well-ventilated area (outdoors). 
• Paint application does not involve air equipment (painting is done 

with a paint brush). 
• Small quantities are used for painting (less than a quart). 
• PPE is used (keep the paint off/out of your skin, eyes, and lungs).  

 
CAUTION: Refer to local HazMat and unit SOP and regulations 

before painting with CARC paint. 

 
Provide 
Cleaning Gear 

Upon completion of the PMCS, the Marines will need to remove from 
themselves the dirt and grime that come with PMCS.  Ensure that everyone 
knows where the cleaning area is and that cleaning products, such as pumice 
soap, clean rags or hand towels, and water are available.  It is very important 
to take care of the Marines after they have taken care of the vehicles. 

 
Additional 
Tools 

Have any additional tools that might be useful available before PMCS begins.  
Examples that may be useful but might not be in the vehicle’s inventory 
include, but are not limited to, the following: 

• Battery terminal tools – cleaner, puller, and spreader 
• Wrenches, 1/2 inch and 9/16 inch 
• Grease gun w/additional grease cartridges 
• Oiler cans – used for oil can maintenance 
• Clean rags 
• Window cleaner 
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Guiding PMCS 

 
PMCS Safety 
Brief 

Before conducting an organized PMCS, a safety brief should be conducted for 
all personnel participating.  The following guidelines constitute a minimum of 
what should be discussed. 

• Where the safety equipment is – eyewash, fire extinguishers, etc. 
• What safety equipment must be used – goggles, rubber gloves, etc. 
• What the immediate chain of command is in case of accident 
• Where the telephone is and phone numbers to call in case of emergency 
• Any local safety considerations for your given environment 

 
Directions to 
the Group 

After the safety brief and while everyone is still present, give an overview of 
what will take place during the PMCS.  Inform everyone who will be giving 
the instructions and give examples of how the instructions will be given. 

Commands could include the following: 

• When to begin, end, pause, and continue completing the assigned tasks 
• What to do if you need a supervisor, mechanic, or corpsman 
• Where to locate instructions within the TM-10 

Ensure all personnel are informed of where the key personnel (line NCO, 
mechanic, section supervisor, corpsman) will be located.  Additional key 
personnel should be identified according to your local SOP. 

Continued on next page 
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Guiding PMCS, Continued 

 
Tips The following tips are based on the course instructor’s experience with motor 

maintenance supervision.  They will help you as you grow into first echelon 
maintenance supervision. 

• Never allow untrained personnel to PM vehicles. 

• Ensure you have everyone’s attention and that they can hear your 
instructions. 

• Ensure everyone has the current copy of their vehicle’s TM-10 and that 
they are using it. 

• Minimize personnel leaving their vehicles for miscellaneous breaks--head 
calls, forgotten tools, food breaks, etc.  Give everyone ten-minute breaks to 
be taken at the same time.  These little breaks can cause motor stables to 
stretch out for the entire day. 

• Annotate any maintenance trends for your type of vehicles and bring them 
to the attention of the operators. 

Examples: In hot climates, this can include low fluid levels in both the 
batteries and coolant tanks. 

In cold climates, this can include hard-to-remove bolts and 
items due to lower/freezing temperatures causing them to 
break. 
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PMCS Inspection 

 
Review PMCS 
History 

The first step in the inspection process is to review the vehicle’s PMCS 
history.  This means to simply look at the previous PMCS sheets in the 
vehicle’s PM folder.  Look for the following items: 

• Second echelon (organizational) maintenance problems that remain 
uncorrected 

 
• Repeatedly defective items (equipment defects that were previously 

corrected but have surfaced again.) 
 
Refer these problems up the chain of command per unit SOP. 

 
Physical 
Inspection of 
Vehicle 

The next step is to physically inspect the vehicle.  With the vehicle PM folder 
in hand, use the following guidelines: 

• Review the PMCS sheet just completed for any defects noted.  Verify that 
they are beyond the scope of first echelon to correct.  Refer to the TM-10 
and unit SOP for details of first echelon responsibilities. 

• Visually verify that the defect indeed is as stated by the operator.  There 
are gray areas within the TM-10 instructions; for example, a “third class 
leak” is defined as “leakage of fluid great enough to form drops that fall 
from the item being checked/inspected.”  If a wet spot has formed on the 
ground beneath the drip, does it qualify as a third class leak or do you have 
to see liquid actually fall for a leak to qualify as “third class”?  This 
situation generally qualifies as a third class leak but use your best 
judgment. 

• Review other areas of the PMCS.  Look for anything that should have been 
corrected by the operator or noted on the PMCS sheet.  Your level of detail 
in inspecting will be determined by the operator’s demonstrated 
proficiency and the amount of missed discrepancies you have discovered 
during previous inspections.  The guideline is “trust, but verify.” 

Continued on next page 
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PMCS Inspection, Continued 

 
Corrective 
Maintenance 
Requirements 

If there is corrective maintenance (CM) required, refer to local SOP to begin 
the correction process.  If no CM is required and once all first echelon 
maintenance defects are corrected, file the PMCS in the vehicle’s PM folder. 

 
Inspection of 
Basic Issue 
Items 

Do not forget to inspect the vehicle’s basic issue items (BII). Look for both 
accountability and serviceability. 

Note: For load-bearing items such as jacks, ensure the item was put under 
the load it was designed for.  All too often, jacks are raised and 
lowered but without a load.  Then, in the field, the jack will not lift 
anything! 

 
PMCS Process 
Overview 

As a review, here is an overview of the stages of PMCS operations for 
conducting motor stables. 

 
Stage Description 

1 Identify vehicles requiring PMCS. 
2 Stage PMCS supplies, tools and safety gear. 
3 Assess personnel for qualifications to PM vehicles. 
4 Conduct a brief on safety and PMCS procedures. 
5 Supervise and direct PMCS. 
6 Inspect vehicles and PMCS paperwork. 
7 Induct vehicles into higher echelon maintenance as necessary. 

 
 Remember, there are stages to conducting motor stables and they must go in 

order, with possibly stages 1, 2, and 3 done simultaneously.  How things are 
done in each stage is where you have freedom to make adjustments based on 
your unit SOP and any restrictions present. 

 
Lesson 
Summary 

In this lesson, you learned how to prepare and guide an organized PMCS and 
how to inspect vehicles after PMCS. 
 
In the next lesson, you will learn how to manage the hazardous material that 
is commonly used within a motor pool. 
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LESSON 2 

HAZARDOUS MATERIAL MANAGEMENT 

Introduction 

 
Overview While this study unit will not make anyone the “duty expert” on hazardous 

material (HazMat), it will provide guidelines and considerations that must be 
taken into account by the small unit leader.  As an NCO within motor 
transport, you are the first line of leadership to ensure proper handling and 
disposal of HazMat used around motor vehicles. 

 
Content In this lesson, you will learn how to manage hazardous material that are 

commonly used within a motor pool. 

 
Learning 
Objectives 

At the end of this lesson, you will be able to 
 
• Identify hazardous material safety equipment. 
 
• Identify hazardous material used in vehicle operations. 
 
• Identify Material Safety Data Sheets (MSDS). 
 
• Identify hazardous material (HAZMAT) disposal procedures. 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 2-13 
Identifying Hazardous Material 2-14 
Preparing For Hazardous Material Use 2-15 
Hazardous Material Disposal Plan 2-17 
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Identifying Hazardous Material 

 

Common 
Hazardous 
Materials 

There are many types of hazardous material (HazMat) inside the motor pool.  
The most common include: 

• Power steering fluid 
• Transmission fluid 
• Brake fluid 
• Engine oil 
• Winch lubricant 
• Battery acid 

While these are the most common HazMat used in the motor pool, there can 
be other materials classified and treated as HazMat such as paint, grease, oily 
rags, and certain cleaning materials.  Much of this depends on your local 
regulations. 

 

Hazardous 
Material 
Identification 

One of the most important elements in managing hazardous material 
(HazMat) is ensuring the materials can be easily identified.  Use the following 
guidelines to aid in the identification of HazMat within the motor pool. 

• Mark – All HazMat storage and waste containers should be marked and 
labeled on the outside of the container.  This does not mean to label the 
two-quart filler can you are using to pour oil into a motor, but this 
principle generally applies to the large containers the HazMat is stored in 
such as 55-gallon drums. 

• Be Familiar – Based on the consistency, color, or odor, you should be 
able to identify a material as a HazMat item requiring special handling.  
Identification, coupled with a thorough understanding of HazMat special 
handling and disposal requirements, will allow you to correct problems 
immediately.  DO NOT intentionally ingest or sniff any potential HazMat. 

• Read SOP and References – Refer to local unit SOP and MCO 4450.12, 
Storage and Handling of Hazardous Material, for further details for your 
area. 

 

Review Local 
SOP 

The local base SOP should address the following about HazMat: 

• Storage (to include marking of containers) 
• Handling 
• Disposal procedures (to include marking of waste containers) 
• Emergency response covering bodily contacts and spills 

Also refer to your unit HazMat representative for assistance. 

 



MCI Course 3503A 2-15 Study Unit 2, Lesson 2  

Preparing For Hazardous Material Use 

 

Review Unit 
SOP 

You should be familiar with the unit SOP concerning the handling of 
HazMat.  Ensure all personnel who handle Hazmat are also familiar with the 
unit’s policies and procedures. 

 

Material Safety 
Data Sheet 

The purpose of the Material Safety Data Sheet (MSDS) is to provide specific 
safety information about specific HazMat items.  The MSDS includes 
information such as 

• Required storage containers 
• Flash-point of the material (the temperature at which vapors from the 

material can be ignited by a spark) 
• Appropriate first aid measures for contact with skin, eyes or ingestion 

The MSDS must be made available to all personnel who work in the area of 
or who are exposed to any HazMat.  Unit SOP or local regulations should 
dictate the specific MSDS location.  Many units locate the sheets close to the 
actual HazMat items in a very noticeable (often bright yellow) binder. 

 

Personal 
Protective 
Equipment 

Personal protective equipment (PPE) refers to those items that personnel use 
to handle HazMat.  Each HazMat will have specific PPE requirements, but in 
general, these pieces should cover the 

• Head (face, eyes and ears). 
• Extremities (arms, hands, legs, feet as well as the torso). 
• Respiratory system. 

MCO 4450.12_ provides further requirements for PPE.  Unit SOP should 
identify specific PPE requirements for the HazMat items present. 

 

Spill Kit Spill kits are designed to collect and prevent the spread of HazMat that has 
spilled from its storage container.  Generally speaking, a spill kit contains the 
following items: 

• Absorbent material (generically called “dry sweep”) 
• Absorbent pads (big paper towels) 
• Plastic bags to place the contaminated pads in 

The dry sweep material may or may not be re-used, depending on the amount 
and type of spilled material it absorbed.  Refer to local SOP for further 
details. 

Continued on next page 
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Preparing For Hazardous Material Use, Continued 

 
HazMat 
Training 

Per the references mentioned earlier, HazMat training must be conducted 
regularly for all personnel involved with hazardous material.  This training 
should cover the following areas: 

• Current hazardous material used – Intended use, precautions, and first 
responder medical care 

• Personal protective equipment – Purpose, use, and location of rubber 
gloves, goggles, helmets, fire extinguishers, etc. 

• Spill management – Spill response, clean up, and points of contact when a 
spill occurs 

• New hazardous material – Train all personnel immediately before or just 
after the new material is introduced into the area but before material is 
used. 

Often, consolidated units will have certain areas dedicated to specific HazMat 
usage such as a “battery room.”  Ensure training covers the who, what, when, 
where, how, and why to use these areas. 
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Hazardous Material Disposal Plan 

 
Review Unit 
SOP 

Your unit SOP should identify and direct the proper disposal procedures for 
each Hazmat.  It should also identify the location and markings of waste 
material storage containers. 

  
Collection and 
Storage of 
Hazardous 
Material Waste 

Most large units have a storage container designated for collecting and storing 
waste Hazmat that has been used or reclaimed.  The following guidelines 
should apply to your waste material collection area. 

• It is generally a clearly separated area away from the “usable” Hazmat 
items.  This lessens the chance of mixing good and bad materials. 

• The waste containers are clearly marked as “waste” and include the type of 
materials the container holds.  Again, this lessens the chance of mixing 
potentially explosive or volatile materials. 

• There should be a spill kit and fire extinguisher close to the waste material 
collection area.  Make sure the fire extinguisher is the correct classification 
for the type of material stored in the area. 

• If the waste material area is located a distance from the usable Hazmat 
items, consider placing a second copy of all MSDS sheets near the waste 
area. 

• Have personal protective equipment (PPE) readily available as necessary. 

 
Sample Layout The diagram below is a sample layout for HazMat storage of usable and 

waste material. Refer to your unit SOP for details specific to your area. 
 

 
 

Continued on next page 
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Hazardous Material Disposal Plan, Continued 

 
Lesson 
Summary 

In this lesson, you learned how to manage the hazardous material that are 
commonly used within a motor pool 
 
In the following study unit exercise, you will be given the opportunity to test 
yourself on the information you just learned. 
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Study Unit 2 Exercise 

 
Directions for 
Item 1 Through 
Item 6 

To answer these items, the student must have the Unit Motor Transport SOP. 

Read each item and answer it accordingly.  Where designated, your MT 
SNCOIC will be the evaluator of your responses.  If necessary, use additional 
paper to write your answers as required. 

 
Item 1 Using the PMCS process overview and your local unit SOP as a guide, write 

out a detailed plan for a “motor stables” for your unit.  If you are not currently 
in a motor transport unit, use your last motor transport unit’s vehicles and 
layout.  Organize the plan and write it out on additional sheets of paper. 

 
Item 2 What are some of the instructions that should be explained to the entire group 

of Marines before beginning organized PMCS? 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 

 
Item 3 What is the purpose of reviewing the vehicle’s PMCS history? 

 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 

Continued on next page 
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Study Unit 2 Exercise, Continued 

 
Item 4 What are the three guidelines for identification of HazMat items?  Give a 

brief description of each guideline. 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 

 
Item 5 What are the main areas that must be considered when preparing to use 

hazardous material? 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 

Continued on next page 
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Study Unit 2 Exercise, Continued 

 
Item 6 Develop a HazMat material collection and disposal plan, including diagrams, 

for your local unit.  Organize the plan and write it out on additional sheets of 
paper. 

Continued on next page 
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Study Unit 2 Exercise, Continued 

 
Solutions The table below lists the answers to the study unit items.  If you have any 

questions about these items, refer to the reference page. 
 

Item 
Number Answer Reference 

1 Due to the different requirements at each unit, the 
MT SNCOIC will review the student’s answer and 
use the following guidelines for grading the 
student’s response. 
 
• Were HazMat location and handling procedures 

covered to include fluid transport and disposal? 
• Was a detailed safety brief developed including 

what was to be discussed and who was to be 
present? 

• Were the required PMCS tools and supplies 
location and use identified? 

• Were scheduled breaks planned for? 
• Was control of the operator’s progress discussed? 
• Was the inspection process discussed? 

Your 
SNCOIC 
will 
evaluate 
your 
response. 

2 The response should include but not be limited to 
the following: 
 
• Instructions on when to begin, end, pause and 

continue completing the assigned task 
• Instructions on what to do if you need a 

supervisor, mechanic, or corpsman. 
• Instructions on where to locate instructions 

within the TM-10. 
• Key personnel (line NCO, mechanic, section 

supervisor, corpsman) will be located. 

2-8 

3 • To identify any second echelon maintenance 
problems that remain uncorrected 

• Identify repeatedly defective items. 

2-10 

Continued on next page 
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Study Unit 2 Exercise, Continued 

 
Solutions, 
continued 

 

 
Item 

Number 
Answer Reference 

4 • Mark – All HazMat storage and waste 
containers should be marked and labeled on the 
outside of the container.   

• Be Familiar – Based on the consistency, color 
and/or odor, you should be able to identify a 
material as a HazMat item. 

• Read SOP and References – Refer to local 
unit SOP and MCO 4450.12, Storage and 
Handling of Hazardous Material, for further 
details for your area. 

2-14 

5 Your answer should include but not be limited to a 
discussion of the following areas: 
 
• Material Safety Data Sheets 
• Personal Protective Equipment 
• Spill Kit 
• HazMat Training 

2-15 and 
2-16 

6 Due to the variations in unit SOPs and 
requirements, the MT SNCO, using the guidelines 
below, will evaluate the student’s plan using the 
following criteria: 
 
• Are HazMat containers clearly marked as 

“waste” and do they include the type of 
materials the container holds? 

• Is the “waste” material in separated area away 
from the “usable” Hazmat items, (lessening the 
chance of mixing usable and waste materials)? 

• Is there a spill kit and fire extinguisher close to 
the waste material collection area? 

• Are the appropriate MSDS near the HazMat 
waste? 

• Is personal protective equipment (PPE) readily 
available? 

2-17 

Continued on next page 
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Study Unit 2 Exercise, Continued 

 
Study Unit 
Summary 

In this study unit, you learned how to organize and supervise a group PMCS 
program.  You also learned guidelines for preparing and handling hazardous 
material commonly associated with motor transport vehicles. 

 
Wrap Up In the next study unit, you will learn about the general operations that take 

place in most tactical motor vehicle units. 
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STUDY UNIT 3 

GENERAL OPERATIONS 

Overview 

 
Situation As an NCO in motor transport, you assume many supervisory duties and 

responsibilities.  Within these duties, there are seemingly mundane but very 
important tasks that must be accomplished for the motor pool to run 
effectively.  When the motor pool runs effectively, the commander is able to 
depend on his or her vehicle assets to perform missions that will support the 
larger mission. Your performance, or lack thereof, can greatly affect the 
outcome of the battle plans developed by the higher echelons of leadership. 

  
Scope Within this study unit, you will be introduced to some of the important issues 

facing motor transport NCOs today including equipment inventory, control, 
camouflaging and personnel training. 
 
Your supervision, by ensuring these tasks are completed correctly, is critical 
to the outcome of nearly every operation involving motor transport. 

 
Reading 
Assignments 

This study unit has reading assignments that are listed as references.  
Whenever a lesson has a reading assignment, make sure you read the entire 
assignment before you begin that lesson.  You will be permitted to use these 
references during the final examination so do not forget to bring them to the 
exam. 

 
In This Study 
Unit 

This study unit covers the following topics: 

 
Topic See Page 

BII and AIA Equipment 3-3 
Equipment Control 3-9 
Camouflaging Vehicles 3-17 
Motor Transport Training 3-25 
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LESSON 1 

BII AND AIA EQUIPMENT 

Introduction 

 
Scope You have a fleet of trucks and trailers to use to complete your mission.  Each 

item has many smaller items that accompany it that must be maintained to get 
the maximum from each vehicle.  These items are the basic issue items (BII) 
and additional items authorized (AIA). 

 
Content In this lesson, you will learn how to manage the BII and AIA equipment that 

are required for vehicle operation. 

 
Learning 
Objectives 

At the end of this lesson, in accordance with the appropriate vehicle TM-10, 
and unit SOP, you should be able to 
 
• Identify the purpose of basic issue items. 
 
• Identify the purpose of additional authorized items. 
 
• Identify the concepts for inspecting equipment. 
 
• Identify the process of ordering equipment. 
 
• Develop an inspection process for your unit’s equipment. 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 3-3 
Identifying BII and AIA 3-4 
Inspection Concepts for BII and AIA 3-6 
Ordering Process for BII and AIA 3-7  
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Identifying BII and AIA 

 
Reference 
Review 

In previous lessons, you learned how to identify what vehicle types and 
quantities your unit rated and possessed.  Along with these vehicles, you must 
maintain certain equipment that is required for vehicle operation.  The 
equipment available for the vehicle is located in the vehicle’s first echelon 
technical manual (TM-10). 

 
Basic Issue 
Items 

Basic issue items (BII) are those essential items required to place the vehicle 
in operation, to operate it, and to do emergency repairs. BII are required by 
the TM-10 to be with the vehicle during operation of the vehicle and when it 
is transferred between property accounts.  The listing of BII is located in an 
appendix of the vehicles TM-10.  Complete instructions are included in the 
TM-10’s appendix on how to identify which BII equipment is required by 
each vehicle.  

 
BII Examples The following is an example of the appendix for BII. 
 

Illus 
No. 

National Stock  
No. 

Description               Usable 
FSCM & Part No.      On Code 

U/I Qty 
Rqr 

1 2540-00-670-2459 Bag assembly, pamphlet 
 (13262710) 

KT 1 

2 8150-01-480-4004 Bag, canvas, battery connection kit 
(Cold weather starting kit) 
 (3237979) 

EA 7 

3 8150-01-394-5929 Bag, tire changing tools 
(1991290) 

EA 1 

 
 
 
 
 
 
 
 
 
 

Continued on next page 
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Identifying BII and AIA, Continued 

  
Additional 
Items 
Authorized 

Additional items authorized (AIA) are those items that are not required to 
accompany but are authorized for support of the vehicle.  These items are the 
responsibility of the using unit to obtain when the unit commander determines 
there is a requirement for them.  This authorization must be in writing from the 
CO listing which additional items are authorized for each vehicle type.  

Like the BII, the AIA items are located in an appendix of the TM-10 and the 
same instructions apply to AIA as to BII for identifying the items. 

 
AIA Examples The following is an example of the appendix for AIA. 

 
Note: There are no illustrations or pictures of the AIA items as there are for 

BII items. 

Description National 
Stock 

Number 
CAGEC &  

Part Number 
Usable On 

Code 

 
Unit of 
Issue 

 
Qty 
Auth 

5120-00-926-5175 BRUSH: wire, battery 
(70550) 1052SP ALL EA 1 

6545-00-922-1200 FIRST AID KIT: 
11677011 ALL KT 1 

3950-01-347-9666 BLOCK: snatch 
(45152) 1918000 AAB, AAD EA 1 

 
Terminology BII and AIA items are sometimes referred to as “SL-3” items.  “SL” stands 

for stock list and it lists all components (screw drivers, bow and tarp kit, extra 
barrels, etc.) to principal items as vehicles and weapons.  However, in some 
instances, a TM is used in lieu of an SL-3 list. Per MCO P4400.150_, the 
term “SL-3” parallels “BII” and is used to describe the same items. 
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Inspection Concepts for BII and AIA 

 
Inspecting for 
Accountability 
Concept 

You have identified all the tools and equipment you are required to maintain. 
At regularly scheduled intervals, you must account for every one of these 
tools, both BII and AIA if so authorized.  The most commonly used inventory 
form for accountability is the SL-3 extract from reference TM 4700-15/1_.  
Simply write or type all the tools you rate on the list and check them off as 
you inspect them.  The reference provides further details. 

 
Inspecting for 
Serviceability 
Concept 

It is not enough just to have the tools and equipment on hand.  Each tool must 
be able to perform its intended mission.  Before checking the tools for 
serviceability, make sure you know the purpose and function of each item. 

The following list contains problems commonly found that can render the tool 
unserviceable. 

• Bent, rounded, or broken screwdriver tips 
• Smooth “teeth” on plier jaws 
• Cracked jaws on pliers 
• Dry rot on canvas bags and straps 
• Cracked hooks or links on chains 
• Rounded shoulders inside of wrenches 
• Gasket leaks on hydraulic jacks 
• Stripped threads on adjustable wrenches 

This list does not include all the problems you could encounter.  If in doubt 
about the serviceability of an item, use the tool as it is designed and see if it 
works.  Refer to your local unit SOP for additional information on 
determining tool serviceability. 

 
Marking 
Unserviceable 
Tools 

Once identified, the unserviceable tool or item should be marked.  This will 
ensure other unit members do not become injured using the tool or piece of 
equipment.  The following marking methods are commonly used 

• Tag the item and mark the tag “unserviceable” with your name and the 
date. 

• Spray-paint the tool a prescribed “unserviceable” (determined by local 
SOP) color then place it in an area designated for unserviceable tools. 

 
Local SOP should dictate how and where to dispose of unserviceable tools as 
well as the chain of command notification process to acquire a replacement 
item as required. 
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Ordering Process for BII and AIA 

 
Unit Variations Ordering processes vary from unit to unit.  Most tools can be acquired 

through the maintenance supply system.  Recent advancements and changes 
in logistical support processes have allowed many tools to be acquired 
through other sources.  These sources include the following: 
 
• “Serv-Mart” – the same place the unit buys pens and pencils 
• C.O.T.S. – Commercial Off The Shelf, through a local retail store 
• Distributors – name brand distributors such as “Snap On” who make 

routine visits to your motor pool 
 
Do not order anything without first reviewing your local SOP for direction. 

 
Replacement 
Tool List 

Regardless of the local process, the first “stage” or thing to do when ordering 
replacement tools and equipment is to make a list of the tools you will need 
from checking the BII and AIA tool and equipment inventory.  Use the SL-3 
extracts previously mentioned to determine which items need replacement. 

 
Form 
Completion 

Once you have your replacement tool list and are familiar with the local tool 
replacement process, complete the request forms as required.  Annotate on 
your copy of the replacement list the date you requested the tools.  If 
available, annotate the projected delivery date of the items requested. 

 
Follow-Up on 
Order 

Annotate, on your calendar, the projected delivery date.  If you have not 
received the items by the date projected, make inquiries through the proper 
chain of command (which should be outlined in your desk top procedures). 
Annotate, on your copy of the replacement list, when and with whom you 
spoke concerning the status of the request. 

 
Tool Receipt Once the tools have been received, complete the following items: 

• Verify that the tool or equipment received is the correct one requested. 
• Verify that the tool or equipment is serviceable. 
• Annotate the receiving date on the replacement list. 
• Store the tool or equipment per local SOP. 

More often than not, the tools will not come all at once.  Follow-up repeatedly 
to ensure that the remaining order does not “drop out of the system.” 

Continued on next page 
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Ordering Process for BII and AIA, Continued 

 
Lesson 
Summary 

In this lesson, you learned how to identify, inventory, inspect, and order the 
tools and equipment that are required for vehicle operation. 
 
In the next lesson, you will learn how to maintain accountability of the many 
tools and equipment items that are associated with motor vehicles. 
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LESSON 2 

EQUIPMENT CONTROL 

Introduction 

 
Scope Once you have all the equipment needed to perform your mission, the next 

step is to keep positive control over the tools.  This does not mean never lend 
them out, however, it does require that you know who is using the items and 
where they are at all times. 

 
Content In this lesson, you will learn how to set up basic security measures to lessen 

the likelihood of your vehicles equipment being stolen or lost.  This lesson 
will not make you a security expert but will serve you well towards 
controlling your equipment to ensure its availability for your use as needed. 

 
Learning 
Objectives 

At the end of this lesson, you will be able to 
 
• Identify equipment security control measures. 
 
• Identify the procedures for controlling equipment. 
 
• Develop an equipment usage program. 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 3-9 
Equipment Security 3-10 
Equipment Usage Documentation 3-12 
Equipment Issue, Return, and Inventory 3-14 
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Equipment Security 

 
Local SOP The first step in equipment security is to refer to your local SOP.  Every unit 

that has motor vehicles should have in its SOP instructions that address the 
security of both the vehicles and the equipment that goes with them. 

 
Balanced 
Security 

In the absence of other SOP instruction, you must first understand that your 
security measures must be balanced by considering the following basic 
elements: 

• Threat level of theft or damage to vehicle equipment 
• Need for accessibility to vehicle equipment 
• Available security measures 
• Additional surrounding security measures 

It is not necessary to discuss each of these elements in great detail at this 
point.  You must understand, however, the areas that must balance in your 
security measures. 

 
Small Unit 
Security 

In garrison, most motor transport units have a separate area or building where 
they store the BII and SL-3 items when the vehicle is not in use.  This area is 
commonly called the OVE room (On the Vehicle Equipment).  Based on the 
threat level for most garrison locations, this works well.  Your responsibility 
includes ensuring the area or building is secured or controlled during normal 
working hours and after everyone secures.  

 
Normal 
Working Hours 
Security 

During normal working hours, you must limit the number of personnel who 
have unsupervised access to the OVE room.  When the room is open for 
equipment issue, ensure there are barriers to control the flow of personnel into 
and around the items being issued.  Below is a sample layout that provides 
access and control. 
 
 
 
 

 Continued on next page 
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MCI Course 3503A 3-11 Study Unit 3, Lesson 2 

Equipment Security, Continued 

 
After Normal 
Working Hours 
Security 

You must limit access to the OVE room to an even greater extent than you 
did during normal working hours.  The threat level will help you determine 
the amount and type of security to place on the OVE items.  If there is a high 
threat level, you may decide to post a guard on the vehicles and the OVE area.  
Most often in garrison areas and motor pools, you simply ensure that the tools 
and equipment are stored in a lockable building or facility.  A roving guard is 
usually not required.  Follow the guidelines list below to ensure access and 
security are maintained after normal working hours. 

• Identify, in the unit SOP and desktop procedures, where the keys to the 
OVE room/area are maintained and who is responsible for their security.  
This responsibility is often assigned to the “duty dispatcher.” 

 
• Post an “access roster” outside the OVE room/area identifying who is 

authorized to enter the area after normal working hours (maintain this in 
the OVE room NCO desktop procedures). 

 
• Identify, on the access roster, who is to be notified in case of emergency or 

unauthorized entry along with a phone number. 

 
Security 
Checklists 

Appendix A lists several security checklists that can be used as guides to help 
you.  While the checklists cover a wide assortment of elements and facilities, 
they will provide a thorough list of areas and elements that should be 
considered. 
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Equipment Usage Documentation 

 
Accountability There are several good reasons to keep documentation on your tools and 

equipment.  The most obvious reason is that it allows you to identify where 
the tool should be and who is responsible for the item at any given time. 
 
Accountability cannot be stressed enough.  Your documentation must include 
enough details to ensure accountability but not so many that it takes hours to 
decipher your notes. 

 
Issue Logs Common documentation includes a tool/OVE item issue log.  There is no 

specific type of log or form required for this; however, it should fit the 
following guidelines for use. 

• There should be enough space to print legibly all the required information. 
 
• The binder/log book should be controlled to prevent loss or accidental 

destruction. 
 
• The pages of the binder/log should be numbered to indicate if any pages 

are missing. 

Continued on next page 
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Equipment Usage Documentation, Continued 

 
Equipment 
Information 

While there is no special information that must be kept when documenting 
equipment or tool usage, you can apply the following guidelines to decide 
what tool issuance information to document in your tool issue log. 
 
• List what tool or item was issued using a short description and its serial 

number if it has one. 

• List who the tool was issued to, including rank, name, and contact phone 
number with unit, if the Marine is assigned to your unit.  You may use the 
last four numbers of his or her SSN but never use the full SSN. 

• List who issued the tool by rank and name.  Printing this information 
works best. 

• List the date the items were issued and the expected or required date of 
return.  Have the individual use his or her payroll signature to verify 
receipt of the tool and again when they return the item. 

 

• Use Equipment Custody Receipt (ECR) cards for the above information if 
the tool/item will be used for longer periods.  After the tool has been 
returned in serviceable condition, the ECR may be destroyed. 
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Equipment Issue, Return, and Inventory 

 
Issue 
Serviceable 
Items 

Every tool or item should be serviceable and clean when issued.  This is the 
responsibility of both the Marine issuing the item and the Marine receiving it.  
Require the individual receiving the item to look it over and inform them that 
by signing the issue log, he or she has determined it to be serviceable. 

 
Inspection 
Upon Return 

The person receiving the returned item should inspect it immediately upon 
receipt for serviceability and cleanliness.  Not every tool will look inspection 
ready all the time; however, all equipment should be clean and serviceable 
after use.  If it is clean and serviceable, return the item to its storage location 
and have the user sign to verify it was returned and accepted by the 
designated Marine. 
 
If an item is returned unserviceable, you should determine if it is 
unserviceable due to normal use or as a result of misuse.  In either case, 
separate or identify the unserviceable items and follow your local unit SOP 
for obtaining a replacement item. 

 
Periodic 
Inventory 

Sets of equipment should be inventoried immediately upon return to ensure 
all parts are present.  Along with this individual set inventory, you should 
establish a regularly scheduled inventory process.  This can be done weekly, 
monthly, quarterly, etc. 
 
It is recommended that, whenever possible, operators conduct an inventory of 
their vehicle BII and AIA items as a part of their scheduled PMCS.  This 
allows the OVE room NCO the time to inventory the items maintained in the 
OVE room but not assigned to a specific vehicle.  These items can include 
tow bars, oil filler cans, towing chains, etc. 

 
Inventory 
Documentation 

Maintain documentation per local SOP for inventoried items.  Refer to TM 
4700-15/1_ for example inventory sheets if your SOP does not include them. 

Continued on next page 
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Equipment Issue, Return, and Inventory, Continued 

 
Lesson 
Summary 

In this lesson, you learned to identify equipment security control measures, 
how to document equipment usage, and how to control the issue and return of 
equipment. 
 
In the next lesson, you will learn how to identify vehicle camouflage 
requirements and materials and how to place vehicles to maximize the terrain 
to camouflage the vehicles. 
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LESSON 3 

CAMOUFLAGING VEHICLES 

Introduction 

 
Content In this lesson, you will learn how to identify vehicle camouflage requirements 

and camouflage materials and how to place vehicles to maximize use of the 
terrain itself to camouflage the vehicles. 

 
Learning 
Objectives 

At the end of this lesson, you should be able to 
 
• Identify vehicle camouflage requirements. 
 
• Calculate requirement for manmade camouflage netting. 
 
• Identify considerations for positioning vehicles in tactical environment. 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 3-17 
Identifying Camouflage Requirements 3-18 
Material Availability 3-20 
Vehicle Placement In Tactical Environments 3-23 
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Identifying Camouflage Requirements 

 
Fundamentals The primary purpose of camouflage is to help you avoid detection by the 

enemy.  You might think it is hard to hide a truck, or several trucks, but with 
the proper application of the camouflage principles that you learned in both 
boot camp and in basic motor transport school, you can avoid being detected. 

FM 20-3, Camouflage, is a good source for more detailed information on this 
subject and is available in current edition on the internet. 

 
Factor and 
Principle 
Review 

For your review, here are the factors and principles of camouflage. 

 
Factor Principle 
Shape Site selection 

Shadow Concealment 
Color Camouflage discipline 

Texture 
Patterns 

Movement 
Temperature 
Radar Return 

 

 
Mission 
Requirements 

One of the major factors to consider for identifying your camouflage 
requirements is what your mission will be in the operational area.  If you are 
going to be constantly on the move, then you will not have the time to put up 
elaborate camouflage.  Likewise, if your mission is to re-supply and work 
from a base in the rear area, your camouflage can be more highly structured.  
Use the following questions to help you determine your needs. 

• How often will the vehicles be moving? 
• How soon after being given a mission will you have to move the vehicles? 
• Will the vehicles be leaving and returning often to the same location? 
• What is the threat from aerial and ground observation? 
• How long will the vehicles be in one area? 
• What is the terrain in the operation area? 
• What will be the weather conditions in the operational area (windy, heavy 

snow, etc.)?  The weather will affect the camouflage material. 

 Continued on next page 
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Identifying Camouflage Requirements, Continued 

 
Vehicle Size, 
Type and 
Quantity 

The size, type, and number of vehicles you have are important factors in 
determining how much and what kind of material you will need.  Another 
factor to consider is how the vehicles will be dispersed in the operational area 
and how often the trucks will be moved. 

For example, an artillery unit has six pieces of artillery with trucks pulling 
them and about the same number of trucks hauling ammunition.  While every 
artillery piece and truck will have its own cammie net set-up, you can either 
place the ammo trucks next to their corresponding guns or, as shown below, 
have the ammo trucks in a different location.  Even in a different location, the 
trucks can be dispersed widely or placed close together. 
 
 

 

Ammo trucks 
w/ cammie 

netting in place 

Artillery pieces 
w/ trucks and 

cammie netting 
in place 
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Material Availability 

 
Natural 
Materials 

Ideally, the camouflage materials used should be materials native to the area.  
This is not usually feasible considering the amount of material you would 
need to cover a vehicle.  You can, however, use natural materials to 
supplement your manmade materials.  The following are examples of using 
natural material to supplement manmade materials. 
 
• Place brush or plants under your vehicle to fill the empty space between 

the front and rear tires. 
 
• Use tree branches along the edge of the cammie netting to help blend the 

net with the deck. 
 
• Use mud on the headlights, windshield, and mirrors to prevent reflection. 

 
Manmade 
Materials 

Manmade items generally consist of the lightweight camouflage screen 
systems, otherwise known as “cammie netting.”  Cammie netting comes in 
prepackaged modules (containing two bags in each module).  One bag 
contains the screens (one hex and one diamond shape), the lanyards to 
connect the screens, and a repair kit.  The other bag contains the poles, net 
spreaders, spreader adapters, and stakes. 
 
The cammie netting comes in several colors for the different environments 
and seasons you may be operating in.  Refer to TM5-1080-200-13&P for 
more detailed information. 

Continued on next page 
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Material Availability, Continued 

 
Camouflage 
Safety 

When using natural and manmade camouflage materials, there are certain 
safety precautions to take.  The following guidelines are provided to help you 
reduce the risk of unnecessary injuries and damage to vehicles. 

• Ensure no camouflage material blocks exhausts or entrance/exit points for 
vehicles. 

 
• Do not smoke around any camouflage material or vehicle.  Some 

camouflage netting is highly flammable. 
 
• Be careful of getting your clothing or weapons snagged on camouflage 

material, especially cammie netting.  The new utilities are made with 
buttons inboard which should reduce this from happening. 

 
• Do not anchor camouflage netting to your vehicle.  If you have to drive 

away fast or at night, you will drag your netting behind you. 
 
• When traveling, do not lay netting on top of the vehicle without securing 

(tying) it down.  Loose netting can get wrapped around vehicle drive-train 
components and damage both the net and the vehicle. 

Continued on next page 
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Material Availability, Continued 

 
Camouflage 
Netting 

It is relatively easy to determine the number of modules you would use for a 
vehicle without putting up an actual net. The formulas and graph below (from 
TM5-1080-200-13&P) are used to determine the number of modules you will 
need for a specific vehicle and or trailer. 

Compute: Width in feet   = 2h + w + 5ft 
                 Length in feet  = 2h + L + 5ft 

Example:  An M998 is 6ft high (h) and 15ft long (L) and 7ft wide (w). 

Width  = (2 x 6ft) +   7ft + 5ft  = 24 
Length = (2 x 6ft) + 15ft + 5ft  = 32 

Compare to the graph below.  Where the lines of Width and Length intersect 
is the number of modules you will need. 

 

 
 
This M998 will need approximately two modules of cammie net.  This 
amount will be subject to conditions and situations at your location but serves 
as a good baseline for planning purposes. 
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Vehicle Placement In Tactical Environments 

 
Local Unit SOP Most unit SOPs have a predetermined layout for their area that should include 

the following items. 

• Entrance and exit for vehicles 

• Vehicle movement paths 

• Detailed parking plan in relation to the other elements within the unit 

• Sleeping areas for personnel (out of the path of vehicle traffic and not 
under vehicles) 

 
NCO 
Supervision 

Even though the SOP states generally where the vehicles should be located, 
an NCO should direct each vehicle’s specific location.  The following 
guidelines will help you to determine the best location. 

• Choose natural vegetation for integration into the camouflage scheme. 
• Use the topography of hills, gullies, etc. to help camouflage the vehicle. 
• Ensure the vehicle has an easy entrance and exit to its designated location. 
• Think of how easy/hard it will be to navigate in the unit area at night. 
• Use ground guides at night to ensure each vehicle finds its location. 

 
Camouflage 
Erection 

Once the vehicle is in place, the camouflage is erected.  During and 
immediately after the vehicle has been “cammied,” it is the NCO’s 
responsibility to inspect, both up-close and from a distance, how well the 
vehicle has been camouflaged.  Use the following guidelines to inspect. 

• The vehicle should blend into the local landscape and vegetation. 

• There should be only one point of access to prevent unnecessary personnel 
from wandering around the vehicle. 

• The netting and material should be hoisted off the vehicle to hide the 
vehicles outline and minimize enemy radar deflection from the vehicle. 

• The camouflage material should be removable to allow the vehicle to make 
a hasty displacement if required. 

• Camouflage material should be clear of the exhaust and not tied to the 
vehicle. 

• There should be ample room to conduct ongoing PMCS to the vehicle. 

Continued on next page 
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Vehicle Placement In Tactical Environments, Continued 

 
Lesson 
Summary 

In this lesson, you learned how to identify vehicle camouflage requirements, 
materials and how to place vehicles to maximize the terrain to camouflage the 
vehicles. 
 
In the next lesson, you will learn the concepts, principles, and steps of MOS 
training including planning, developing, and implementing training. 
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LESSON 4 

MOTOR TRANSPORT TRAINING 

Introduction 

 
Scenario One month ago you checked into your new unit.  You have been promoted to 

corporal and now you are the only NCO in the motor pool.  Now, you have 
been tasked with developing an MOS training plan to prepare your Marines 
for operations in the Far East.  On top of all this, you have only one week to 
deliver the training plan.  You think to yourself, this can be done and I may 
still have time left over to get some PT in.  How?  Because you know the 
steps for developing training, from “cradle to grave.” 

 
Content In this lesson, you will learn the concepts, principles, and steps of MOS 

training including planning, development, and implementation. 

 
Learning 
Objectives 

At the end of this lesson, you should be able to 
 
• Identify training requirements. 
 
• Identify the requirements to develop lesson plans. 
 
• Identify the requirements to develop a training schedule. 
 
• Identify the factors to consider conducting MOS training. 

Continued on next page 
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Introduction, Continued 

 
Reading 
Assignment 

Review the following references: 

 
Reference Section 

Website: 
http://www.tecom.usmc.mil/utm 
 
 
 
 
 
 

• Unit training management process 
overview brief 

• Training plan design (sections: short 
range training plans and training 
schedules) 

• Annual training requirements 
• Operational Risk Management 

(ORM 
MCO 1510.68_ Individual 
Training Standards for Motor 
Transport 

• MOS 3531 

ORM 1-0 • Chapter 1 and 2 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 3-25 
Unit Training Plans Review 3-27 
Training Requirements Review 3-29 
Training Lesson Plan Development 3-32 
Training Schedule Development 3-34 
Conducting Training 3-37 
Study Unit Exercise 3-39  
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Unit Training Plans Review 

 
Identifying 
Your Unit’s 
Mission 

One of the primary references that will drive what you train for is the unit’s 
Table of Organization (T/O).  As part of an earlier lesson’s reading 
assignment, you learned about your unit’s primary mission.  This mission is 
what drives the bulk of your training.  For example, any operator should be 
able to drive in unusual conditions.  If your unit’s primary mission were hot, 
dry, desert missions, then your primary training objectives would be for 
desert and hot weather operations, not for driving in snow and applying sub-
freezing maintenance procedures. 

 
Unit’s Motor 
Transport 
Mission 

Once you understand your unit’s mission, you have to learn and understand 
the motor transport section’s mission within the unit.  Your unit commander 
will develop what is called the unit’s Mission Essential Task List (METL) 
and from the METL will identify a list of MOS training tasks to support the 
unit’s mission. 

Once your training tasks are defined, a training plan can be developed for 
your Marines.  This training plan will consider long-range events, but at the 
NCO level, will be developed only for the short range. 

 
Lessons 
Learned 

You can and should review previous operation’s “lessons learned” 
information to identify small unit problems from previous operations.  More 
often than not, these problems can be corrected with training or education. 

 
Training 
References 

The following references are essential for understanding and developing an 
effective and efficient training program. 

• MCO 1510.68_, Individual Training Standards for Motor Transport, – 
Lists the individual MOS proficiency requirements. 

 

• MCO 1553.3A, Unit Training Management, – Lists the Unit Training 
Management (UTM) policy for developing, conducting, and evaluating 
training for wartime missions.  This order also defines the requirements for 
Operational Risk Management (ORM) for unit training. 

 

• MCRP 3-0A, Unit Training Management Guide 
 

• MCRP 3-0B, How to Conduct Training 
 

• http://www.tecom.usmc.mil/utm  – Website to review the latest 
information on training management. 

Continued on next page 
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Unit Training Plans Review, Continued 

 
Time Available Now that you understand the theories and concepts behind training plans, you 

are ready to develop an appropriate training schedule to ensure all your motor 
transport training is accomplished.  At the NCO level, the reality is that you 
often have your monthly training plans dictated by higher headquarters and 
you are given small blocks of time during the week to conduct MOS training.  
Another frequent situation is that you are told what tasks must be done and 
how much time you have to do them.  The table below gives a weekly 
illustration of this problem. 

 
Task Time Conducted by 

Section PT Daily 0600-0730 Platoon or squad 
Company PT Fri 0600-0800 Company 
MCI time Fri 0900-1000 Platoon 
Unit SOP Trng 1 hr per week Platoon 
MOS training Tues & Thur 0800-1400 Platoon 
Unit Integrated Trng 5 hrs per week Company 
Equipment Maintenance Monday (until done) Platoon 
Common skills Trng 3 hrs per week Platoon 

 
As you can see, you have to get MOS training in when you can and this 
illustration does not include all the unscheduled items that come up such as 
appointments, family problems, etc. that must be dealt with on a daily basis.  
Do not get discouraged because, somehow, you will find the time to train. 
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Training Requirements Review 

 

Prioritize 
Training 

One of the most valuable actions you must first take is to determine which 
tasks or events are the motor transport section’s priority to train.  The best 
person to assist you with prioritizing the training requirements will be your 
SNCOIC.  Before beginning any training plan, ask your SNCOIC what the 
unit’s and section’s priorities are. 

 

Mission 
Essential Task 
List 

Of course, as you have learned, your motor transport section’s training 
requirements will be driven by your unit’s METL and the tasks motor 
transport must do to support the unit’s mission.  By now you should start to 
see how each unit relies heavily on its subordinate units to accomplish their 
mission. 
 
Once the unit commander has identified the METLs, each section will review 
the list for tasks that they will have an affect on.  Motor transport generally 
supports anything or anyone that must be moved, needs supplies or has 
personnel delivered to accomplish their mission.  There is a popular phrase in 
motor transport “you call, we haul” that describes the majority of the business 
that we must train for. 

Continued on next page 
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Training Requirements Review, Continued 

 
MOS 
Requirements 

Once you have identified the motor transport tasks that need to be trained, 
you will have to examine each task to determine its sub-tasks and 
performance steps.  This is where the MOS ITS standards in MCO 1510.68_, 
will be very helpful.  Each MOS task is identified and the following items for 
each task are listed. 

• Task name – The task describes what the Marine must do.  For example, 
engage targets with a crew-served weapon on a weapons mount. 

 
• Conditions – Conditions describe the equipment and resources needed to 

perform the task.  For example, provided with a crew-served weapon on a 
weapons mount, a target, 100 rounds of ammunition, and references. 

 
• Standards – Standards identify the proficiency level expected when the 

task is performed.  For example, acquire and engage targets, achieving hits 
on four of the five targets per the reference. 

 
• Performance steps – Performance steps specify the actions required to 

accomplish the task. 
 
Example: 
 
1. Inspect the weapon. 
2. Prepare the weapon for firing. 
3. Mount the weapon. 
4. Perform maintenance on the weapon mount. 
5. Engage targets with the weapon from the weapon mount. 
 
Note: The references listed with the ITSs are very important.  They are the 

source of information that provides details to execute each 
performance step. 

Continued on next page 
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Training Requirements Review, Continued 

 
Marine 
Requirements 

When developing your training program, you must also consider training the 
common skill requirements that each individual has to perform as a Marine.  
Examples of these requirements include fitness, marksmanship, land 
navigation, NBC, troop information, etc. 

Review these common skill requirements to see if you can train two tasks 
together, such as performing land navigation and navigating from a vehicle.  
These two skills incorporate many of the same steps.  Speak with your 
training NCO or MT SNCOIC about the many other Marine requirements. 

 
Training 
Review 
Outcome 

The outcome of this review should be a list of individual and collective 
training tasks that need to be performed by your personnel to meet both the 
unit’s motor transport mission requirements and the individual Marine’s 
needs.  Below is an example list of ITSs. 

  

ITS # Task Name 
3531.1.6 Ford M-series vehicle 
3531.1.11 Conduct vehicle self recovery 
3531.1.13 Flat tow a vehicle 
3531.5.1 Camouflage a vehicle and trailer  
3533.5.3 Camouflage an LVS and towed load 

 
Coming Up At this point in the process, you should have a solid understanding and 

documentation of the unit’s training plan for the next three to six months and 
the MOS and Marine training requirements for your Marines.  The next step 
is to prepare lesson plans for the training required. 
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Training Lesson Plan Development 

 
Do Not 
Reinvent the 
Wheel  

The first thing to remember when you need to conduct training is that, more 
than likely, it has been taught before.  Review lessons previously developed 
by other Marine units, by the Marine Corps motor transport school, and even 
other services.  This will save you valuable time that could be spent training. 

 
Detailed 
Lesson Plan 
Information 

The intent of this lesson is to provide a basic overview of writing a lesson.  
The following website has the Corporals Course files that include detailed 
lessons on writing lessons (lesson:  Cpl_104) that can be downloaded for your 
use. 

http://www.mcu.usmc.mil/sncoa/Corporals/index.cfm 

 
Lesson Plan 
Purpose 

The lesson plan provides a written format of content and how training will be 
conducted.  The lesson plan’s purpose is to 
 
• Provide a historical document of training conducted and how it was 

conducted. 
• Provide a guideline in preparing and presenting the lesson. 

 
Performance 
Objectives 

The reason for of any training is to enable Marines to perform certain tasks.  
The tasks for motor transport training are listed in the ITS standards in MCO 
1510.68_. 

 
Components of 
a Lesson Plan 

Every lesson consists of the following components: 
 
• Introduction.  You tell the students what the objectives are, how you’re 

going to teach them and how they will be evaluated. 
 
• Body.  You train the students to meet the objectives. 
 
• Question and Answers.  You ask/answer questions or have the students 

perform tasks to determine if they have met the objectives. 
 

• Summary.  You recap the important points of the lesson. 
 
Each component has additional parts and each can be shortened or 
lengthened, as your situation requires. 

Continued on next page 
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Training Lesson Plan Development, Continued 

 
Writing the 
Lesson Plan 

If you cannot find a lesson that has already been developed that meets your 
objectives, you will have to write one yourself.  The process to write a lesson 
plan is outlined in the five steps that follow. 

 
Step Action Description 

1 Outline the body Write down the main ideas of the body 
first.  Limit yourself to three to five main 
ideas per lesson. 

2 Write the introduction Write an overview of your main ideas. Do 
this after you have outlined the main ideas 
in the body.  

3 Complete the body Write the details for each main idea 
outlined in step 1.  This is also where you 
write out any practical application practice 
you want the students to do and any 
instructor notes needed. 

4 Write questions for the 
question opportunity 

Write down some questions you think the 
students should be able to answer.  Ensure 
you write the answers. 

5 Write the summary Write a recap of the main ideas. 

 
Sample Lesson 
Plan 

As previously discussed, use the Corporals Course lesson “Cpl_104” as a 
sample to follow when developing your lesson plans. 

 
Pre-Packaged 
Lesson Plans 

The following websites provide training material for motor transport training.  
While the format for the lesson plans may be different, you can use the 
information and implement it in the format your unit SOP dictates. 

• http://mcdetflw.tecom.usmc.mil/MTIC/MT.asp.  This is the website of MT 
School, Ft Leonard Wood.  Go to “Course Curriculum” or “Student 
Handout.” This will give you student handout versions of classes so you 
need only add your own instructor notes, questions for your students, etc. 

• http://www.adtdl.army.mil/atdls.htm.  Go to the “library” then to “official 
department publications” and select type = “training circulars” and school = 
“transportation” 
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Training Schedule Development 

 
Planning 
Periods 

The Marine Corps planning periods for training are as follows 

• Short-Range Training Plan.  The short-range plan covers a period of 1-4 
months and is updated monthly.  The short-range plan is what NCOs will 
be exposed to most often. 

• Mid-Range Training Plan.  The mid-range plan covers a period of 4-12 
months, depending on the level of the unit (battalion, regiment, division), 
and is updated quarterly. 

• Long-Range Training Plan.  The long-range plan covers a period of 12-24 
months, depending on the level of the unit (battalion, regiment, division), 
and is updated annually. 

 
Reverse 
Planning 

Both in and outside of the military, leaders start planning with the end in 
mind.  This means that you have to look at what you want the Marines to be 
able to do at a certain time after training is completed.  The desired 
performance may take place during a certain operation or it may even be a 
certain score on the PFT.  You must have a goal to meet or you are just 
creating busy work. 

Situation:  You are stationed in 29 Palms and in six months you have 
operations in Okinawa and Thailand. 
 
Your sample objectives (your goals) are to: 
 
• Operate in a jungle 
• Maintain vehicles in the jungle 
• Live in a jungle 
 
You start with your end state or goal and develop a time line to train and 
practice the skills necessary to meet your goals. 

 Continued on next page 
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Training Schedule Development, Continued 

 
Major 
Milestones 

Once you have your end date you can start to identify major milestone dates 
to meet.  Higher headquarters (HQ) will set certain milestones for you.  Once 
you have these, you can begin to reverse your timeline.  The timeline below 
gives an example of reverse planning of the major milestones, assuming it is 
now May ’03. (* = set by Hq).  Bolded items are motor transport specific 
objectives. 

 
Date Objective/Event 

15 Oct ‘03 * Depart for Okinawa/Thailand 
20 Sep ‘03 * Battalion plans mini operation for evaluating company 
1-3 Sep ‘03 MT test – set up and execute ops from “jungle” motor pool 
Aug ‘03 Vehicle recovery training and practice completed 
July ‘03 Vehicle maintenance training completed 
June‘03 * Personal grooming and survival training completed 
May ‘03 Initial vehicle jungle driving training completed 

 
Detailed 
Training 
Schedules 

These major time blocks are not randomly determined.  You must know your 
unit’s training plans and work your MOS training into it.  Often your unit 
(company) training schedule will have time designated for MOS training that 
you must manage.  In the example above, it has specific subjects to train 
during that month’s MOS training time. 

 
Guidelines for 
Training 
Schedule 

After identifying major training milestones, your next task is developing the 
details for your designated MOS training time periods each month.  Again, 
use reverse planning and the following guidelines to develop the details. 
 
• Teach the most important objectives first and constantly practice them. 
 
• Determine which objectives must be taught before others.  For example, 

teach operation of the winch before vehicle recovery. 
 
• Teach similar subjects and objectives as close as possible to each other as 

possible in the schedule.  For example, teach winch ops on Monday and 
vehicle recovery on Thursday. 

 
• Combine training periods for situations that are likely to occur in daily ops.  

For example, teach camouflage net erection, erect a net, and then teach 
vehicle maintenance so they can PM the trucks under the netting. 

 Continued on next page 
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Training Schedule Development, Continued 

 
Recap At this stage, you should have or understand the following 

• Unit training plans (3-6 months ahead) 
• Marine and MOS training requirements (individual and collective) 
• Lesson plans 
• Training schedule 

 
Coming Up The next event is conducting the training. 
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Conducting Training 

 
Safety The first thing you must consider before conducting training is SAFETY. 

Most aspects of motor transport operations involve physical performance, 
equipment, and hazardous chemicals that can cause serious injury or damage 
if something goes wrong.  For these very reasons, motor transport is an 
inherently dangerous environment that must be consciously controlled at all 
times. 
 
Training will still go on, but to reduce personnel injuries and unnecessary 
damage to equipment, the Marine Corps uses Operational Risk Management 
(ORM). 

 
Operational 
Risk 
Management 
(ORM) 

Operational Risk Management is the process of intentionally reducing 
potential hazards in any given environment or situation.  The Operational 
Risk Assessment (ORA) is a list of all potential hazards for a training period 
and the measures that you develop and implement to reduce their severity or 
likelihood.  NCOs complete ORAs when planning for training.  The ORA 
must be submitted up the chain of command for approval.  Never conduct 
training without having an ORA. 
 
In the reading assignment, you will find all the details about how ORM is 
integrated into training.  You will also find detailed instructions on how to 
conduct ORAs.  Consult the unit safety representative for further information. 

 
Pre-Training 
Preparation 

It is the trainer’s responsibility to ensure the following elements are in place 
before training can begin. 

• The ORA has been completed and approved. 
• Safety measures are in place. 
• The training area has been inspected the day before training. 
• The weather forecast has been reviewed if training is held outdoors. 
• Lesson plans and student handouts (if required) are competed and present. 
• Training aids are present as required. 
• Classroom and facilities have adequate lighting, heating/cooling, and space 

for students to learn as comfortably as possible. 

Ensure you rehearse the class several times before giving the actual class.  
Failing to practice is one of the most frequent causes of instructor problems. 

Continued on next page 
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Conducting Training, Continued 

 
Conduct 
Training 

Once you have everything prepared for the training, all that remains is to give 
the class or classes.  The following is a broad checklist to help you in 
conducting the actual training. 

• Get accountability of all students and support personnel. 
• Give a safety brief.  Repeat the brief as necessary during certain stages in 

training. 
• Give the class.  Do not be fancy.  Just be yourself. 
• Let the students conduct practical application giving them time to practice. 
• Once training is over, summarize the training you just completed. 
• Give the students departure instructions (clean-up, inventory gear, etc.) 

 
Chain of 
Command 
Notification 

Immediately after training is completed, you need to notify your SNCOIC or 
OIC.  While this is often dictated in the unit’s SOP, you should provide them 
the basic “who, what, when, where, and how” the training went.  Also let 
them know immediately of any problems that occurred. It is much easier to 
handle problems by running them up the chain of command than it is to catch 
the fallout as it comes down.  Besides, handling problems this way is just 
good professional behavior of Marine leaders. 

 
Document 
Training 

Once the training is completed, you need to document what was done.  The 
required documentation should be listed in your unit SOP.  It should consist 
of the following items. 

• Attendance roster with date, students’ names, instructor name, and subject 
• Practical application accomplished (if done) 
• Problems encountered – annotate when particular students could not 

perform 
• Lessons learned – improvements or adjustments to be made and why 

You should also document the training in the individual’s training jacket.  
When the individual leaves the unit, he or she should be allowed to take his or 
her training jacket with them to allow their next command to see how well 
you have trained them. 

 
Lesson 
Summary 

In this lesson, you learned the concepts, principles and steps of planning, 
developing, and implementing MOS training. 
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Study Unit 3 Exercise 

 
Directions for 
Item 1 Through 
Item 12 

To answer these items, the student must have the Unit Motor Transport SOP. 

Read each item and answer it accordingly.  Where designated, your MT 
SNCOIC will be the evaluator of your responses.  Use additional paper to 
write your answers as required. 

 
Item 1 What is the purpose of basic issue items (BII)? 

 
_____________________________________________________________ 
 
_____________________________________________________________ 
 

 
Item 2 What is the purpose of additional items authorized (AIA)? 

 
_____________________________________________________________ 
 
_____________________________________________________________ 
 

  
Item 3 Develop an inspection process for your units BII and AIA equipment using 

the concepts discussed, including a “serviceability” checklist for each tool in 
the vehicle’s BII and AIA list. 

 
Item 4 Using your unit SOP and the principles in this lesson, develop a list of stages 

in the process of ordering tools for your unit. 

 
Item 5 Your security measures must be balanced with what considerations? 

 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 

Continued on next page 
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Study Unit 3 Exercise, Continued 

  
Item 6 Using the guidelines presented in this MCI and your unit SOP, develop an 

“equipment usage documentation” program. 

 
Item 7 Immediately upon receiving the returned item/tool, the item/tool should be 

 
 __________________________________________________________ 
 

 
Item 8 What are three of the factors you would consider for identifying vehicle 

camouflage requirements? 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 

 
Item 9 How many netting modules are required, per TM5-1080-200-13&P, for an 

MK-23 that is 12ft high, 26ft long and 8ft wide? 
 
 ________________ modules 

Continued on next page 
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Study Unit 3 Exercise, Continued 

  
Item 10 What are the guidelines to help you to determine the best location to place 

vehicles in a tactical environment? 

 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 

 
Item 11 What document identifies the unit’s primary mission and, in turn, drives what 

you train for? 
 
 __________________________________________________________ 
 

 
Item 12 List the two purposes of lesson plans. 

 
 __________________________________________________________ 
 
 __________________________________________________________ 
 

 
Item 13 When you start planning with your end state or goal and develop a time line 

to train and practice the skills necessary to meet your goals, what planning 
method are you using? 
 
 __________________________________________________________ 
 

Continued on next page 
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Study Unit 3 Exercise, Continued 

  
Item 14 List four of the elements you must ensure are in place before training can 

begin. 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 
 

Continued on next page 
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Study Unit 3 Exercise, Continued 

 
Solutions The table below lists the answers to the study unit items.  If you have any 

questions about these items, refer to the reference page. 
 

Item 
Number 

Answer Reference 

1 BII are those essential items required to place the 
vehicle in operation, to operate it, and to do 
emergency repairs 

3-4 

2 AIA are those items that are not required to 
accompany but authorized for support of the vehicle 

3-5 

3 The SNCOIC should compare the student’s response 
to the local SOP and the concepts presented within 
the lesson.  The inspection process should follow the 
concepts of accounting for the items, inspecting 
items, and identifying unserviceable items. 

3-6 

4 Ensure the following stages are identified with as 
much detail as necessary for your unit. 
 
• Replacement tool list 
• Form completion 
• Follow-up on order 
• Tool receipt 

3-7 

5 • Threat level of theft or damage to vehicle 
equipment 

• Need for accessibility to vehicle equipment 
• Available security measures. 
• Additional surrounding security measures 

3-10 

Continued on next page 
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Study Unit 3 Exercise, Continued 

 
Solutions, 
continued 

 

 
Item 

Number 
Answer Reference 

6 The answer should include but is not limited to the 
following elements:  
 
• List what tool or item was issued by a short 

description and its serial number if it has one.  

• List who the tool was issued to, including rank, 
name, and contact phone number with unit, if not 
assigned to your unit. You can use the last four 
numbers of their SSN.  Never use their full SSN. 

• List who issued the tool by rank and name.  
When just initials are used, it is hard to read.  
Printing this information works best when used in 
conjunction with the issuer’s initials. 

• List the date the items were issued and the 
expected or required date of return. Have the 
individual use their payroll signature to verify 
their receipt and again when they return the item. 

• Use Equipment Custody Receipt (ECR) cards for 
the above information if the tool/item will be 
used for longer periods. Once returned in 
serviceable condition, the ECR can be destroyed. 

3-13 

7 Tools should be inspected for serviceability and 
cleanliness. 

3-14 

8 The response may include any of the following: 
• Mission requirements  
• Vehicle Size 
• Vehicle type 
• Number of vehicles 

3-18 -3-19 

9 3 Modules 3-22 

Continued on next page 
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Study Unit 3 Exercise, Continued 

 
Solutions, 
continued 

 

 
Item 

Number 
Answer Reference 

10 • Choose natural vegetation for integration into the 
camouflage scheme. 

• Use the topography of hills, gullies, etc. to help 
camouflage the vehicle. 

• Ensure the vehicle has easy entrance and exit to 
its designated location. 

• Think of how easy/hard it will be to navigate in 
the unit area at night. 

• Use ground guides at night to ensure each vehicle 
finds its location. 

3-23 

11 The unit’s table of organization or T/O. 3-27 
12 • Provide a historical document of training 

conducted and how. 
• Provide a guideline in preparing and presenting 

the lesson. 

3-32 

13 Reverse planning 3-34 
14 Any four of the following: 

 
• The ORA has been completed and approved. 
• Safety measures are in place. 
• The training area has been inspected the day prior 

to training. 
• The weather forecast has been reviewed if 

training is held outdoors. 
• Lesson plans and student handouts (if required) 

are competed and present. 
• Training aids are present as required. 
• Classroom and facilities have adequate lighting, 

heating/cooling, and space for students to learn as 
comfortably as possible. 

3-37 

Continued on next page 
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Study Unit 3 Exercise, Continued 

 
Study Unit 
Summary 

In this study unit, you learned about equipment inventory, control, 
camouflaging, and personnel training. 

 
Wrap Up In the next study unit, you will learn about convoy operations, both tactical 

and administrative. 
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STUDY UNIT 4 

CONVOY OPERATIONS 

Overview 

 
Scenario The same old stuff--convoys come and convoys go but the question is, Are 

your Marines trained to handle the unexpected during a convoy? 

 
Scope This study unit discusses considerations for general convoy operations and 

considerations that pertain specifically to tactical convoys.  The study unit’s 
intent is to provide guidelines for preparing your motor vehicle operators for 
convoy operations. 

 
Reading 
Assignments 

This study unit has reading assignments that are listed as references.  
Whenever a lesson has a reading assignment, make sure you read the entire 
assignment before you begin that lesson.  You will be permitted to use these 
references during the final examination so do not forget to bring them to the 
exam. 

 
In This Study 
Unit 

This study unit covers the following topics: 

 
Topic See Page 

General Convoy Operations 4-3 
Tactical Convoy Operations 4-17 
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LESSON 1 

GENERAL CONVOY OPERATIONS 

Introduction 

  
Content In this lesson, you will learn how to prepare your motor vehicle operators for 

convoy operations as well as ensuring the assigned vehicles have been 
prepared properly. 

 
Learning 
Objectives 

At the end of this lesson, you should be able to 
 
• Identify the organization of convoys. 
 
• Identify the organization of a march column. 
 
• Identify the areas an NCO must consider when preparing for convoy 

operations. 
 
• Identify how to prepare vehicles for convoy operations. 
 
• Identify the paragraphs of a convoy brief. 

 
Reading 
Assignment 

Locate the following reference, and read the identified pages in each of the 
chapters listed. 
 

Reference Chapter & (Pages) 
Ch. 1 (6 & 7) 
Ch. 2 (3 & 4) 

MCRP 4-11.3F Convoy Operations 
Handbook (available at web site below) 
https://www.doctrine.quantico.usmc.mil  Ch. 3 (1-11) 

 Continued on next page 
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Introduction, Continued 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 4-3 
Convoy Organization  4-5 
March Column Organization 4-8 
Operator Preparation 4-10 
Vehicle Preparation 4-12 
Inspecting the Convoy 4-14 
Convoy Order 4-15 
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Convoy Organization 

 
Convoy 
Purpose 

A convoy is a group of vehicles organized for the purpose of control and 
orderly movement with or without escort protection.  Convoys should move 
per the specific control measures outlined in the SOP, warning order, 
movement order, or highway regulation plan. 

 
General 
Overview 

Motor transport motor movements are classified by the likelihood of enemy 
contact and degree of control. 
 
Enemy Contact – Each movement is either one of the two with the following 
characteristics 

 
Type Characteristics 

Tactical A movement is considered tactical if there is the likelihood 
of enemy contact.  Control of the movement is greater for a 
tactical move.  Security of the convoy is the primary 
concern during tactical movements. 

Administrative A movement is considered administrative when the 
likelihood of enemy ground contact is remote or improbable 
during and after arrival at the destination.  Efficient use of 
vehicles is the primary concern during administrative 
movements. 

 
Degree of Control – Each movement has its degree of movement identified as 
the following type. 

 
Type Characteristics 

Casual Individual vehicles proceeding at will while performing 
routine administrative or support functions. 

Infiltration • Small group of vehicles moving to perform a specific 
task. 

• Follows a specific route. 
• Not required to adhere to convoy restrictions such as 

rate of march, checkpoints, and rigid start or stop 
points. 

Convoy • Organized for the purpose of control 
• With or without escort protection 
• Moves per specific control measures outlined in the 

SOP or warning order 

Continued on next page 
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Convoy Organization, Continued 

 
Types of 
Convoys 

Based on the previous explanation, convoys can be classified as follows. 
 
• Administrative – normally found in garrison and used by units when 

preparing to move to and from departure areas. 
 
• Tactical – Used in areas with increased likelihood of enemy contact, for 

example, Iraq. 

 
Convoy 
Breakdown 

Each convoy may be broken down into march column, serial, and march 
units.  The characteristics and purposes are as follows. 

 
Unit Characteristics and Purpose 

March 
column 

• A march column is divided into manageable groups 
referred to as serials and march units. 

• A column consisting of twenty vehicles or less is usually 
not divided because the convoy commander can control it. 

Serial • A serial moves from the same area, over the same route, at 
the same rate, and to the same new area as other convoy 
serials. 

• The serial is organized under and is controlled by a serial 
commander who is responsible to the convoy commander. 

March unit • A march unit is an element of a serial and moves or halts 
on command of the march unit commander. 

• March units are usually separated by a specific time or 
distance interval. 

• Truck section leaders (usually the senior Marine in the 
march unit) are designated as march unit commanders by 
the convoy commander or company commander. 

Continued on next page 
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Convoy Organization, Continued 

  
Convoy 
Breakdown, 
continued 

 

 
 Unit Characteristics and Purpose 

 

Example: (assuming the vehicles are in a staging area) This is a march column 
with two serials (each serial has three march units). 
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March Column Organization 

 
March Column 
Organization 

Each march column has three parts. 

• Head – The first vehicles of the column is the normal location of the 
convoy commander.  These vehicles contain a pacesetter. 

 
• Main Body – The largest part of the convoy consists primarily of vehicles 

carrying troops, equipment, and/or supplies. 
 
• Trail – The last vehicles in the column is the normal location of the unit 

commander who communicates with the convoy commander to control 
movement. 

 
Other elements can be attached to provide security as well as control at 
critical points along the convoy route. 

 
Convoy 
Movements 

Convoy movements are classified into three types, close, open, and 
infiltration.  The types are described below. 

 
Type Description 

Close column • Makes column control and intra-column communications 
easier by closing following distances. 

• Following distance is sufficient to prevent collision and 
is dependent upon road conditions, weather conditions, 
terrain, and convoy security requirements. 

• Generally used in blackout operations, over poorly 
marked routes, in areas where hostile action is not 
imminent. 

Open column • Distance between vehicles is increased to enhance 
dispersion. 

• Increases the degree of passive protection against hostile 
observation and air attack. 

Infiltration • Provides the best passive defense against hostile 
observation and attack. 

• Provides the least active defense capability if individual 
or small groups of vehicles are attacked. 

• Vehicles are dispatched individually or in small groups at 
irregular intervals. 

Continued on next page 
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March Column Organization, Continued 

 
March Column 
Discipline 

It is the responsibility of everyone within the convoy to be familiar with both 
the operational area and appropriate security and defensive techniques.  This 
begins with the operators of the vehicles.  Their ability to perform in a convoy 
is the direct result of how well the NCO has trained them.  Factors such as 
vehicle gap, speed, observing safety and performing at-halt maintenance 
requires thorough training and verification by the NCO. 

 
Convoy NCOs There are many sections that influence convoy operations.  As an NCO, you 

often do not interface these sections.  It is sufficient that you understand your 
role in conducting convoy operations and that the success of everyone rests 
with your performing your duties to the best of your ability.  Ensure you have 
thoroughly read your unit’s SOP on convoy operations.  In Iraq, many units 
had to rewrite their SOPs concerning convoy operations and this was largely 
due to good NCOs having a solid understanding of the current unit SOP and 
realizing the SOP didn’t work for their situation and recommended changes 
as needed. 
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Operator Preparation 

 
Vehicle 
Operator 
Preparation 

One of the greatest contributions of an NCO is ensuring the individual 
operators are prepared for their mission.  This preparation begins weeks and 
months before the operation begins. Poor driver preparation is probably the 
second greatest cause of convoy interruptions, second only to poor 1st echelon 
maintenance.  The following areas of operator preparation need the direct 
attention of the NCO well before a vehicle operator begins his or her convoy 
mission. 

 
Area Action 

Sleep Make sure each operator gets the most sleep you 
can afford him or her. 

Personal gear Each operator should be given a minimum gear list 
required on the mission.  Check to ensure 
unnecessary personal gear that will interfere with 
their ability to drive or react as required is not 
taken. 

Pre-occupation Knowing your operators is key towards ensuring 
the operator has no mental distractions such as 
worrying about home, financial problems, or 
“Dear John” letters. 

Presence at convoy 
brief 

Ideally, everyone in the convoy should be at the 
convoy brief but realistically, and at the minimum, 
every driver and aide driver must be at the convoy 
brief.  If assigned, security team leaders and other 
key personnel should be there also.  Refer to local 
SOP. 

 
Assistant 
Operator 

The assistant operator should be a person who can replace the operator if it 
becomes necessary.  Ensure each assistant operator is trained to the same high 
level as the operator and plan for the worst-case scenario. 

 
Safety Train all operators thoroughly in safety matters.  Ensure everyone knows they 

are responsible for identifying unsafe conditions.  Only calculated risks 
should be taken and the convoy commander makes the risk determination via 
operational risk assessment (ORA) completed before the convoy.  If unsafe 
conditions are seen, they should be addressed immediately.  Remember, it is 
always easier to apologize to someone for being overly safe than it is to attend 
his or her funeral. 

Continued on next page 
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Operator Preparation, Continued 

 
Convoy 
Training 

Motor transport is one of the skills that can be easily rehearsed nearly every 
day.  As an NCO, you must ensure the operators are trained in the details of 
the following areas pertaining to convoy operations. 

 
Training Area Description 

Map reading Every operator needs to know how to read a military 
map as well as any hand drawn strip maps they will 
be using during convoys. 

PLGRS / GPS / 
compass reading 

Operators need to be able to use both electronic and 
non-electronic navigational aids.  Do not assume that 
every Marine knows how to use a compass just 
because they graduated from boot camp.  It is a 
perishable skill. 

Vehicle knowledge Train your operators in every aspect of the vehicle.  
Use sections III, IV, V, and VI in the vehicle’s TM-
10 manual as a checklist to guide the training of your 
Marines. 

Immediate action 
drills 

Train and conduct immediate action drills for attacks 
from the ground (ambushes and booby-traps 
commonly called “improvised exploding devices” or 
IED), from the air, and from artillery fire. 

Actions at halts Operators need to know what to do at the convoy’s 
start point, check points, and halts.  This includes 
during operation PMCS. 

Night and limited 
visibility driving 

This should include driving with blackout lights and 
NVGs as well as in heavy rain, snow and sand 
storms, and fog. 

Communication Train in both electronic (Singars, Infantry Squad 
Radios (ISR), cell phones) as well as non-electronic 
communication devices (whistles, horns, hand-and-
arm signals, flags, pyrotechnics).  Communication 
should become second nature. 

Abandoned vehicles 
and accidents 

Include procedures to assess time to repair and how 
to disable vehicle to prevent enemy usage. 

Speed and following 
distances 

Each operator must know the capabilities of the 
vehicle at the prescribed convoy speed.  This will 
directly affect their ability to judge following 
distances and ability to stop given the road 
conditions, vehicle load and speed. 
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Vehicle Preparation 

 
PMCS The greatest asset an operator has to prepare a vehicle for convoy operations 

is the vehicle’s TM-10 manual.  Each operator has to follow the TM-10 
thoroughly to ensure all 1st echelon PMCS is completed and all potential 
problems are forwarded to the next level of corrective maintenance.  
Experienced NCOs have found poor first echelon PMCS to be the greatest 
preventable cause for convoy interruptions. 

 
SOP In nearly all unit SOPs, there will be specific instructions pertaining to the 

following areas. 
 
• Cargo loading plans 
• Personnel loading plans (who sits or rides where) 
• Levels of fuel and other fluids, tire air pressure, antifreeze protection level, 

etc. 
• Vehicle height (highest point of vehicle, including planned cargo) 
• Vehicle weight (determined after loaded with planned cargo) 
• Vehicle hardening (type and location of materials) 
• Vehicle marking (what, where, when and who will apply/remove the 

markings) 
 
It is your responsibility as an NCO to be thoroughly familiar with your unit’s 
SOPs well before the time for vehicle preparation. 

 
Vehicle Fluids One of your most important duties with convoys is to verify that the fluid 

levels of each vehicle are correct.  This includes any extra fluids and fuel each 
vehicle may be required to have, including containers, such as fuel cans, 
water cans, etc. 

 Continued on next page 
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Vehicle Preparation, Continued 

 
Vehicle Loads It is very important that before you send a vehicle to the staging area you 

verify that it has been loaded in accordance with the load plan.  You should 
always seek answers to the following questions. 
 
• Do you have the load plan for each vehicle? 
• Does each vehicle have the right gear on it according to the load plan? 
• Is the cargo weight distributed properly? 
• Does the cargo and vehicle exceed the height limits? 
• Is the gear secured properly (tied, lashed, blocked and braced, etc.)? 
• Will the vehicle be pulling a trailer?  (Ask the above questions for each 

trailer as well). 
• Is the truck matched and connected to the trailer it’s planned to pull? 
• Is the vehicle planned to haul personnel? 
• If hauling personnel, is the vehicle equipped properly and does everything 

work (troop seats, safety strap, canvas, etc.)? 

 
Staging Plan This is another area that is generally covered by higher echelon orders.  

Notwithstanding this, provided are guidelines to prepare convoy vehicles for 
departure as well as when they return. 
 
• Execute reverse planning.  Think of the last actions the operators must do 

before securing after the convoy is done then look backwards through 
every step and action up to the current time. 

 
• Consolidate functions to ensure best use of time and to avoid anything 

from “falling through the cracks.”  For example, have the operators fuel up 
to the prescribed level immediately before staging the vehicles.  Another 
useful tip is to make checklists for all the drivers to review at each stage of 
convoy preparation.  This places the responsibility on them to ensure each 
step is completed, allowing the NCO more time to verify and deal with the 
unexpected such as vehicle problems or injured operators. 
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Inspecting the Convoy 

 
Overview Once the convoy is staged, you now have the all important task to inspect 

each and every detail of the convoy. 

 
Vehicle Staging Verify all of the following elements: 

 
• The vehicles are in the correct march order. 
• The vehicles are in the correct serial unit. 
• Each vehicle is accounted for against the vehicle roster and convoy plan. 

 
Driver and 
Passenger 
Accountability 

You must verify that all personnel are accounted for.  If that means having a 
formation then ordering everyone to stay in his or her vehicles, so be it.  
Verify that all passengers who are scheduled to ride in the back are present as 
well. 

 
Security You must have a plan for security of the vehicles.  The security plan is for 

when the vehicles are halted and left unattended.  This could be as extended 
halts for chow or overnight.  Develop a security plan prior to the convoy 
initial movement. Once you reach your destination security can begin their 
mission.  Additionally, as you inspect the vehicles, make notes as to the 
location of the high value items.  Verify that the security personnel know the 
location of these items. 
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Convoy Order 

 
Standardized 
Briefs/Orders 

While each unit has their own “style” of convoy order, the 5 paragraph order 
is the standard orders format used throughout the Marine Corps.  The 5 
paragraphs are situation, mission, execution, administration and logistics, 
command and signal (making up the acronym SMEAC).  Some motor 
transport units add an S for a sixth paragraph on safety (SMEACS).  Although 
safety should be a part of every step of SMEAC, there are additional safety 
considerations for operating motor vehicles. 

 
Sample Order Appendix B contains a sample convoy order.  Review this appendix in its 

entirety.  It is provided to help in developing your own convoy orders.  Adjust 
the order’s content as dictated by your situation and convoy needs; however, 
do not adjust the format.  The SMEAC format is recognized throughout the 
Marine Corps and will aid your operators understanding of the convoy order 
in their future units. 

 
Challenge Develop a convoy order job aid that can be used to give a convoy brief.  It 

must be easy to read, laminated, no larger than 5” x 8” (multiple pages if 
required) and in accordance with your unit SOP. 
 
To ensure it will meet your needs, after you have created the aid, give it to 
three other Marines to give convoy briefs.  Use your local SOP to serve as 
your answer guide. 

 
Unit SOP Your unit SOP should include additional details for each sub-element under 

each paragraph of the convoy order.  Review the SOP thoroughly before you 
are tasked with developing a convoy brief. 

 
Routine Habit Get into the habit of delivering your daily briefing of vehicle commitments in 

the SMEACS format.  This will help to ingrain in you the format and your 
unit’s requirements, eventually making the delivery of convoy briefs second 
nature. 
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LESSON 2 

TACTICAL CONVOY OPERATIONS 

Introduction 

 
Scenario There are too many scenarios that could take place in combat to give you just 

one, but you must remember the difference between administrative and 
tactical convoys is the presence and likelihood of enemy contact. 

 
Content In this lesson, you will learn the basic characteristics and considerations 

involved with tactical convoy operations. 

 
Learning 
Objectives 

At the end of this lesson, you should be able to 
 
• Identify the characteristics of ambushes to tactical convoys. 
 
• Identify vehicle-hardening considerations. 
 
• Identify tactical convoy specific training requirements. 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 4-17 
Ambush Characteristics 4-18 
Vehicle-Hardening Considerations 4-23 
Tactical Convoy Specific Training 4-24 
Study Unit Exercise 4-26 
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Ambush Characteristics 

 
Ambush Types There are two general types of ambushes. 

• Immediate – harassing, hasty, or ambushes of opportunity 
 
• Deliberate – point ambushes (single killing zone) or area ambushes 

(multiple related point ambushes). 
 
Ambushes can be employed both day and night and can involve both short or 
long-range fires.  Ambushes can be initiated be remote control devices. 

 
Ambush 
Formations 

Immediate ambush formations can take nearly any style.  Deliberate 
ambushes are normally executed in seven methods, five point-type versions 
and two area-type versions.  The deliberate ambush characteristics are listed 
below. 

 
Formation Characteristics 

Linear 
Ambush 

 
(Point 
Type) 

• The attack force is deployed generally parallel to the 
convoy’s axis of movement.  This places all, or part, of 
the convoy in the killing zone and subjects it to flanking 
fires. 

 

• Convoy can be trapped in the killing zone by natural 
obstacles, mines, and booby traps. 

 
 

 

Continued on next page 
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Ambush Characteristics, Continued 

 
Ambush 
Formations, 
continued 

 

 
Formation Characteristics 
L-Shaped 
Ambush 

 
(Point 
Type) 

• The main ambush force is parallel to the convoy and 
delivers flanking fire. 

• The short side of the attack force is at right angles to the 
convoy and delivers enfilading fire that interlocks with the 
main fire force. 

• The convoy is caught in the established killing zone. 
• The L-formation can also be used along a bend in a road. 
 

 

Z-Shaped 
Ambush 

 
(Point 
Type) 

• The attacking force is deployed both parallel and 
perpendicular to the axis of the convoy. 

• The convoy receives both flanking and enfilading fires.  
In addition, reaction forces can be prevented or delayed 
from reaching the convoy under attack by the enemy’s 
enfilading fires. 

 

 

Continued on next page 
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Ambush Characteristics, Continued 

 
Ambush 
Formations, 
continued 

 

 
Formation Characteristics 
T-Shaped 
Ambush 

 
(Point 
Type) 

• The attack force is deployed across, and at right angles to 
the convoy’s route of movement. 

• Terrain, mines, and booby traps restrict the flanks. 
• Attack can be switched to the opposite direction by the 

attacking force reversing its position. 
 

 

V-Shaped 
Ambush 

 
(Point 
Type) 

• Attack force is deployed along both sides of the convoy’s 
route of movement so that it forms the letter “V.” 

 

• Subjects the convoy to enfilading, interlocking, and some 
flanking fire. 

 

 

Continued on next page 
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Ambush Characteristics, Continued 

 
Ambush 
Formations, 
continued 

 

 
Formation Characteristics 
Multiple-

Point 
Ambush 

 
(Area Type) 

• Established in an area having several roads or other 
escape routes. 

• Established along the roads or other escape routes leading 
away from the central killing zone. 

• Convoy is permitted to enter the killing zone.  Outlying 
ambushes do not attack unless discovered. 

• When the ambush is initiated, any friendly elements 
attempting to break contact are intercepted and destroyed 
by the outlying ambushes. 

 

 

Continued on next page 
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Ambush Characteristics, Continued 

 
Ambush 
Formations, 
continued 

 

 
Formation Characteristics 

Baited-Trap Ambush 
 

(Area Type) 

• A central killing zone is established together with 
several point ambushes along the routes relieving 
or reinforcing units would have to use. 

• The target in the central killing zone serves as 
"bait" to lure relieving and reinforcing units into 
the fires of the outlying ambushes. 
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Vehicle-Hardening Considerations 

 
Vehicle 
Hardening 

A hardened vehicle is one that is made less vulnerable to the effects of 
explosives or small arms fire.  This can be done using the following methods. 
 
• Addition of sandbags 
• Steel plating 
• Other passive protection devices 

 
Vehicle 
Capacity 

In general, when you harden a vehicle, you lessen the capacity of the vehicle 
as follows: 
 
• If you add more weight due to steel plating, you decrease the overall range 

the vehicle can travel and therefore its fuel mileage (miles per gallon). 
 
• If you add sand bags to harden the bottom of the cargo bed, you have less 

space for cargo and you can carry less cargo weight as well. 
 
• Adding more weight to the vehicle directly increases the wear on the 

vehicle and increases the maintenance requirements. 

 
Hardening 
Considerations 

Use the following considerations when you harden vehicles. 
 
• Flexibility – You have to balance the degree of protection with the purpose 

of the vehicle.  If it’s bomb, bullet, nuclear, and chemical proof, the 
vehicle probably will not move. 

 
• Weight – Discussed earlier, the more weight you add to the vehicle, the 

less cargo and personnel you can haul. 
 
• Availability – Standard armor kits are not always available.  In Operation 

Iraqi Freedom, there were no armor kits for the MK-23 7-ton vehicles, so 
the Marines had to use materials available to them. 

 
• Road Types – The type of roads you drive on must be considered.  Weight 

can reduce your ability to maneuver on certain terrain. 
 
• Maintenance – As mentioned earlier, normally increasing the weight of the 

vehicle increases the maintenance requirements. 
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Tactical Convoy Specific Training 

 
Pre-Operation 
Training 

At the risk of pointing out the obvious, you must model your training as close 
as possible to the geography of the operational area you will be in during your 
pre-operation training.  If you will be in open desert, do not spend all your 
time training for jungle type of near ambushes.  While you may not be able to 
simulate the exact weather conditions, find training locations that are similar 
to your potential operation area. 

 
Immediate 
Action Drills 

Immediate action drills are when you practice the wide variety of situations 
that can happen to you during tactical convoys but you have no prior 
knowledge of the situation.  Immediate action drills must be practiced until all 
members of the convoy can execute their duties without hesitation.  Examples 
of immediate action drills that you can train for include the following. 
 
• Near ambushes by ground forces 
 
• Remote detonated explosives followed by enemy fire from afar 
 
• Sniper fire (specifically, fire intended to incapacitate or kill the driver) 
 
• Artillery and mortar attacks 
 
• Aircraft attacks 
 
• Boobytraps (casualty care) 
 
• Roadblocks with hasty and deliberate ambushes (include variations with 

sniper fire or mortar attack in the middle of clearing the road block). 

Continued on next page 
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Tactical Convoy Specific Training, Continued 

 
Convoy 
Support 
Training 

Do not forget to practice the other support requests that will happen to your 
tactical convoys in hostile operations.  Appendix B provides you additional 
convoy information in the form of questions you should be asking before, 
during, and after tactical convoy training.  The following scenarios should be 
practiced as often as possible. 

• Medivac request 
• Close air support 
• Call for artillery fire (including using fire support plans) 
• Land navigation from a vehicle on the move using both global positioning 

systems as well as traditional compasses. 

 
Challenge 
Exercise 

Develop job aids that can be used by vehicle operators.  They must be easy to 
read, laminated, no larger than 5” x 8” and in accordance with your unit SOP 
so any operator can execute the following requests. 
 
• Request close air support to suppress an enemy position 
• Request artillery fire (at both predetermined targets and targets of 

opportunity) 
• Request medivac for wounded and killed in action 
• Provide a situation report to higher headquarters 
 
To ensure they meet your needs, after you have trained your vehicle operators 
in requesting the above, let them use the aids to complete the tasks trained.  
Use your local SOP as your answer guide. 

 
Unit SOP 
Training 

You must train as your unit SOP dictates.  This is how you refine your SOP to 
best fit the situation.  As the battles have moved from the jungles of Southeast 
Asia (Vietnam) to the open flat areas of Southwest Asia (Iraq), unit SOPs 
have been evolving.  Also, as missions have evolved through the “3 block 
war” envisioned by Gen. Krulak, unit SOPs have had to evolve as well.  It 
was reported that during Operation Iraqi Freedom some Marine convoy SOPs 
had to be totally rewritten, often during the actual convoy, due to 
encountering unexpected events.  Maintaining the flexibility for which 
Marines are renown, they applied solid tactical principles, and the convoys 
were able to complete the mission. 
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Study Unit 4 Exercise 

 
Directions for 
Item 1 Through 
Item 8 

Read each item and answer it accordingly.  Where designated, your MT 
SNCOIC will be the evaluator of your responses.  Use additional paper to 
write your answers as required. 

 
Item 1 What are the two classifications of convoy organizations? 

 
1. ________________________________________________________ 

2. ________________________________________________________ 

 
Item 2 What are the three parts to a march column? 

 
1. ________________________________________________________ 
 
2. ________________________________________________________ 
 
3. ________________________________________________________ 

 
Item 3 Identify three of the areas that you must consider to prepare operators for 

convoy operations 
 
1. ________________________________________________________ 
 
2. ________________________________________________________ 
 
3. ________________________________________________________ 

 
Item 4 What is the greatest asset available to an operator for preparing a vehicle for 

convoy operations? 
 
 __________________________________________________________ 

 Continued on next page 
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Study Unit 4 Exercise, Continued 

 
Item 5 What are the six main paragraphs of a convoy order?  List them in proper 

order. 
 
1. ________________________________________________________ 
 
2. ________________________________________________________ 
 
3. ________________________________________________________ 
 
4. ________________________________________________________ 
 
5. ________________________________________________________ 
 
6. ________________________________________________________ 

 
Item 6 Without the use of your MCI or any reference material, draw one example of 

each of the following ambushes and describe the characteristics that make it 
effective against tactical convoys.  Label all elements of each drawing.  Use 
additional paper and give your drawings and list of characteristics to your MT 
SNCOIC for grading. 
 
• Linear Ambush 
• Z-Shaped ambush 
• T-Shaped ambush 
• V-Shaped ambush 

 
Item 7 How is the vehicle capacity affected when the vehicle is hardened? 

 
 __________________________________________________________ 
 
 __________________________________________________________ 
 
 __________________________________________________________ 

 Continued on next page 
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Study Unit 4 Exercise, Continued 

 
Item 8 List as many situations you can think of that a tactical convoy may encounter 

that you must practice immediate actions drills for.  Use additional paper as 
necessary. 
 
1. ________________________________________________________ 
 
2. ________________________________________________________ 
 
3. ________________________________________________________ 
 
4. ________________________________________________________ 
 
5. ________________________________________________________ 
 
6. ________________________________________________________ 
 
7. ________________________________________________________ 
 
8. ________________________________________________________ 
 
9. ________________________________________________________ 
 
10. ________________________________________________________ 
 
11. ________________________________________________________ 
 
12. ________________________________________________________ 
 
13. ________________________________________________________ 
 
14. ________________________________________________________ 
 
15. ________________________________________________________ 
 
16. ________________________________________________________ 
 
17. ________________________________________________________ 

Continued on next page 
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Study Unit 4 Exercise, Continued 

 
Solutions The table below lists the answers to the exercise items.  If you have any 

questions about these items, refer to the reference page. 
 

Item 
Number Answer Reference 

1 1. Administrative 
2. Tactical 

4-6 

2 1. Head 
2. Main Body 
3. Tail 

4-8 

3 The answers may include any of the following: 
 
• Sleep 
• Personal gear 
• Preoccupation 
• Presence at convoy brief 

4-10 

4 The vehicle’s TM-10 manual 4-12 
5 1. Situation 

2. Mission 
3. Execution 
4. Administration and logistics 
5. Command and signal 
6. Safety 

4-15 

6 SNCOIC – Using the MCI or TM 11240-14/2, 
review and evaluate the students drawings and 
characteristics for each ambush given.  The student 
should have listed at least two correct characteristics 
for each ambush type. 

4-18 
to 

4-22 

Continued on next page 
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Study Unit 4 Exercise, Continued 

 
Solutions,  
continued 
 

Item 
Number Answer Reference 

7 Lessens the overall range and miles per gallon it can 
travel. 
Reduces space for cargo as well as can carries less 
overall cargo weight. 
Increases the wear on the vehicle and increases the 
maintenance requirements 

4-23 

8 The situations can include but are not limited to the 
following. 
 
Near ambushes by ground forces 
 
Remote detonated explosives followed by enemy fire 
from afar 
 
Sniper fire (specifically incapacitating or killing the 
driver) 
 
Artillery and mortar attacks 
 
Aircraft attacks 
 
Road blocks with hasty and deliberate ambushes 
(include variations with sniper fire or mortar attack 
in the middle of clearing the road block) 
 
Boobytraps with casualties to care for 

4-24  

 
Study Unit 
Summary 

In this study unit, you learned what you should consider for general convoy 
operations as well as those that pertain specifically to tactical convoys. 
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APPENDIX A 

CHECKLISTS 

Introduction 

 
References The references for the checklists include 

 
• DoD Handbook 0-2000.12-H (Protection of DoD Personnel Against 

Terrorist Acts). 
 
• DoD Security Standards dated May 1993. 

 
Scope The appendix provides a list that is not all-inclusive, but rather a starting point 

for personnel responsible to immediately assess their security program.  
Furthermore, the checklists can be used as guides to implement comprehensive 
force protection programs as the situation may dictate. 

 
Table of 
Contents 

This appendix contains the checklists used as guides for base security 
operations.  The table of contents is listed below for your convenience.  

 
Topic See Page 

Force Protection Program Checklist A-2 
Installation-Perimeter Security Checklist A-5 
Facilities-Buildings Security Checklist A-11 
Port-Harbor Security Checklist A-16 
Transportation Security Checklist A-21 
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FORCE PROTECTION PROGRAM 
 
1. FORCE PROTECTION CHECKLIST: 
 

a. Does the unit/activity have a current copy of Force Protection and DoD Handbook 0-
2000.12-H, Protection of DoD Personnel and Activities Against Acts of Terrorism and 
Political Turbulence? 

b. Has the unit/activity appointed, in writing, a Force Protection Officer/Physical Security 
Officer to develop and manage the organization’s Force Protection/Physical Security 
Programs? 

 c. Does the unit/activity have a Force Protection Plan that includes the following: 
(1)   Unit actions to be taken if a THREATCON is declared or upgraded, or a terrorist  
 action occurs? 
(2)   The JCS THREATCON System and locally supplemented measures relative to  
 the unit’s geographic location? 

  (3)  Reporting procedures if a suspicious activity is detected? 
  (4)  Annex on current threat analysis? 
  (5)  Total number/complete identity of all assigned personnel to include dependents (if 

applicable). 
(6)   An index listing key host nation, ARCENT, JRAC, USDR, Embassy, and chain of 

command points of contact, to include servicing medical/security personnel in the 
event of an emergency? 

(7)   Emergency evacuation procedures approved by the chain of command/  
 supervision? 
(8)  Procedures to document coordination of force protection improvements that 

transcend into host nation/Embassy/USDR responsibility? 
  (9)  Emergency Action Procedures? 
  (10) Employment of Technological Security Enhancements? 

(11) CJCSI 3150.03, OPREP-3 report procedures? 
(12) Has a current list of MEVA been collected and reviewed?  
(13) Is the frequency of recurring inspection in accordance with current regulation?   
(14) Are suspense dates placed on inspection reports?  What determines whether a  
 report is suspended? (Recommendation)  

  (15) Is an administrative system developed to ensure receipt of corrected action by the 
suspense date?  

  (16) Are unannounced inspections conducted on a random basis?   
  (17) Are derogatory and outstanding reports routed through inspected unit’s higher 

headquarters?  
  (18) Are administrative files established identifying each unit/activity being inspected?  
  (19) Are copies of exceptions, waivers, previous inspection reports, responses, and 

security construction statements for the applicable unit/activity maintained on file?  
  (20) Does the physical security plan identify all installation MEVA and define protective 

measures?  
  (21) Is an IDS management program established for the design, acquisition, installation 

and maintenance of IDS and other electronic security equipment?  
  (22) Does security plan outline a security force capable of ensuring enforcement of 

established security measures and procedures?  
  (23) Does security plan contain specific guidance on planning and actions to be taken in 

response to demands, threats, or actions by terrorist groups?  
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FORCE PROTECTION PROGRAM CHECKLIST (cont.) 
 

  (24) Does security plan provide definitive procedures for liaison between military police 
patrols and security guard posts, and for military police response to an illegal act 
reported through security guard channels?   

  (25) Does security plan contain procedures for handling bomb threats?  
  (26) Does security plan contain a threat analysis of the installation/facility in terms of 

sabotage, espionage, theft, or pilferage?  
  (27) Does security plan contain adequate control measures for personnel, material, and 

vehicles?   
  (28) Does security plan contain sufficient information to adequately define and indicate the 

manner in which the following aids to security will be used?  
     __ Perimeter barriers __ Protective lighting __ Intrusion detection __ Comm. 

  (29) Does security plan contain general information applicable to security force personnel 
with detailed instructions attached as annexes?  

  (30) Does security plan contain general information applicable in a disaster, fire, flood, 
etc.?     

  (31) Does security plan contain coordinating instructions with other military and civilian/host 
nation agencies?   

  (32) Is the plan the result of a joint coordinated staff effort?  
  (33) Was the last physical security survey conducted within last 36 months?  
  (34) Did the survey identify physical security shortcomings or deficiencies that contribute to 

an identified vulnerability?  
  (35) Were recommendations submitted as to how the shortcomings could be corrected or 

the vulnerability lessened?   
(36) Was the survey sent to the installation commanders? 
(37) Have ADP facilities been identified and included in the survey and inspection  
 program?   

  (38) Is the need for physical equipment determined and projected?   
  (39) Is coordination with DPW/Engineers maintained?  Does the physical security officer 

periodically review plans for installation structures?  
  (40) Does physical security officer attend installation Planning Board?  
 
 d. Has a copy of the plan been furnished to the applicable personnel?  Is it reviewed at least 

annually, or as required based on deployment schedules? 
 e. Are antiterrorism/force protection briefings given to all deployed personnel within 48 hours 

after arrival in country?  Are the briefings documented? 
 f. Are briefings supplemented with use of deadly force/scenario based training for all 

personnel performing law enforcement and security duties? 
 g. Are refresher briefings given every 12 months (if applicable) or sooner, as local 

circumstances warrant? 
 h. Were unit personnel briefed and/or trained relative to the terrorist threat prior to 

deployment? 
i. Did the commander conduct an antiterrorism self-inspection within 7 days of arrival in 
 theater?  
j. Have force protection enhancements such as security personnel, physical security 

equipment, and facility/site improvements been thoroughly coordinated with the supporting 
higher headquarters for resource assistance? 
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FORCE PROTECTION PROGRAM CHECKLIST (cont.) 
 

2. SECURITY ASSESSMENTS 
 
FORCES ARE FREQUENTLY EMPLOYED FOR SECURITY OPERATIONS OR OTHER SHORT TERM, 
CONVENTIONAL, COMBAT-RELATED TASKS.  EASILY DEFENDED LOCATIONS ARE OFTEN RARE 
IN BUILT-UP AREAS DUE TO THE DENSITY OF BUILDINGS, POPULATION, OR LACK OF PROPER 
COVER AND CONCEALMENT.  POLITICAL RESTRICTIONS MAY ALSO LIMIT THE MILITARY’S 
ABILITY TO CONSTRUCT FORTIFICATIONS OR DISRUPT URBAN AREAS.  THESE LIMITATIONS 
REQUIRE MILITARY PLANNERS TO ADAPT EXISTING STRUCTURES TO PROVIDE PROTECTION 
BASED ON THE MISSION, POTENTIAL FOR ATTACK, AND ABILITY TO USE SURROUNDINGS 
EFFECTIVELY.  OPERATIONAL UNITS MAY ALSO BE REQUIRED TO RELOCATE THEIR FORCES 
BASED ON UNACCEPTABLE SECURITY AND FORCE PROTECTION RISKS INHERENT IN THE 
DEPLOYED ENVIRONMENT.  THE FOLLOWING CHECKLISTS COVER A WIDE SPECTRUM OF 
MISSION POSSIBILITIES.   
 

SITE OVERVIEW 
 
1.  DATE OF ASSESSMENT:  _______________________________________________________ 
2.  UNIT ASSESSED:_______________________________________________________________ 
3.  LOCATION (INCLUDE GRID COORDINATES):________________________________________ 
 _____________________________________________________________________________ 
4.  LAST TIME THIS UNIT WAS ASSESSED IN AOR? _____________________________________ 
5.  LAST TIME THIS SITE/LOCATION WAS ASSESSED?___________________________________ 
6.  PREVIOUS DEFICIENCIES UNCORRECTED?  SEE TAB: ________________________________ 
7.  PERSONNEL:_____________________________________________________________________ 
8.  PERSONNEL CONTACTED: _________________________________________________________ 
9.  SITE PLAN EXISTS?  YES / NO 
10.  ENCLOSURES: 
 
TAB A - INSTALLATION/PERIMETER CHECKLIST 
 
TAB B - FACILITIES/BUILDINGS CHECKLIST 
 
TAB C - HARBOR-PORT SECURITY CHECKLIST  
 
TAB D - TRANSPORTATION SECURITY CHECKLIST  
 
TAB E - MAPS, DIAGRAMS, PHOTOS USED (ADD AS REQUIRED) 
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INSTALLATION-PERIMETER SECURTIY CHECKLIST 
 
1. PERIMETER SECURITY. 
 
 a.  PHYSICAL BARRIERS. 
 
  (1) YES / NO  IS THERE SOME TYPE OF PHYSICAL BARRIER I.E., WALL, FENCE, ETC.,  
       AROUND THE INSTALLATION?  IF YES, DESCRIBE.  INCLUDE GUARD 
       TOWERS, ANTI-VEHICLE DITCHES, GROUND SENSORS, AND  
       EXCLUSION ZONES IF APPLICABLE. (USE CONTINUATION SHEETS IF  
       NECESSARY.)   
________________________________________________________________________________________

________________________________________________________________________________________

____________________________________________________________________________ 

  (2)  YES / NO  DOES THE BARRIER ESTABLISH THE PROPERTY LINE? 
  (3)  YES / NO  IS THE BARRIER A DETERRENT TO ENTRY?  IF NOT, EXPLAIN. 
  (4)  YES / NO  DOES THE BARRIER ESTABLISH PERSONNEL CONTROL? 
  (5)  YES / NO  DOES IT ESTABLISH VEHICLE CONTROL? 

  (6)  YES / NO  ARE THERE ANY HOLES/BREACH POINTS IN THE BARRIER OR FENCE 
LINE?  IF SO, WHERE? 

  (7)  YES / NO  ANY PLACES ALONG THE BARRIER/FENCE WHERE THE GROUND IS 
       WASHED AWAY? 
  (8)  YES / NO  ARE THERE ANY PLACES WHERE STREAMS, DRAINAGE DITCHES  
       AND/OR TUNNELS ENTER THE PERIMETER BARRIER?  IF SO, WHERE? 
____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

  (9)  YES / NO  ARE THE ABOVE ENTRY POINTS PROTECTED? 
  (10)  YES / NO IS THERE A CLEAR ZONE ON EACH SIDE OF THE BARRIER/FENCE?   
       WHAT IS THE CLEAR ZONE DISTANCE ON THE EXTERIOR OF THE  
       BARRIER/FENCE?  _____________________________________________ 
  (11)  YES / NO DOES THE PERIMETER MEET THE MINIMUM DOD STAND-OFF DISTANCE 
       REQUIREMENT?  WHAT IS THE DISTANCE FROM THE NEAREST INTERIOR 
       BUILDING TO THE BARRIER/FENCE LINE IN FEET? __________ 
  (12)  YES / NO IS THE CLEAR ZONE OBSTRUCTED BY OBSTACLES/ MATERIAL NEAR  
       THE FENCE? 
  (13)  YES / NO ARE THERE ANY POLES NEAR THE BARRIER OR FENCE THAT CAN BE  
       USED FOR ENTRY OR EXIT? 
  (14)  YES / NO ARE THERE ANY TREES/SHRUBBERY IN THE CLEAR ZONE? 
  (15)  YES / NO SHOULD TREES BE REMOVED OR SHRUBBERY TRIMMED? 
  (16)  YES / NO IS THERE A SCHEDULED MAINTENANCE/ LANDSCAPE CONTRACT TO  
       KEEP THE CLEAR ZONE CUT TO ALLOW A CONTINUOUS  
       UNOBSTRUCTED VIEW OF THE BARRIER/FENCE? 
  (17)  YES / NO ARE THERE ANY OPENINGS OTHER THAN GATES OR DOORS IN THE  
       BARRIER OR FENCE THAT ARE UNPROTECTED? 
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INSTALLATION-PERIMETER SECURITY CHECKLIST (cont.) 
 
  (18)  YES / NO ARE THERE 'NO TRESPASSING' SIGNS POSTED ON THE FENCE  
       EXTERIOR AT REGULAR INTERVALS IN LOCAL AND ENGLISH  
       LANGUAGES? 
  (19)  YES / NO IS THE ENTIRE FENCE LINE WITHIN EASY VIEW OF PATROLLING  
       GUARDS OR CLOSED CIRCUIT TV? 
  (20)  YES / NO IS THE PERIMETER BARRIER/FENCE INSPECTED REGULARLY? 
  (21)  YES / NO IS IMMEDIATE ACTION TAKEN TO REPAIR REPORTED PERIMETER  
       DAMAGE? 
  (22)  YES / NO ARE VEHICLES ALLOWED TO PARK NEAR THE BARRIER/FENCE, BOTH  
       INTERNALLY AND EXTERNALLY? 
  (23)  HOW MUCH TIME WOULD IT TAKE TO PENETRATE THE BARRIER/FENCE USING 
     ONE OF THE FOLLOWING?   
 
    WIRE CUTTERS:  ________________ OTHER HAND TOOLS:  __________________  
    POWER TOOLS:  ________________   VEHICLE:  _____________________________  
    EXPLOSIVES:  ___________________  
  (24)  HOW MANY ENTRANCE POINTS TO THE PERIMETER?    _________ 
        HOW MANY DIFFERENT EXITS ONLY?  ________________________ 
 
 b.  GATES AND DOORS. 
 
  (25)  YES / NO ARE ALL GATES/DOORS SECURED AND OPERATING PROPERLY? 
  (26)  YES / NO DO SWING GATES CLOSE WITHOUT LEAVING A GAP? 
  (27)  YES / NO ARE GATES WHICH ARE RARELY USED PROPERLY SECURED AND  
       FREQUENTLY CHECKED? 
  (28)  YES / NO ARE THE LOCKING DEVICES ADEQUATE?  DO THEY DO THE JOB? 
  (29)  YES / NO ARE ALARM DEVICES USED ON ANY GATES? 
  (30)  IF ALARMS ARE USED, DO THEY PROVIDE:  
     YES / NO A LOCAL SIGNAL? 
     YES / NO A SIGNAL AT A GUARD OFFICE? 
  (31)  YES / NO ARE ALARMS CHECKED FOR OPERATING EFFICIENCY ON A REGULAR  
       BASIS? 
  (32)  YES / NO ARE ANY ENTRANCES OR EXITS CONTROLLED BY CCTV OR CARD  
       ACCESS? 
  (33)  YES / NO ARE ANY GATES OR DOORS WHERE CCTV OR CARD ACCESS COULD  
       BE USED TO CONTROL ACCESS/EXIT? 
  (34)  YES / NO ARE ENTRANCES POSTED WITH ‘NO TRESPASSING’ SIGNS IN THE  
       LOCAL LANGUAGE AND ENGLISH? 
  (35)  YES / NO HAS A KEY CONTROL SYSTEM BEEN ESTABLISHED TO CONTROL  
       ISSUANCE OF KEYS AND LOCKS? 
  (36)  YES / NO ARE KEY AND LOCK INVENTORIES CURRENT? 
  (37)  YES / NO IS THERE A BACK-UP SET OF KEYS?  ARE THEY INVENTORIED AND  
       KEPT SEPARATE FROM THE PRIMARY SET? 
  (38)  YES / NO ARE ALL PERIMETER AREAS LIGHTED DURING HOURS OF DARKNESS? 
  (39)  IS LIGHTING MANUAL OR AUTOMATIC (CIRCLE)? 
  (40)  YES / NO ARE ALL ENTRANCE/EXIT GATES WELL-LIGHTED? 
  (41)  YES / NO DOES PERIMETER LIGHTING ALSO COVER ADJACENT BUILDINGS?   
       SHOULD IT?  Explain _________________________________________ 
  (42)  YES / NO IF LIGHTS BURN OUT, DO LIGHT PATTERNS OVERLAP FOR  
       CONTINUOUS COVERAGE? 
  (43)  WHO IS RESPONSIBLE FOR TURNING LIGHTS ON/OFF?______________________ 
  (44)  WHO IS RESPONSIBLE FOR MAINTENANCE?________________________________ 
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INSTALLATION-PERIMETER SECURITY CHECKLIST (cont.) 
 
c. SECURITY PERSONNEL. 
  (45)  ARE GUARDS: 
     YES / NO EXPOSED BY LIGHTING? 
     YES / NO PROTECTED BY LIGHTING? 
  (46)  YES / NO DO LIGHTS AT GATE(S) ILLUMINATE INTERIOR OF VEHICLES? 
  (47)  YES / NO ARE CRITICAL AREAS ALONG THE PERIMETER WELL-LIGHTED? 
  (48)  YES / NO IS THERE AN AUXILIARY POWER SOURCE?  IS IT AUTOMATIC OR  
       MANUAL?  IF MANUAL, WHO AND HOW LONG DOES IT TAKE TO  
       EMPLOY? Who:  ________________ How Long: ___________________ 
  (49)  YES / NO IS THERE A GUARD SERVICE THAT SUPPLEMENTS THE OVERALL  
       FORCE PROTECTION PLAN? 
     YES / NO ARE BACKGROUND CHECKS CONDUCTED ON CONTRACTOR GUARD  
        PERSONNEL? 
       YES / NO IS THERE A QRF REQUIRED RESPONSE TIME?  HOW OFTEN IS THE QRF  
        EXERCISED? _________________________________________ 
  (50)  HOW MANY GUARDS AND SHIFTS ARE PROVIDED? 
       Guards: __________________________ Shifts: ____________ 
  (51)  WHAT IS THE NATIONALITY OF THE GUARDS?  DO THEY SPEAK THE NATIVE  
     LANGUAGE AND ENGLISH? Nationality: _________________ English: Yes / No 
  (52)  YES / NO IS THERE AN EFFECTIVE COMMUNICATION(S) SYSTEM WITH ALL  
       GUARDS, BOTH MILITARY AND CONTRACT, WITH ALL GATES AND  
       PATROLS AND SUPERVISORS? 
  (53)  YES / NO ARE GUARDS, BOTH MILITARY AND CONTRACT, PROPERLY TRAINED  
       AND QUALIFIED ON THEIR ASSIGNED WEAPONS? 
  (54)  YES / NO HAVE ALL PERSONNEL WHO PERFORM LAW ENFORCEMENT AND  
       SECURITY DUTY BEEN TRAINED IN THE PROPER USE OF DEADLY  
       FORCE? 
  (55)  YES / NO IS THE ABOVE TRAINING DOCUMENTED AND (TERRORIST) SCENARIO  
       BASED? 
  (56)  HOW DO GUARDS/SECURITY PERSONNEL INITIATE AN EMERGENCY ALARM? 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 

d. OTHER SIGNIFICANT CONCERNS.  (EMERGENCY PROCEDURES, SHELTERS, SECURITY 
ENHANCEMENTS) 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

  (57)  WHAT EMERGENCY EVACUATION PROCEDURES EXIST?  ARE THESE REHEARSED? 
___________________________________________________________________________________ 

___________________________________________________________________________________ 

 (58)  ARE ANY INTERNAL/EXTERNAL SENSORS EMPLOYED TO ENHANCE THE SECURITY 
POSTURE?  IF NOT, SHOULD THERE BE? 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

  (59)  YES / NO DO BOMB SHELTERS EXIST?  AT OFFICES?  LIVING AREAS?   
  (60)  YES / NO ARE THEY MAINTAINED IN SAFE ORDER?  LIGHTED?  COMM?   



MCI Course 3503A A-8 Appendix A 

INSTALLATION-PERIMETER SECURITY CHECKLIST (cont.) 
 

  (61)  YES / NO ARE MILITARY WORKING DOGS (MWD), NIGHT VISION DEVICES, X-RAY  
       DETECTION SYSTEMS, INTRUSION DETECTION SYSTEMS, GROUND  
       SENSORS, CCTV, DAY AND NIGHT SURVEILLANCE CAMERAS,THERMAL 
       IMAGING, ADVANCED COMMUNICATIONS SYSTEMS OR ANY OTHER  
       SECURITY RELATED EQUIPMENT USED OR REQUIRED TO ENHANCE  
       THE FORCE PROTECTION POSTURE OF THIS INSTALLATION?  
       (LIST AND USE CONTINUATION SHEETS AS NECESSARY) 
________________________________________________________________________________________

________________________________________________________________________________________

____________________________________________________________________________ 

  (62)  YES / NO / NA    HAVE REQUIREMENTS IN ITEM #61 ABOVE BEEN COORDINATED  
        WITH SERVICE COMPONENTS/HIGHER HEADQUARTERS FOR  
        FUNDING AND FIELDING SUPPORT? 
 
 e.  HOST NATION COORDINATION. 
 
  (63)  YES / NO / NA    HAS COORDINATION AND/OR A FORMAL MEMORANDUM OF  
        UNDERSTANDING (MOU) BEEN INITIATED WITH ANY HOST NATION  
        OFFICIAL (NAME AND TITLE) FOR ADDITIONAL SECURITY SUPPORT  
        INCLUDING PERSONNEL, EQUIPMENT, PERIMETER LAYOUT,  
        RESPONSE FORCES? 
________________________________________________________________________________________

________________________________________________________________________________ 

2. AIRBASE SECURITY. 
 
THE FOLLOWING QUESTIONS ARE PROVIDED TO SUPPLEMENT SPECIFIC AIRBASE SECURITY 
CONCERNS.  THESE QUESTIONS ARE NOT ALL-INCLUSIVE OF AIRBASE OPERATIONS AND MAY BE 
FURTHER SUPPLEMENTED: 
 
  (64)  YES / NO DOES THE AIRBASE COMMANDER HAVE AN INSTALLATION SECURITY  
       PLAN (ISP) THAT COVERS THE ENTIRE FACILITY, TO INCLUDE TENANT  
       RESPONSIBILITIES?  ELABORATE:   
________________________________________________________________________________________

________________________________________________________________________________ 

 NOTE:  THE ISP SHOULD FOLLOW THE SAMPLE BASE DEFENSE PLAN OUTLINED IN JOINT  
   PUB 3-10. 1, APPENDIX E. 
 
  (65)  LOCATION OF AIRBASE:_____________________________________ 
  (66)  UNIT INSPECTED:___________________________________________ 
  (67)  DATE OF THIS INSPECTION: __________________________________ 
  (68)  LAST TIME THIS BASE WAS INSPECTED?_______________________ 
  (69)  PREVIOUS DEFICIENCIES - UNCORRECTED?  SEE TAB __________ 
  (70)  INSPECTORS:  ______________________________________________ 
  (71)  PERSONNEL CONTACTED:____________________________________ 
  (72)  TYPE OF AIRBASE?  
     U.S. MILITARY? _______________________________________________ 
     U.S. COALITION CO-LOCATED? __________________________________ 
     CIVILIAN USE? ________________________________________________ 
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INSTALLATION-PERIMETER SECURITY CHECKLIST (cont.) 
 
(73)   WHAT TYPE OF SECURITY FORCES/GUARDS ARE EMPLOYED AT THIS BASE: 

A. U.S. MILITARY MP - SP 
B. COALITION 
C. CONTRACTED U.S. 
D. CONTRACTED LOCAL NATIONAL. 

  (74)  YES / NO ARE THESE SECURITY PERSONNEL TRAINED IN THE USE OF DEADLY  
       FORCE? 
  (75)  YES / NO IS THERE SUFFICIENT STAND-OFF DISTANCE FROM RUNWAYS TO THE  
       NEAREST CIVILIAN PROPERTY? 
  (76)  YES / NO ARE ALERT AIRCRAFT AFFORDED ADEQUATE SECURITY? 
  (77)  YES / NO ARE AIR OPERATIONS SUSCEPTIBLE TO “SAM” ATTACK?  IF SO,  
       EXPLAIN COUNTERMEASURES, I.E., THREAT SURVEILLANCE,  
       EXTERNAL PERIMETER SECURITY, HOST NATION PATROLS ETC. 
  (78)  YES / NO ARE ANY RUNWAY APPROACHES OR TAKE-OFFS OVER WATER?  IF SO,  
       IS THERE EMERGENCY WATERCRAFT IMMEDIATELY AVAILABLE TO  
       EFFECT RESCUE OPERATIONS?  
  (79)  YES / NO IS PERIMETER FENCING AND LIGHTING IN SOUND CONDITION? 
  (80)  YES / NO ARE BI-LINGUAL “NO TRESPASSING/RESTRICTED AREA” SIGNS POSTED  
       AT REGULAR INTERVALS ALONG THE PERIMETER BARRIER? 
  (81)  YES / NO ARE MILITARY AND CIVILIAN AIRCRAFT PARKED IN THE SAME AREA? 
  (82)  YES / NO IS THE CONTROL TOWER ENTRANCE CONTINUOUSLY  
       SECURED/GUARDED? 
  (83)  YES / NO IS EMERGENCY LIGHTING SYSTEMS FOR SECURITY AS WELL AS  
       APPROACHING AIRCRAFT AVAILABLE?  IS IT TESTED PERIODICALLY?  
  (84) YES / NO ARE SECURITY RESPONSE FORCES ON-CALL?  WHAT IS THEIR  
       MINIMUM RESPONSE TIME? _________________  
 
3.  GENERAL COMMENTS  
________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________ 
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INSTALLATION-PERIMETER SECURITY CHECKLIST (cont.) 
 
4.  RECOMMENDATIONS. 
 
 a.  IMMEDIATE (WITHIN 30 DAYS):  

________________________________________________________________________________________

________________________________________________________________________________________

____________________________________________________________________________ 

 
      b.  NEAR TERM (WITHIN 45-60 DAYS): 

________________________________________________________________________________________

________________________________________________________________________________________

____________________________________________________________________________ 

 
 c.  LONG TERM (60 DAYS OR LONGER):  

________________________________________________________________________________________

________________________________________________________________________________________

____________________________________________________________________________ 
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FACILITIES-BUILDINGS SECURITY CHECKLIST 
 
Reference(s): DoD Handbook 0-2000.12-H; DoS Security Standards dated May 1993; 
Downing Commission Task Force 1996. 
 
1.  GENERAL INFORMATION AND BACKGROUND. 
 a.  DATE OF THIS INSPECTION: _____________________________________________________ 
 b.  UNIT INSPECTED: ______________________________________________________________ 
 c.  LOCATION/SITE (INCLUDE GRID COORDINATES): ___________________________________ 
 d.  LAST TIME THIS FACILITY/BUILDING WAS INSPECTED? ______________________________ 
 e.  PREVIOUS DEFICIENCIES - UNCORRECTED?  SEE TAB: ______________________________ 
 f.  INSPECTORS: __________________________________________________________________ 
 g.  PERSONNEL CONTACTED: _______________________________________________________ 
 
2.  FACILITY-BUILDING SPECIFICS. 
 a.  PURPOSE OR USE OF STRUCTURE: ____________________________________ 
 b.  NUMBER OF FLOORS: ________________________________________________ 
 c.  APPROPRIATE NUMBER AND NATIONALITY OF OCCUPANTS: ______________ 

 d.  TYPE OF CONSTRUCTION: 

  REINFORCED CONCRETE _______   TILT-UP CONCRETE PANELS ______ 

  REINFORCED CONCRETE FRAME W/MASONRY  

   INFILL __________ REINF __________ UN-REINF _________ 

  REINFORCED MASONRY _________ UN-REINFORCED MASONRY ________ 

  BRICK _______ TRAILER ________ METAL ________ WOOD FRAME _______ 

  OTHER _______________________________________________________________________ 

 e. NUMBER OF ENTRANCES: ________________   EXITS: _________________ 

  DOES THIS BUILDING CREATE A LIKELY THREAT TARGET? __________ 

  EXPLAIN:  

________________________________________________________________________________________

________________________________________________________________________________ 

f.  DESCRIBE THE INTERVENING DISTANCE BETWEEN PERIMETER BARRIERS AND THE 
NEAREST STRUCTURE (INTERNAL OR EXTERNAL), I.E.; OPEN, CLEARED, FLAT LAND, ETC.   

________________________________________________________________________________________

________________________________________________________________________________ 

 g.   DISTANCE FROM BUILDING TO PERIMETER (________ FT.) 
h. DISTANCE TO VEH. PARKING FROM THIS BUILDING  
      (INSIDE OF PERIMETER ______ FT.) (OUTSIDE OF PERIMETER __________ FT.) 
i. ARE EXTERIOR POWER FACILITIES/TRANSFORMERS/FIXTURES  VULNERABLE TO  
 TAMPERING OR SABOTAGE?  ________________________________________________ 
j. IDENTIFY EXTERNAL PERIMETER OBSTACLES/VULNERABILITIES, I.E., BUILDINGS,  
 DUMPSTERS, PARKING AREAS, STREETS, ETC.  

________________________________________________________________________________________

________________________________________________________________________________________

____________________________________________________________________________ 
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FACILITIES-BUILDINGS SECURITY CHECKLIST (cont.) 

 

k. WHAT PHYSICAL SECURITY MEASURES HAVE BEEN INITIATED OR EXIST THAT MITIGATE 
PERIMETER THREATS, I.E., OTHER BUILDINGS, BARRIERS, DISTANCE, BERMS, WALLS, 
GUARDS, PATROLS, HOST NATION ASSISTANCE.  LIST: 

 
  (1)__________________________________________________________________________ 
 
  (2) __________________________________________________________________________ 
 
  (3) __________________________________________________________________________ 
 
  (4) __________________________________________________________________________ 
 
  (5) __________________________________________________________________________ 
  
         l.  PROTECTION AGAINST GLASS FRAGMENTATION: 
  * SHATTER RESISTANT WINDOW FILM  _____ 

  * WINDOW FRAME REINFORCEMENT _____ 

  * THERMALLY TREATED SAFETY GLASS _____ 

  * POLYCARBONATE _____ 

  * STEEL DOORS _____ 

  * DOOR FRAME REINFORCEMENT _____ 

  * HEAVY DUTY HINGES   ____ 

  * OTHER __________________________________________  
 m.  BLAST PROTECTION INITIATIVES 
  * WALLS  ________________________________________________________ 

  * HEAVY CURTAINS  ______________________________________________ 

  * BALLISTIC CURTAINS___________________________________________ 

  * EXTENDING PERIMETER ________________________________________ 

  * BERMS  _________________________________________________________ 

  * SEALED WINDOWS _____________________________________________ 

  * SHUTTERS _____________________________________________________ 

  * SEALED DOORS ________________________________________________ 

  * STEEL GRATES _________________________________________________ 

  * LANDSCAPING  _________________________________________________ 

 
3.  FACILITY - BUILDING SPECIFICS: 
 
 a.  ACCESS, ALARMS, GUARDS. 
  (1)  YES / NO ARE PROCEDURES ESTABLISHED TO CONTROL ACCESS TO THE 
       BUILDING? 
  (2)  YES / NO  IS A VISIBLE IDENTIFICATION SYSTEM ESTABLISHED TO DISTINGUISH 
       EMPLOYEES, RESIDENTS, AND VISITORS? 
  (3)  YES / NO  ARE ENTRANCES AND EXITS TO THIS BUILDING ALARMED? 
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FACILITIES-BUILDINGS SECURITY CHECKLIST (cont.) 

 
  (4)  YES / NO  ARE ENTRANCES AND EXITS CONTROLLED BY GUARDS?   
       ARE GUARDS, I.E., U.S., COALITION, AND/OR CONTRACT:___________ 
       TRAINED AND QUALIFIED ON THEIR INDIVIDUAL WEAPONS? _______ 
       TRAINED ON THE USE OF DEADLY FORCE?____ 
       IS TRAINING DOCUMENTED?_______ 
       BACKGROUND CHECKS CONDUCTED ON CONTRACT GUARDS? _____ 
         ARE GUARDS BILINGUAL? ______ 
       DO GUARDS INCORPORATE LAND LINE COMMUNICATIONS? _______ 

  CAN GUARDS COMMUNICATE WITH CENTRAL CONTROL SECURITY  
  DESKS AND WITH INSTALLATION ENTRY CONTROL POINTS (ECPs)? _____ 

       ARE GUARDS EQUIPPED WITH: 
        NIGHT VISION DEVICES _____               NBC PROTECTION ________  
        PORTABLE COMMUNICATIONS _____  BODY ARMOR _____________ 
        INDIVIDUAL WEAPONS/TYPE _____      BINOCULARS _____________ 
  (5)  YES / NO  ARE CCTV AND/OR MOTION DETECTION SYSTEMS EMPLOYED? 
  (6)  YES / NO  ARE WINDOWS ALARMED, GRILLED, SHATTER RESISTANT WITH  
       PROTECTIVE WINDOW FILM? 
  (7)  YES / NO  DOES THE FACILITY HAVE EXTERIOR LIGHTING? 
  (8)  YES / NO  IS THE LIGHTING ADEQUATE?   
       DOES IT COVER ALL DEAD SPACES? ________________________ 
       DO LIGHTS OVERLAP TO COMPENSATE FOR BURNOUT? _____ 
  (9)  YES / NO  ARE OUTDOOR ACCESSES TO THE BUILDING SUCH AS FIRE ESCAPES, 
       ROOF DOORS, AIR VENTS, UTILITY OPENINGS, ETC., SECURED? 
  (10)  YES / NO ARE INTERIOR DOORS TO PERSONAL ROOMS, OFFICES, CLOSETS, 
       RESTROOMS, LOCKED AT NIGHT, ON WEEKENDS, AND WHEN  
       UNOCCUPIED OR UNATTENDED? 
  (11)  YES / NO IS THERE A SECURITY CHECK SYSTEM THAT ENSURES ITEM #10 ABOVE 
       IS ACCOMPLISHED WHEN THE FACILITY IS UNATTENDED? 
  (12)  YES / NO IS A POSITIVE KEY CONTROL AND ACCOUNTABILITY SYSTEM  
       ESTABLISHED? 
  (13)  YES / NO ARE VISITORS ESCORTED WHILE IN THE FACILITY? 
  (14)  YES / NO IS INCOMING MAIL EXAMINED? 
  (15)  YES / NO ARE ASSIGNED PERSONNEL TRAINED NOT TO REVEAL PERSONAL  
       INFORMATION, ITINERARIES, OFFICE ROUTINES, SECURITY MEASURES,  
       HOME ADDRESSES/UNIT LOCATIONS OR ADDRESSES, AND TELEPHONE  
       NUMBERS TO STRANGERS? 
  (16)  YES / NO ARE ASSIGNED PERSONNEL INSTRUCTED ON HOW TO REPORT 
       SUSPICIOUS ACTIVITY? 
  (17)  YES / NO ARE GUARDS/SENTRIES POSTED TO OVERWATCH THIS BUILDING?   
       IS THIS CONSIDERED A CRITICAL REQUIREMENT? _______ 
b.  EMERGENCY PROCEDURES. 
  (18)  YES / NO DOES THE BUILDING HAVE A SAFE HAVEN?  
       DOES THE SAFE HAVEN HAVE: 
        EMERGENCY WATER? 
        EMERGENCY ESCAPE?   
        EMERGENCY LIGHTING/POWER?  
        LATRINE FACILITIES?  
        EMERGENCY MEDICAL SUPPLIES?  
        PROPER VENTILATION?  
        UNINTERRUPTED COMMUNICATIONS?  
        DEAD BOLT LOCKS?  
        SOLID CORE DOOR? 
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FACILITIES-BUILDINGS SECURITY CHECKLIST (cont.) 

 
  (19)  YES / NO ARE ASSIGNED PERSONNEL TRAINED ON ACTIONS TO TAKE IN CASE OF 
       A TERRORIST ATTACK? 
  (20)  YES / NO ARE TERRORIST ATTACK AND POSTAL BOMB DRILLS CONDUCTED  
       PERIODICALLY? 
 
  (21)  YES / NO DOES THE BUILDING HAVE AN EMERGENCY POWER SOURCE SUCH AS A  
       GENERATOR? 
  (22)  YES / NO IS THE BACK-UP SOURCE PERIODICALLY TESTED TO ENSURE SOUND  
       AND SAFE OPERATING CONDITION?  ARE ADDITIONAL OPERATORS  
       TRAINED AND TESTED? ____________________________________ 
  (23)  YES / NO IS THERE AN EFFECTIVE INTERCOM AND EMERGENCY PUBLIC ADDRESS  
       SYSTEM SUCH AS “GIANT VOICE” UTILIZED AT THIS BUILDING? 
  (24)  YES / NO IS THERE A BACK-UP COMMUNICATIONS SYSTEM? 
  (25)  YES / NO IS THERE AN EMERGENCY EVACUATION PLAN?  IS IT POSTED ON ALL  
       FLOORS AND REHEARSED ON A PERIODIC BASIS?  _____ 
 c.  INTERNAL BUILDING SECURITY/SAFETY. 
  (26)  YES / NO DO PERSONAL ROOMS HAVE DOOR VIEWERS? 
  (27)  YES / NO ARE DEAD BOLT LOCKS INSTALLED ON ENTRY DOORS? 
  (28)  YES / NO DO WINDOWS HAVE EFFECTIVE LOCKING DEVICES? 
  (29)  YES / NO ARE ELEVATORS AVAILABLE AND USED IN THIS BUILDING? 
  (30)  YES / NO DO ELEVATORS CONNECT CONTROLLED ACCESS FLOORS WITH PUBLIC  
       ACCESS FLOORS? 
  (31)  YES / NO DO ELEVATORS SERVICE A PARKING GARAGE? 
  (32)  YES / NO DO ELEVATORS THAT SERVICE GARAGES STOP AUTOMATICALLY AT THE  
       LOBBY?  ARE ELEVATOR PASSENGERS OBSERVED BY SECURITY  
       PERSONNEL AT THE LOBBY LEVEL BEFORE TRAVELING TO  
       SUBSEQUENT FLOORS? _________________________________ 
 
  (33)  YES / NO ARE THERE ANY OPEN STAIRWAYS TO UPPER OR LOWER LEVELS?  ARE  
      THESE STAIRWAYS SUPERVISED OR MONITORED BY CCTV? ______ 
  (34)  YES / NO ARE CUSTODIAL SERVICES PROVIDED BY A CONTRACTED, LOCAL  
       NATIONAL SOURCE? 
  (35)  WHAT HOURS DO CUSTODIAL PERSONNEL WORK? _____________ 
  (36)  HOW AND WHOM SUPERVISES THE CUSTODIAL STAFF? ______________________ 
  (37)  WHO APPROVES THE EMPLOYMENT OF CUSTODIAL PERSONNEL?  _____________  
  (38)  YES / NO DOES THE CUSTODIAL STAFF HAVE KEYS TO ALL ROOMS?  ARE THESE  
       KEYS CONTROLLED?  ___________  IS THE CUSTODIAL STAFF  
       PERMITTED TO LEAVE THE BUILDING WITH THESE KEYS?  ________ 
  (39)  YES / NO IS THERE ANY CONTROL EXERCISED OVER THE CUSTODIAL STAFF  
       ENTERING AND LEAVING THE BUILDING? 
  (40)  YES / NO ARE PACKAGES CARRIED BY CUSTODIAL PERSONNEL INSPECTED  
       WHEN ENTERING AND LEAVING THE BUILDING? 
  (41)  YES / NO DOES THE BUILDING HAVE A SPRINKLER SYSTEM? 
  (42)  YES / NO IS THE BUILDING EQUIPPED WITH SMOKE ALARMS? 
  (43)  YES / NO IS THE BUILDING EQUIPPED WITH CARBON MONOXIDE ALARMS? 
  (44)  YES / NO IS THE BUILDING SERVICED BY A LOCAL FIRE DEPARTMENT?  IS THIS  
       DEPARTMENT ON THE INSTALLATION OR IN THE LOCAL COMMUNITY?  
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FACILITIES-BUILDINGS SECURITY CHECKLIST (cont.) 

 
  (45)  WHAT IS THE FIRE DEPARTMENT ESTIMATED RESPONSE TIME TO THIS BUILDING? 
    DAY?  ________________________________________________________ 
    NIGHT?  _______________________________________________________ 
  (46)  HOW MANY FLOORS CAN THE FIRE DEPARTMENT LADDER EQUIPPED PLATFORM  
     REACH?  _________________________________________ 
  (47)  YES / NO BASED ON #46 ABOVE, HAVE ALTERNATIVE EMERGENCY EVACUATION  
       PLANS BEEN INITIATED AND REHEARSED? 
  (48)  YES / NO IS THE BUILDING EQUIPPED WITH AN AUDIBLE LOCAL FIRE ALARM TO  
       ALERT OCCUPANTS? 
  (49)  YES / NO DOES THE ALARM SYSTEM ENUNCIATE AT A CENTRAL CONTROL DESK  
       THAT IDENTIFIES THE EXACT LOCATION/FLOOR OF THE INCOMING  
       ALARM?  IS THE SYSTEM PERIODICALLY TESTED?  
 
  (50)  YES / NO ARE FIRE ALARM PULL BOXES LOCATED ON EACH FLOOR? 
  (51)  YES / NO DOES EACH FLOOR HAVE AN APPROPRIATE NUMBER OF FIRE  
       EXTINGUISHERS?  ARE THESE EXTINGUISHERS CHECKED AND  
       SERVICED ACCORDINGLY? _________________ 
4. HAS THE COMMAND CONDUCTED A “RISK ASSESSMENT” CONCERNING THE SAFE AND 
SECURE OCCUPANCY OF THIS BUILDING? ________________ 
DO SUCH 'RISKS' IF ANY, OUTWEIGH THE OPERATIONAL/MISSION NECESSITY FOR REMAINING IN 
THE BUILDING?  _________________________ 
 
 
5. BASED ON THE ASSESSMENT IN PARAGRAPH THREE ABOVE, SHOULD THE OCCUPANTS IN 
THIS BUILDING RELOCATE AND IS SUCH A MOVE TIME SENSITIVE? ________________ 
 
WHAT ALTERNATIVE LOCATIONS HAVE BEEN CONSIDERED?   
________________________________________________________________________________________

________________________________________________________________________________ 

6.  GENERAL COMMENTS. 
________________________________________________________________________________________

________________________________________________________________________________ 

7.  RECOMMENDATIONS. 
 
 a.  IMMEDIATE (WITHIN 30 DAYS): 
________________________________________________________________________________________

________________________________________________________________________________ 

 
 b.  NEAR TERM (WITHIN 45 DAYS): 
________________________________________________________________________________________

________________________________________________________________________________ 

 
 c.  LONG TERM (60 DAYS OR LONGER): 
________________________________________________________________________________________

________________________________________________________________________________ 
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PORT-HARBOR SECURITY CHECKLIST 
 

SITE OVERVIEW 
 
1.  DATE OF INSPECTION:  ______________________________________________________ 
2.  UNIT INSPECTED:  __________________________________________________________ 
3.  LOCATION (INCLUDE GRID COORDINATES): _____________________________________ 
4.  LAST TIME THIS UNIT WAS INSPECTED IN AOR: __________________________________ 
5.  LAST TIME THIS SITE/LOCATION WAS INSPECTED: ________________________________ 
6.  PREVIOUS DEFICIENCIES UNCORRECTED?  SEE TAB______________________________ 
7.  INSPECTORS:  _____________________________________________________________ 
8.  PERSONNEL CONTACTED:  ___________________________________________________ 

9.  ENCLOSURES: 

TAB  __________________________________________________________________ 

TAB  __________________________________________________________________ 

 
CHECKLIST 

 
1.  HARBOR - PORT GENERAL DESCRIPTION. 
 
THE MEDIUM OF WATER PRESENTS UNIQUE CHALLENGES AND STRESSFUL DEMANDS ON 
SECURITY RESOURCES AND EQUIPMENT USED TO BUILD A WELL-ROUNDED PHYSICAL SECURITY 
SYSTEM.  THIS CHECKLIST SHOULD BE USED TO SUPPLEMENT THE INTEGRATED PRINCIPLES OF 
INSTALLATION/PERIMETER SECURITY DETAILED IN “TAB A”. 
 
 a.  PROVIDE A GENERAL DESCRIPTION OF THE PORT SITE. 
________________________________________________________________________________________

________________________________________________________________________________________

____________________________________________________________________________ 

 
 b.  SECURITY PLANNING. 
  (1)  YES / NO HAS A SECURITY OFFICER BEEN APPOINTED ON ORDERS? 
  (2)  YES / NO  DOES THE PORT FACILITY HAVE A CURRENT PORT SECURITY PLAN  
        (PSP)?  DATE OF PLAN? __________________________________________ 
   DOES THE PLAN INCLUDE: 
   YES / NO PREVENTATIVE MEASURES TO REDUCE OPPORTUNITIES FOR  
       INTRODUCTION OF BOMBS? 
   YES / NO PROCEDURES FOR EVALUATING AND HANDLING BOMB THREATS? 
   YES / NO POLICY FOR EVACUATION AND SAFETY OF PERSONNEL? 
   YES / NO PROCEDURES TO BE USED TO SEARCH FOR BOMBS? 
   YES / NO PROCEDURES IN THE EVENT A BOMB OR SUSPECTED BOMB IS FOUND  
       ON THE PORT 
   YES / NO PROCEDURES TO BE TAKEN IN THE EVENT OF A BOMB EXPLOSION OR  
       DETONATION? 
  (3)  YES / NO DOES THE PORT HAVE A COUNTER SABOTAGE PROGRAM? 
  (4)  YES / NO ARE PHYSICAL SECURITY VULNERABILITY ASSESSMENTS CONDUCTED  
       AT LEAST SEMI-ANNUALLY? 
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PORT-HARBOR SECURITY CHECKLIST (cont.) 
 

 
  (5)  YES / NO ARE THREAT ASSESSMENTS CONDUCTED PERIODICALLY?  HOW  
       OFTEN? _____________   BY WHOM? ________________ 
  (6)  YES / NO HAS THE PORT COMMANDER CONDUCTED A RISK ANALYSIS  
       CONCERNING THE LOCAL TERRORIST/CRIMINAL THREAT?. 
  (7)  YES / NO HAVE “RESTRICTED AREAS” BEEN DESIGNATED IN WRITING AND  
       APPLICABLE SIGNS POSTED THROUGHOUT THE PORT AREA? 
  (8)  ARE SECURITY MEASURES IN EFFECT TO PROTECT: 
   YES / NO ELECTRICAL POWER FACILITIES? 
   YES / NO COMMUNICATION CENTERS/EQUIPMENT? 
   YES / NO ARMS, AMMUNITION, OFF-LOADED CARGO? 
  (9)  YES / NO ARE SPECIAL AFTER DUTY HOURS AND WEEKEND SECURITY CHECKS  
       CONDUCTED OF RESTRICTED AREAS? 
  (10)  YES / NO ARE BREACHES IN THESE SECURITY CHECKS PROMPTLY REPORTED  
       TO THE CHAIN OF SUPERVISION? 
  (11)  YES / NO DOES THE PORT HAVE A PRIVATELY OWNED VEHICLE (POV) PARKING  
       PLAN? 
  (12)  DOES THE PARKING PLAN INCLUDE: 
     YES / NO RESTRICTION OF POV PARKING IN EXCLUSIVE AND LIMITED AREAS? 
     YES / NO FENCED/ENCLAVE PARKING IN CONTROLLED AREAS? 
     YES / NO RESTRICTED PARKING NEAR PERIMETER FENCELINES/ BARRIERS? 
  (13)  YES / NO DOES THE PORT HAVE A TRAFFIC CONTROL PLAN?  IS THERE AN  
       ALTERNATE PLAN FOR PORT EMERGENCY EVACUATION?  _______ 
 c.  SECURITY FORCE. 
  (14)  YES / NO IS THE PRESENT SECURITY FORCE ADEQUATE TO HANDLE THE STATED  
       PORT SECURITY MISSION?  EXPLAIN. 
________________________________________________________________________________________

________________________________________________________________________________ 

  (15)  WHAT IS THE COMPOSITION OF THE SECURITY FORCE?   CIRCLE:   
      U.S. MILITARY    COALITION    HOST NATION CONTRACT    U.S. CONTRACT 
 
  (16)  YES / NO ARE SECURITY POSTS, BOTH FIXED AND MOBILE, PROVIDED WITH  
       STANDING OPERATING ORDERS? 
  (17)  YES / NO ARE ALL GUARDS TRAINED IN THE USE OF DEADLY FORCE?  IS THIS  
       TRAINING SCENARIO-BASED AND APPROVED BY THE SERVING JUDGE  
       ADVOCATE AND SENIOR MILITARY OFFICER?  
  (18)  YES / NO ARE SECURITY FORCE ORDERS REVIEWED AT LEAST MONTHLY FOR  
       CURRENCY? 
  (19)  YES / NO ARE SECURITY FORCE PERSONNEL INSPECTED BY A SUPERVISOR  
       PRIOR TO BEING POSTED FOR EACH SHIFT. 
  (20)  YES / NO ARE COALITION AND HOST NATION CONTRACT GUARDS BILINGUAL? 
  (21)  YES / NO DO SUPERVISORS INSPECT EACH POST AT LEAST TWICE PER SHIFT? 
  (22)  YES / NO IS THERE A QUICK REACTION FORCE (QRF) AVAILABLE?   
       WHAT IS THE MINIMUM RESPONSE TIME?  __________________ 
       IS THIS RESPONSE TIME COMMENSURATE  WITH THE LATEST THREAT  
       ASSESSMENT?  ___________  
  (23)  HOW DO SECURITY PERSONNEL REPORT OR RECORD THEIR PRESENCE AT KEY  
     LOCATIONS IN THE PORT: 
    YES / NO PORTABLE WATCH CLOCKS? 
    YES / NO TELEPHONES? 
    YES / NO HAND-HELD OR VEHICLE RADIOS? 
    OTHER MEANS?   _____________________________________________________ 
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PORT-HARBOR SECURITY CHECKLIST (cont.) 
 
 
  (24)  DESCRIBE THE HOST NATION/COALITION SECURITY SUPPORT PROVIDED ON THE  
     WATER SIDE OF THIS SITE:   
________________________________________________________________________________________

________________________________________________________________________________________

____________________________________________________________________________ 

(25)  WHAT ADDITIONAL SECURITY MEASURES ARE IMPLEMENTED FOR THOSE  
    VESSELS AT ANCHORAGE?  WHO PROVIDES THIS SERVICE?   
________________________________________________________________________________________

________________________________________________________________________________ 

  (26)  YES / NO ARE GUARD ASSIGNMENTS, TIMES AND PATROL ROUTES VARIED AT  
       FREQUENT INTERVALS TO AVOID ESTABLISHING ROUTINE? 
  (27)  WHAT TYPE AND HOW MANY WATERCRAFT ARE INVOLVED IN THE PORT  
     SECURITY MISSION? 
  
________________________________________________________________________________________

________________________________________________________________________________ 

   DO THESE CRAFT HAVE VIABLE COMMUNICATION WITH SHORE BASED SECURITY  
   FORCES?  _________  IS THERE A LANGUAGE BARRIER? __________ 
  (28)  YES / NO ARE ALL SECURITY FORCE PERSONNEL QUALIFIED ON THEIR  
       ASSIGNED WEAPON?  DO THEY FAMILIARIZE WITH THESE WEAPONS ON  
       A QUARTERLY BASIS? 
  (29)  YES / NO ARE SECURITY FORCE VEHICLES PROPERLY EQUIPPED WITH  
       EMERGENCY EQUIPMENT, I.E., LIGHTS, COMMUNICATIONS, SIREN, PA  
       SYSTEM, PROPER MARKINGS? 
  (30)  YES / NO ARE SECURITY FORCE WEAPONS AND AMMUNITION PROPERLY  
       SECURED AND ACCOUNTED FOR WHEN NOT IN USE?  BRIEFLY EXPLAIN  
       PROCEDURES:  
________________________________________________________________________________________

________________________________________________________________________________ 

 d.  PERSONNEL AND VEHICLE MOVEMENT CONTROL. 
 
  (31)  YES / NO IS A PASS OR BADGE IDENTIFICATION SYSTEM IN EFFECT TO LIMIT  
       ACCESS TO THE PORT?  IS THIS SYSTEM FURTHER SUPPLEMENTED AT  
       RESTRICTED AREAS?   
  (32)  YES / NO IS THE PASS AND BADGE SYSTEM USED FOR ALL PERSONNEL  
       ENTERING THE PORT, PARTICULARLY HOST NATION AND THIRD  
       COUNTRY NATIONAL PERSONNEL?  
  (33)  YES / NO IS THERE POSITIVE ACCESS SYSTEM IN PLACE FOR VISITORS AND  
       CONTRACTORS?  ARE VISITORS ESCORTED? ______________ 
  (34)  YES / NO ARE ISSUED BADGES SERIAL NUMBERED AND STRICTLY CONTROLLED  
       FOR ACCOUNTABILITY? 
  (35)  YES / NO ARE LOST BADGES REPLACED WITH BADGES BEARING DIFFERENT  
       SERIAL NUMBERS? 
  (36)  YES / NO HAVE PROCEDURES BEEN ESTABLISHED FOR ISSUANCE OF  
       TEMPORARY BADGES FOR THOSE PERSONNEL WHO HAVE  
       FORGOTTEN THEIR PERMANENT BADGES? 
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PORT-HARBOR SECURITY CHECKLIST (cont.) 
 
  (37)  YES / NO ARE BADGES OF SUCH DESIGN AND APPEARANCE AS TO ENABLE  
       GUARDS, AND OTHER PERSONNEL, TO RECOGNIZE QUICKLY AND  
       POSITIVELY THE AUTHORIZATION AND LIMITATIONS APPLICABLE TO  
       THE BEARER? 
 
  (38)  YES / NO ARE PROCEDURES IN EXISTENCE TO ENSURE RETURN OF BADGES  
       UPON TERMINATION OF EMPLOYMENT, ASSIGNMENT, OR  
       EMPLOYMENT. 
  (39)  YES / NO ARE POV'S AND CONTRACTOR VEHICLES THAT ROUTINELY HAVE  
       ACCESS TO THE PORT REGISTERED AT THE SECURITY OFFICE? 
 e.  PERIMETER BARRIERS  (SEE CHECKLIST IN DOD 0-2000.12-H, APPENDIX D-20). 
 f.  PROTECTIVE LIGHTING. 
  (40)  YES / NO DOES THE PROTECTIVE LIGHTING INCORPORATED FOR THIS PORT  
       MEET ADEQUATE INTENSITY REQUIREMENTS? 
  (41)  YES / NO ARE THE ZONES OF ILLUMINATION FROM THE LAMPS DIRECTED  
       DOWNWARD AND AWAY FROM GUARD PERSONNEL? 
  (42)  YES / NO IS PERIMETER PROTECTIVE LIGHTING UTILIZED SO THAT SECURITY  
       PATROLS REMAIN IN COMPARATIVE DARKNESS? 
  (43)  YES / NO ARE LIGHTS CHECKED PRIOR TO DARKNESS AT LEAST WEEKLY FOR  
       PROPER OPERATION? 
  (44)  YES / NO DO LIGHT PATTERNS OVERLAP TO COMPENSATE FOR BURNED-OUT  
       LAMPS? 
  (45)  YES / NO IS THERE A BACKUP POWER SOURCE FOR ALL ELECTRICAL POWER? 
  (46)  YES / NO IS THE ABOVE SOURCE PROTECTED? 
  (47)  YES / NO IS THE BACKUP POWER SYSTEM EASILY OPERATED?  ARE THERE  
       ADDITIONAL TRAINED OPERATORS ON EACH SHIFT THAT CAN SAFELY  
       OPERATE THIS EQUIPMENT?  ___________________ 
  (48)  THE ABOVE PROTECTIVE LIGHTING QUESTIONS EXTEND TO ANY CONTIGUOUS  
     BODY OF WATER.  ARE THESE AREAS PROTECTED WITH REQUIRED LIGHTING AS  
     WELL?  
     WHOM IS RESPONSIBLE FOR WATER SIDE LIGHTING?  
 
2.  YES / NO DO FOREIGN VESSELS HAVE ACCESS TO U.S. DESIGNATED PORTS?  IF YES,  
    EXPLAIN SECURITY PROCEDURES FOR: 
 
    a.  FOREIGN PERSONNEL ENTERING THE U.S. PORT: 

________________________________________________________________________________________

________________________________________________________________________________ 

 
    b.  FOREIGN VESSELS AT ANCHOR: 
________________________________________________________________________________________

________________________________________________________________________________ 

 
    c.  OFF-LOADED CARGO, IN-TRANSIT AND/OR STOCKPILED CARGO WITHIN THE  
       U.S. DESIGNATED PORT AREA: 
________________________________________________________________________________________

________________________________________________________________________________ 
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PORT-HARBOR SECURITY CHECKLIST (cont.) 
 
 
3.  GENERAL COMMENTS: 
 

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________ 

 
4. RECOMMENDATIONS. 
 
 a.  IMMEDIATE (WITHIN 30 DAYS): 
 

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________ 

 
 b.  NEAR TERM (WITHIN 45-60 DAYS): 
 

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________ 

 
 c.  LONG TERM (60 DAYS OR LONGER): 
 

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________ 
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TRANSPORTATION SECURITY CHECKLIST 
 
Reference(s): DoD Handbook 0-2000.12-H; also DoS Security Standards dated May 1993. 
 
1.  DATE OF INSPECTION:  _______________________________________________ 
2.  UNIT INSPECTED:  ___________________________________________________ 
3.  LOCATION (INCLUDE GRID COORDINATES):  ______________________________ 
4.  LAST TIME THIS UNIT WAS INSPECTED: __________________________________ 
5.  PREVIOUS DEFICIENCIES UNCORRECTED: _______________________________ 
6.  INSPECTORS:  _______________________________________________________ 
7.  PERSONNEL CONTACTED:  ____________________________________________ 
8.  ENCLOSURES: 
 
TAB  ___________________________________________________________ 

TAB  ___________________________________________________________ 

TAB  ___________________________________________________________ 

 
CHECKLIST 

 
THE FOLLOWING QUESTIONS ARE INTENDED TO INCREASE AWARENESS, STIMULATE THINKING 
AND PREPARATION, AND ENHANCE TRANSPORTATION PROTECTIVE MEASURES WHERE THE 
THREAT OF TERRORIST ACTIVITY IS A VITAL CONCERN. 
 
1.  VEHICLE OPERATIONS. 
 
 a.  WHAT TYPE OF VEHICLES ARE USED FOR LOCAL TRANSPORTATION: 
 
                            TYPE QUANTITY 
 
 TACTICAL: ____________________________ __________ 
 NONTACTICAL: ________________________ __________ 
 COMMERCIAL: _________________________ __________ 
  (HARDENED) 
 HOST NATION: __________________________ __________ 
 
 b.  YES / NO ARE VEHICLE SAFETY AND MAINTENANCE CHECKS CONDUCTED PRIOR TO  
      USAGE? 
 c.  YES / NO ARE VEHICLES KEPT IN GOOD MECHANICAL CONDITION? 
 d.  YES / NO IS MAINTENANCE PROPERLY DOCUMENTED? 
 e.  YES / NO ARE VEHICLES SEARCHED PRIOR TO USE AFTER BEING PARKED IN A NON- 
     SECURE AREA? 
 f.   YES / NO ARE VEHICLES SECURED WHEN NOT IN OPERATION? 
     HOW?  _________________________________________________________ 
      YES / NO  IS OFF-STREET SECURE PARKING AVAILABLE?    
 g.  YES / NO HAVE VEHICLE EXHAUSTS ON (COMMERCIAL VEHICLES) BEEN MODIFIED TO  
     PRECLUDE INSERTION OF AN EXPLOSIVE DEVICE?  IF YES, EXPLAIN:  
________________________________________________________________________________________

________________________________________________________________________________ 
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TRANSPORTATION SECURITY CHECKLIST (cont) 
 
 
 h.  DO VEHICLES HAVE: 
  YES / NO  COMMUNICATIONS/BACKUP COMMUNICATIONS AVAILABLE? 
  YES / NO  ALARM SYSTEMS? (COMMERCIAL VEHICLE.) 
  YES / NO  LOCKING GAS CAPS? 
  YES / NO  FIRST AID KITS? 
  YES / NO  SPARE TIRE? 
  YES / NO  ROAD (REPAIR) TOOLS? 
 i.     YES / NO  ARE COMMERCIAL VEHICLES ROTATED AMONG USERS TO CONFUSE  
      POSSIBLE SURVEILLANCE ACTIVITY? 
 j.     YES / NO  DO DRIVERS HAVE CONSTANT COMMUNICATION WITH A DISPATCHER,  
       UNIT OPERATIONS OFFICE, OR U.S. EMBASSY?  BRIEFLY EXPLAIN: 
________________________________________________________________________________________

________________________________________________________________________________ 

 k.    YES / NO  ARE DRIVERS INSTRUCTED IN OFF-BASE DEFENSIVE DRIVING   
       TECHNIQUES? 
 l.     YES / NO  ARE DRIVERS AND PASSENGERS PROVIDED PRE-

CONVOY/PREDEPARTURE BRIEFINGS ON: 
  YES / NO  ACCIDENT REPORTING AND WHAT TO DO? 
  YES / NO  VEHICLE BREAKDOWNS? 
  YES / NO  SAFE HAVENS? 
  YES / NO  EMERGENCY ACTIONS DURING CONTACT? 
  YES / NO  REPORTING SUSPICIOUS ACTIVITY? 
 m.  YES / NO  ARE CONVOY ROUTES ROUTINELY SURVEYED FOR POSSIBLE TERRORIST  
      ACTIVITY/VULNERABILITY?  IS THIS INFORMATION PROPERLY DISSEMINATED  
      ON A TIMELY BASIS? 
 n.  YES / NO  ARE DEPARTURE AND RETURN TIMES VARIED TO INHIBIT PREDICTABILITY? 
 o.  YES / NO  IS TRAVEL OFF-BASE LIMITED TO MISSION ESSENTIAL ACTIVITY? 
 p.  YES / NO  ARE ALTERNATE ESCAPE ROUTES INCLUDED IN EACH MISSION ESSENTIAL  
      TRAVEL SERIAL?   
 q.  YES / NO     DO TRAVELERS CONFIRM THEIR UNDERSTANDING AND FAMILIARITY WITH 
      THESE PLANS? 
 r.   YES / NO  ARE ESCORTS PROVIDED FOR EACH CONVOY? 
 s.  YES / NO  ARE ESCORTS ARMED?  IF YES, BY ORDER OF WHOM?  _______________ 
 t.   YES / NO  ARE ALL ARMED PERSONNEL TRAINED IN THE USE OF DEADLY FORCE?  
      IS THIS TRAINING DOCUMENTED?  _____________________________________ 
      IS IT TERRORIST SCENARIO-BASED?  __________________________________ 
      IS THE TRAINING APPROVED BY THE LOCAL SERVICING JUDGE ADVOCATE 
      AND SENIOR MILITARY/SECURITY POLICE OFFICER?_____________________ 
 
2.  COMMENTS-RECOMMENDATIONS. 
________________________________________________________________________________________

________________________________________________________________________________________

____________________________________________________________________________ 
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APPENDIX B 

CONVOY ORDER 

Introduction 

 
References The references for this convoy order include. 

 
• TM 11240-14/2 – Logistics Consideration for Motor Transport Convoy 

Operations in a Guerrilla Environment. 

• FMFM 4-9 – Motor Transport 

• FM 55-30 – Army Motor Transport Units and Operations 

 
Scope The appendix provides a standard format from which you can build your 

convoy order.  Adjust your order, as the situation requires. 

 
Unit SOP Your unit SOP should include additional details for each sub-element under 

each paragraph.  Review the SOP thoroughly before you are tasked with 
developing a convoy order. 
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Convoy Order 

 
Situation 1. Friendly forces 

2. Support units 
3. Enemy situation 

 
Mission 1. Type of cargo 

2. Origin 
3. Destination 

  
Execution 1. General organization of the convoy 

2. Time schedule 
3. Routes 
4. Convoy speed 
5. Catch up speed 
6. Vehicle distances/gaps 
7. Checkpoints 
8. Emergency measures 

a. Accidents 
b. Breakdowns 
c. Separation from convoy 
d. Attack 

i.    Action of convoy in the event of an attack 
ii. Action of the security forces during attack 
iii. Air watch and air attack alarms. 

9. Medical support. 

  
Administration 
and Logistics  

1. Cargo loading and unloading. 
2. Control of personnel. 
3. Cargo security. 
4. Uniform and equipment. 
5. Billeting arrangements. 
6. Messing arrangements. 
7. Refueling and maintenance of vehicles. 
8. Vehicle recovery. 
9. Off-load instructions. 

 Continued on next page 
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Convoy Order, Continued 

 
Command and 
Signals 

1. Location of convoy commander 
2. Designation of assistant convoy commander 
3. Succession of command 
4. Action of the security force commander 
5. Serial commander's responsibility 
6. Arm and hand signals 
7. Radio frequencies and call signs for 

a. Control personnel 
b. Security force commander 
c. Fire support elements 
d. Reserve security elements 
e. Medical evacuation support 

 
Safety 1. Hazards of route 

2. Weather conditions 
3. Defensive driving 
4. Weapons safety and security 
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Additional Convoy Information 

 
Unanswered 
Questions 

The following lists of questions are compiled from the operations in 
Operation Iraqi Freedom.  Personnel assigned to organize and conduct 
convoy operations found that the operators involved with convoy operations 
had to know the answers to ensure the convoy could continue when the 
enemy attacked.  These questions can be answered in the unit SOP or in the 
convoy order.  After action briefs can be used to generate more questions or 
narrow the focus to the relevant questions. 

 
Navigation • Who is navigating? 

• How are they navigating? 
• Do they have a map? 
• Do drivers have strip maps? 
• Did you thoroughly brief the route? 
• Do you have alternate routes? 
• What is your trigger to use them? 
• What if you get lost? 

 
Breakdowns • What do you do if a truck breaks down? 

• Who stops? 
• For how long? 
• Do you leave the vehicle? 
• If so, what do you strip off it? 
• How much time do you spend doing this? 
• Do you have a place to put the drivers? 

 
Separations • What do you do if a truck gets separated? 

• What does the driver of that truck do? 

 
Communications • How do you communicate within the convoy (radios, signals)? 

• How do you communicate external to the convoy (radio, SATCOM, 
iridium)? 

• What do you do if radio communication goes down? 
• Do you have brevity codes? 
• Does everyone know them? 

 Continued on next page 
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Additional Convoy Information, Continued 

 
If Enemy 
Contact is 
Made 

• Do you stop? 
• Do you speed up? 
• Who shoots? 
• What are their lateral limits? 
• What is your signal for them to shoot/cease fire /maneuver? 
• Do you have a security force? 

• What do they do? 
• Who tells them what to do? 
• When do they stop? 

• What if a vehicle is disabled or destroyed? 
• Who stops? 
• Who tells them to stop? 
• What do they do? 
• Who do you report enemy contact to? 

• How do you maintain continuous “3 dimensional” observation when 
operating in a built up area?  (For example, when does one gunner 
stop looking at one building and start looking at the next one and how 
does the gunner behind him know this.) 

 
If Someone 
Gets Hurt 

• What is the MEDEVAC plan (Self, buddy, corpsman)? 
• Where is the corpsman in the convoy? 
• Who stops to render aid? 
• If an air MEDEVAC is needed, who calls in the bird? 
• What frequency do they use? 
• Do you mark a zone, and if so, how? 
• How do you secure the zone? 

Continued on next page 
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Additional Convoy Information, Continued 

 
If You 
Encounter an 
Obstacle 

• Do you stop? 
• Do you go around? 
• If you stop, where does each truck go? 
• Do they maintain dispersion? 
• How do they know when to get back on the road? 
• Who is the breach force? 
• Who calls them forward? 
• What are their procedures? 

 
Crossing 
Boundaries 

• Whose lines are you crossing? 
• How do you talk to them? 
• Can you tap into their fire support plan? 
• Do they know when you are coming? 
• Will you get a guide?   
• Do you need a guide?  If so what are the recognition/link-up procedures? 
• What are their procedures for passage of lines? 
• Have you briefed them to everyone in the convoy? 

 
Important 
Question 

How do you do all of this in an NBC environment? 
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MOTOR TRANSPORT OPERATOR NCO 

REVIEW LESSON EXAMINATION 

Review Lesson 

 
Introduction The purpose of the review lesson examination is to prepare you for 

your final examination.  We recommend that you try to complete your 
review lesson without referring to the text, but for items (questions) 
you are unsure of, restudy the text.  When you finish your review 
lesson and are satisfied with your responses, check responses against 
the answers provided at the end of this review lesson examination. 

 
Directions Select the one answer that BEST completes the statement or that 

answers the item. For multiple choice items, circle your response.  For 
matching items, place the letter of your response in the space 
provided. 

 
Item 1 What is the official reference manual that covers completing motor 

transport dispatcher forms? 
 
a. TM 4700-15/1_ 
b. TM 11240-15/3_ 
c. Unit SOP 
d. FM 1712 

 
Item 2 The steps to review a master log are (1) verify all trip tickets entered 

into the log are accounted for, (2) verify all information is transferred 
to the correct blocks on the master log, (3) verify all entries are 
legible, and (4) prepare the master log for the _________ signature. 
 
a. dispatcher’s 
b. maintenance chief’s 
c. equipment officer’s 
d. vehicle operator’s 

Continued on next page 
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Review Lesson, Continued 

 
Item 3 If you need additional space to explain any area of the SF 91 in greater 

detail, how would you include the additional information? 
 
a. Write in the white border along the outside of the SF 91 for 

additional space. 
b. Use the ID-10T form for extra space. 
c. Rewrite the SF 91 but print smaller to ensure all information is 

included in the space provided. 
d. Use plain bond paper, titled, numbered, and dated. 

 
Item 4 You are a dispatcher examining a driver’s credentials.  You must 

verify that the 
 
a. OF 346 is not expired over 30 days. 
b. local SOP items, such as dog tags, DIC card, etc., are in the 

driver’s possession. 
c. driver has a valid medical card with their license. 
d. OF 346 is not expired and the drivers’ name matches their military 

ID card. 

 
Item 5 The _____________ is responsible for ensuring that the trip ticket has 

a release signature that authorizes the operator to return to the motor 
pool. 
 
a. maintenance chief 
b. operator 
c. dispatcher 
d. user 

 
Item 6 The trip ticket and master log of a vehicle that was involved in an 

accident must be maintained until the 
 
a. investigation and any required maintenance or repairs are 

completed. 
b. investigating officer authorizes release. 
c. commanding officer authorizes release. 
d. vehicle is transferred to depot maintenance for rebuild. 

Continued on next page 
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Review Lesson, Continued 

 
Item 7 What reference provides official guidance on the management process 

for vehicle licenses? 
 
a. TM 1500-15/1_ 
b. MCO 5311.1 
c. TM 11240-15/3_ 
d. The Ground Equipment Records Procedures Manual 

 
Item 8 Operator’s permits are issued by the 

 
a. individual’s unit licensing representative. 
b. division road master. 
c. local licensing office. 
d. individual’s commanding officer. 

 
Item 9 Which of the following is the Index of Authorized Publications for 

Equipment? 
 
a. Table of Equipment (T/E) 
b. Stock list (SL) 1-1 
c. Stock list (SL) 1-2 
d. Stock list (SL) 1-3 

 
Item 10 Every three months, a revised __________________ , 

_________________, and __________________ are published.  
These publications list all the information on publications. 
 
a. NAVMC 2691; T/E; CMR 
b. NAVMC 2761; SL 1-2; SL 1-3 
c. NAVMC 3531; T/O; ITS standards 
d. NAVMC 10627; SL 1-2 and 1-3; TM-10 manuals  

Continued on next page 
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Review Lesson, Continued 

 
Item 11 What drives most publication control practices? 

 
a. Security levels 
b. Unit SOP 
c. Publication usage 
d. Publication access 

 
Item 12 For this item, select 

 
a. if 1, 2, and 3 are correct. 
b. if 1, 3, and 4 are correct. 
c. if 2, 3, and 4 are correct. 
d. if only 4 is correct. 
e. if 1, 2, 3, and 4 are correct. 
 

Which of the following should be included in a safety brief before 
starting organized PMCS? 

 
1. Location of safety equipment – eyewash, fire extinguishers, 

etc. 
2. What safety equipment must be used – goggles, gloves, etc. 
3. What the immediate chain of command is in case of an 

accident. 
4. Location of telephones, snack machines, and bathroom. 

 
Item 13 What two references provide information on storing and handling 

hazardous materials? 
 
a. MCO 4450.12 and TM 11240-15/3 
b. Local unit SOP and TM 4700-15/1_ 
c. Local unit SOP and MCO P1020.34G 
d. Local unit SOP and MCO 4450.12 

Continued on next page 
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Review Lesson, Continued 

 
Item 14 For this item, select 

 
a. if 1, 2, and 3 are correct. 
b. if 1, 3, and 4 are correct. 
c. if 2, 3, and 4 are correct. 
d. if only 4 is correct. 
e. if 1, 2, 3, and 4 are correct. 
 
HazMat training for all personnel should include information on. 
 

1. Current hazardous material used--Intended use, precautions, 
and first responder medical care 

2. Personal protective equipment--Purpose, use and location of 
rubber gloves, goggles, helmets, fire extinguishers, etc. 

3. Spill management--Spill response, clean up and points of 
contact when a spill occurs 

4. New hazardous material--Immediately before or after the new 
material is introduced into the area and before material is used 

 
Item 15 a. if 1, 2, and 3 are correct. 

b. if 1, 3, and 4 are correct. 
c. if 2, 3, and 4 are correct. 
d. if only 4 is correct. 
e. if 1, 2, 3, and 4 are correct. 
 
Which of the following personal equipment is designated for use with 
hazardous material? 
 

1. Safety goggles 
2. Leather gloves 
3. Breathing masks 
4. Coveralls 

Continued on next page 
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Review Lesson, Continued 

 
Item 16 There should be a __________ and ___________ located close to the 

waste material collection area. 
 
a. telephone; MSDS 
b. bucket; MSDS 
c. spill kit; fire extinguisher 
d. fire extinguisher; telephone 

 
Item 17 While conducting a serviceability inspection you discover a tool that 

you believe is close to being unserviceable.  What should your next 
action be? 
 
a. Take the tool to the tool NCO for replacement. 
b. Test the tool to see if it still works properly. 
c. Remember to check the tool the next time it’s needed. 
d. Mark it for replacement and order a new tool 

 
Item 18 For this item, select 

 
a. if 1, 2, and 3 are correct. 
b. if 1, 3, and 4 are correct. 
c. if 2, 3, and 4 are correct. 
d. if only 4 is correct. 
e. if 1, 2, 3, and 4 are correct. 
 

When receiving tools, which actions should be taken? 

1. Re-inventory the tools for the vehicle. 

2. Annotate the receiving date on the replacement list. 

3. Verify that the tool or equipment is serviceable. 

4. Store the tool or equipment per local SOP. 

Continued on next page 
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Review Lesson, Continued 

 
Item 19 What is an effective and realistic equipment security control measure? 

 
a. Use barriers to control the flow of personnel into and around the 

items being issued. 
b. Allow only supervised access to the motor pool during working 

hours. 
c. Use tool sign out logs for individuals to sign for tools on a self 

serve basis. 
d. Institute an honor system and limit the number of personnel who 

have unsupervised access to equipment. 

 
Item 20 What is the most important factor to consider when identifying your 

vehicle’s camouflage requirements? 
 
a. Mission 
b. Vehicle type 
c. Terrain 
d. Weather 

Continued on next page 
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Review Lesson, Continued 

 
Item 21 Using the chart below, calculate the number of manmade netting 

modules required to provide coverage for vehicle dimensions of 12 ft 
high, 16 ft wide, and 38ft long. 
 
a. 1 
b. 2 
c. 3 
d. 4 
 
 

 
 

Continued on next page 
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Review Lesson, Continued 

 
Item 22 Which of the following is a guideline used to position vehicles in 

tactical environment? 
 
a. Use daylight for entrance and nighttime for exit. 
b. Have ground guides during daylight hours. 
c. Park vehicles under trees. 
d. Use the topography of hills and gullies to help camouflage the 

vehicle. 

 
Item 23 As listed in MCO 1510.68_, each task a Marine must do is comprised 

of the task, condition, standard, and 
 
a. a time limit. 
b. performance steps. 
c. supplies and equipment required. 
d. accomplishment. 

 
Item 24 You are developing a lesson plan.  An overview of your main ideas 

can be found under which of the following steps? 
 
a. Outline the body. 
b. Complete the body. 
c. Write the introduction. 
d. Write the summary. 

 
Item 25 Which Marine Corps planning period covers 4-12 months and is 

updated quarterly? 
 
a. Weekly 
b. Short Range 
c. Mid Range 
d. Long range 

Continued on next page 
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Review Lesson, Continued 

 
Directions for 
Item 26  
Through  
Item28 

Use the graphic below to answer items 28-30. 
 
 
 
 
 
 
 
 
 

 
Item 26 In the graphic above, the letter A represents what part of a convoy? 

 
a. Security 
b. Serial 
c. March unit 
d. March column 

 
Item 27 In the graphic above, the letter B represents what part of a convoy? 

 
a. Security 
b. Serial 
c. March unit 
d. March column  

 
Item 28 In the graphic above, the letter C represents what part of a convoy? 

 
a. Security 
b. Serial 
c. March unit 
d. March column 

Continued on next page 
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Review Lesson, Continued 

 
Item 29 Which type of convoy movement is described below? 

 
1. Provides the best passive defense against hostile observation 

and attack. 

2. Provides the least active defense capability if individual or 
small groups of vehicles are attacked. 

3. Vehicles dispatched individually or in small groups at irregular 
intervals. 

 
a. Close column 
b. Open column 
c. Infiltration 
d. Administrative 

 
Item 30 For this item, select 

 
a. if 1, 2, and 3 are correct. 
b. if 1, 3, and 4 are correct. 
c. if 2, 3, and 4 are correct. 
d. if only 4 is correct. 
e. if 1, 2, 3, and 4 are correct. 
 
In which areas should operators be trained in for convoy operations? 
 

1. Immediate action drills 
2. Night and limited visibility driving 
3. Abandoned vehicles and accidents 
4. Speed and following distances 

Continued on next page 
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Review Lesson, Continued 

 
Item 31 For this item, select 

 
a. if 1, 2, and 3 are correct. 
b. if 1, 3, and 4 are correct. 
c. if 2, 3, and 4 are correct. 
d. if only 4 is correct. 
e. if 1, 2, 3, and 4 are correct. 
 
Which are questions that convoy NCOs should ask about every 
vehicle that they are preparing to send to the convoy staging area? 
 

1. Is the gear secured properly (tied, lashed, blocked and braced, 
etc.)? 

2. Is the truck matched and connected to the trailer it is intended 
to pull? 

3. Is the operator trained to read a map? 

4. If hauling personnel, is the vehicle equipped properly and does 
everything work (troop seats, safety strap, canvas, etc.)? 

 
Item 32 Which paragraph of the convoy brief provides the operator with 

information about possible enemy locations? 
 
a. Situation 
b. Administration and Logistics 
c. Command and Signal 
d. Safety 

Continued on next page 
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Review Lesson, Continued 

 
Item 33 The diagram below depicts which ambush formation and type? 

 
 

 
 
 

a. L-Shaped, Point 
b. T-Shaped, Point 
c. Z-Shaped, Point 
d. V-Shaped, Point  
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Review Lesson Solutions 

 

Review Lesson 
Solutions 

The table below lists the answers to the review lesson examination 
items.  If you have questions about these items, refer to the reference 
page. 

 

Item Number Answer Reference  
1 a 1-4 
2 c 1-5 
3 d 1-6 
4 d 1-9 
5 b 1-12 
6 a 1-13 
7 c 1-18 
8 c 1-21 
9 c 1-26 

10 b 1-28 
11 b 1-30 
12 a 2-8 
13 d 2-14 
14 e 2-16 
15 b 2-16 
16 c 2-17 
17 b 3-6 
18 c 3-7 
19 a 3-10 
20 a 3-18 
21 d 3-22 
22 d 3-23 
23 b 3-30 
24 c 3-33 
25 c 3-34 
26 c 4-7 
27 b 4-7 
28 d 4-7 
29 c 4-8 
30 e 4-11 
31 b 4-13 
32 a Appendix B: B-3 
33 b 4-20 
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