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MEMORANDUM FOR: SEE DISTRIBUTION

SUBJECT: Memorandum of Instruction for Dispatch Procedures

1. PURPOSE: To ensure that policies and procedures established for equipment dispatching are applicable to all personnel assigned and attached to the XXXX Battalion. Violation of any provision of this letter provides a basis for disciplinary action under UCMJ.

2. GENERAL: Dispatching is the method by which a commander controls the use of equipment. However, allowing equipment to be used carries with it the responsibility for both the equipment and operator safety. Commanders must make sure that the dispatching procedures are understood and followed. Additional guidance can be found in the XXXX Battalion Maintenance SOP, ANNEX B.

3. PRE-DISPATCH PROCEDURE

a. The Commander must evaluate mission requirements, determine equipment availability and set safety standards. Once the mission is assigned, the Commander must ensure the company chain of command is involved in the dispatch process.

b. The platoon leader platoon/sergeant or section sergeant will select equipment, operator and co-occupant (see para 6), and ensure that the operator and co-driver understand safety standards and their responsibilities. Only the assigned operator will dispatch his equipment. When mission requirements dictate the use of an operator other than the assigned operator, approval for the non-assigned operator must come from the dispatching authority. The platoon sergeant will periodically spot check the operators PMCS, to verify that the operator and supervisor are doing their job correctly.

c. The first line supervisor (FLS) will verify that the operator is properly trained and licensed on the equipment to be dispatched. The FLS will check the equipment record folder, located in the TAMMS office, for required forms and manuals. The FLS will also supervise and assist the operator in the performance of the Before Operation PMCS, , inventory of BII, completion of the Dispatch Request, and completion of the Risk Assessment worksheet. (Encl 1 & 2)

d. Equipment Operator.

(1) Use the appropriate equipment TM with all changes to complete Before, During and After Operation Checks in the PMCS Table and AR 385-55 para 2-7, to ensure the safe operation of equipment. The weekly or a current PMCS may be used provided, it is no older than 5 days and the same operator who performed that PMCS is dispatching the vehicle. When using a previous PMCS, the operator must still perform the before operation checks immediately prior to dispatch. 

(2) Review the uncorrected faults portion of the automated Equipment Inspection / Maintenance Worksheet and ensure the faults listed reflect the current condition of the equipment.

(3) All operator correctable faults found will be corrected by the operator. Other faults not already on the uncorrected faults portion of the Equipment Inspection / Maintenance Worksheet, will be properly annotated on the Equipment Inspection / Maintenance worksheet. The operator and supervisor will sign the form.

(4) If no new faults are found the operator dates the Equipment Inspection / Maintenance Worksheet.

(5) The operator will ensure all required dispatch forms and BII/safety items are present.

(6) After corrective action is taken on all operator level deficiencies, the operator/supervisor submits the Equipment Inspection/Maintenance worksheet to the motor office for organizational repairs, if required, or to the dispatcher for dispatch.

e. Dispatcher:

(1) Maintains the equipment record folders for all unit equipment. Keeps equipment the Equipment Inspection / Maintenance Worksheet (DA FORM 5988-E), up to date with faults and service data.

(2) When the operator/FLS reports with a request for dispatch, the dispatcher will check the equipment record folder with the operator to ensure that all required forms and manuals are present and up to date. A check of the operators automated Operators ID Card to verify that the operator is licensed on the requested equipment, is required.

(3) Ensure the operator/supervisor has been issued a Dispatch Request and have the operator or supervisor sign for the equipment record folder and keys. Companies may supplement this policy letter with their own written SOPs, which stipulate positive control measures in lieu of the dispatcher issuing equipment folders and keys.

(4) When the operator returns for the dispatch, after completing the Before, During and After Operation PMCS, or the Before Operation checks if a previous PMCS is used (para. 3.d.(1)), the dispatcher will check the operators PMCS. The dispatcher will verify that the correct annotations have been made on the Equipment Inspection / Maintenance Worksheet and that the Pre-dispatch Check List has been completed and signed by the operator, co-driver and supervisor.

f. Motor Sergeant.

(1) Assign a mechanic to repair all new faults if possible.

(2) Submit remaining uncorrected faults to the Commander or the commanders designated representative to decide if any remaining faults go on the uncorrected faults portion of the Equipment Inspection / Maintenance Worksheet.

(3) Have the PLL / TAMMS clerk make any required entries on the Equipment Inspection / Maintenance Worksheet, ie; Parts requisitioned or faults identified and directed by the Commander or his designated representative to be deferred or delayed.

(4) If a fault or safety fault is found that is not potentially dangerous to the operator, crew, or equipment, the fault can be circled X under set limited operations. If the equipment is essential, only the Commander or maintenance / motor officer can a "circle X" a fault for limited operations prior to signing dispatch. The limited operations can be for a single operation only, (DA Pam 738-750 para 1-8, a.(2)).

(5) When the equipment is ready, the motor sergeant will have the TAMMS clerk provide an ULLS generated dispatch. 

g. The commander or his designated representative will review the dispatch packet and approve both the dispatch and the XXXX Battalion Risk Assessment worksheet. Equipment will not depart the motorpool until the dispatch is signed. Designated representatives will be on orders with a copy furnished to the BMO.

4. DURING OPERATION PROCEDURES:

a. The Equipment Record Folder is used each time an item of equipment goes on dispatch. The folder will carry only the forms and manuals needed during a dispatch. The required forms/manuals are:

(1) ULLS generated Motor Equipment Dispatch.

(2) Equipment Inspection / Maintenance Worksheet.

(3) Paragraph 2-7, extract from AR 385-55.

(4) DD Form 518, 2 each.

(5) SF 91, 2 each. 

(6) Equipment load plan.

(7) Completed Dispatch Request. 

(8) Equipment Identification Card (DA Form 5823).

(9) Current equipment -10 level TM. 

(10) Risk Assessment

b. The equipment BII (basic issue items), and required safety items will be with the equipment at all times while on dispatch. The operator will have access to the BII storage location at all times. All items to include chock blocks will be securely attached, mounted in or stored on the vehicle. The items required with the equipment are as follows:

(1) Complete set of BII (jack, jack handle, wheel nut tools, chock block, common tools, and tire chains in winter).

(2) Full, serviceable and sealed fire extinguisher.

(3) Highway warning kit.

(4) First aid kit, with communicable disease prevention gloves (2 pair) sealed in plastic.

(5) Clean wiping cloths for cleaning windshields, headlights, mirrors, etc.

(6) Keys to all locks. 

(7) Clean plastic bottle, used to collect fuel from fuel filters during PMCS. (NSN 8125-00-180-4917, 16 oz or other suitable container)

5. The operator will have his current automated Operators ID Card in his possession at all times while operating military equipment.

6. , The supervisor is responsible to ensure that the vehicle has been properly inspected for safety on equipment deemed as hazardous cargo transporters. The dispatching approving authority can grant an exception to the co-driver policy only on vehicles not carrying hazardous cargo. There are no exceptions to the senior occupant policy for:

a. All fuel tankers (loaded or empty) or other vehicles carrying hazardous cargo.

b. Vehicles under limited ops for safety or NMC faults.

c. Vehicles carrying excessive fuel in 5 gal cans as cargo. (They are considered hazardous cargo transporters.)

7. For emergency dispatch situations such as alerts, dispatches will be prepared in advance. The alert dispatches will be signed in advance and placed in a secure location. Operators and supervisors will complete the necessary blocks on the dispatch form, complete the Dispatch Request and perform PMCS, at the earliest possible moment.

8. For extended dispatches such as field exercises or extended missions, a Dispatch Request and a Risk Assessment worksheet will be completed daily by the operator and co-driver. A Dispatch Request must be verified daily. A Risk Assessment must be approved by the dispatching authority daily. Therefore the operator and supervisors are responsible for ensuring that there are enough checklists on hand to meet this requirement.

a. ULLS will normally deploy with the company, however when impractical, ULLS forms will be generated in sufficient quantities to enable normal dispatching procedures to occur. Include Preprinted equipment inspection/maintenance worksheets and dispatches if 3 or more operators are projected over the duration of the dispatch.

b. Single occupant risk assessments will be required more than once per day if mission conditions change significantly.

c. When the ULLS is not available and corrective action requires a part to be ordered, the Field Commander will ensure the equipment inspection worksheet is forwarded, using distribution runs, to the unit owning the equipment. A second copy will be maintained with the vehicle being dispatched.

d. The Field Commander is appointed as the dispatch approving authority for all vehicles assigned to him. The appointment will last for the duration of the field/commitment exercise or the departure of the Field Commander.

e. The Field Commander has approving authority to down grade NMC or safety faults for the same duration as in d. above.

f. The original dispatching authority must ensure that oil sample bottles are issued to the vehicle operator if the vehicle will require an oil sample prior to returning from an extended dispatch. When practical, upcoming oil samples will be taken prior to departure on extended dispatch.

9. Home Station Extended Dispatch.

a. Only the Battalion Commander or Executive Officer can approve extended home station dispatches. These dispatches will be daily use vehicles used to support Battalion operations.

b. The company commander or their designated representative is the approving authority for home station dispatches, which are because of an S-2/3, Support Operations or similar type tasking.

10. The chain of command (no lower than squad leader) will conduct a mission brief, to include a safety briefing for all military drivers prior to each garrison and field dispatch. This briefing will include precautions listed in section 4 of this policy letter. The briefing will also include a back brief from the driver and the vehicle commander to ensure they understand their instructions.

11. Power generation equipment to be operated solely in the motor pool are not required to be dispatched. However, running time will be kept using the procedures outlined in DA PAM 738-750.

12. Risk assesment is based on mission analysis. First line supervisors will assess the risk on each soldier before each mission using the Risk Assessment worksheet. The completed worksheet will remain with the logbook during the course of the mission and is updated daily on extended dispatches. The supervisor will consider each of the following areas to determine the overall risk.

a. Nature of Operation: Based on length of mission, route taken to and from mission area and in the arear of operations.

b. First Line Supervision: The level of supervision and personnel resourcing.

c. Leader Rest and Time for Preparation: Self explantory.

d. Soldier Selection: The difficulty of the operation related to the experience of the soldier.

e. Soldier Alertness: Based on the length of rest as well as the quality of rest.

f. Equipment Status: Consider the equipment condition and age.

g. Weather & Environmental Conditions: Based on current and forecasted conditions for the duration of operation. Consider early morning and late evening conditions.

13. AFTER OPERATIONS.

a. Vehicles will be cleaned, fueled and parked on line.

b. The operator will turn in completed dispatch to the motorpool for input into the TAMMS records.

c. The operator will identify any additional faults which occurred while operating the vehicle.

14. GO ORDNANCE!

 

 

 

Signature Block

2 Encls

1. Risk Assessment Worksheet
2. Dispatch Request
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