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LOGISTICS READINESS CENTER (LRC) VICENZA, 
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Provided by Vicenza Transportation 
Motor Pool Logistic Readiness Center
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Unit Transportation Coordinators (UTCs) are non-tactical vehicle managers
within various units, activities located in USAG Vicenza. TMP utilizes UTC's as
principle focal point of contact. All units/activities receiving transportation
support from TMP must appoint a Primary and Alternate Unit Transportation
Coordinator identified by unit Commander to serve as the liaison between the
TMP and the using unit/activity. Transportation Coordinators should be of the
grade SSG or above and have a working knowledge of all routine
transportation requirements of their unit. They should familiarize themselves
with TMP policies and procedures outlined in this SOP and disseminate
necessary information to other unit personnel (i.e., commander, operators).
The designation of transportation coordinators is an essential element in
reviewing and validating requests for NTV support from Garrison assets.
Commanders/Directors will ensure transportation coordinators have been
designated within host and/or tenant activities to review, consolidate, and
oversee requests for NTV support forwarded to central dispatch points.
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OUTLINE

UNIT TRANSPORTATION COORDINATOR RESPONSABILITIES

SUPERVISOR RESPONSABILITIES

DRIVER RESPONSABILITIES & SENIOR OCCUPANT (SO) RESPONSABILITIES

AUTHORIZED USE OF NTV’S & PENALTIES FOR MISUSE

ELEMENT OF NTV MANAGEMENT 

NTV AUTHORIZATIONS AND REQUESTS
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ARMY IN EUROPE & VICENZA NTV UTILIZATION STANDARD 

REIMBURSEMENT FOR AN ASSIGNED VEHICLE & REIMBURSEMENT FOR DAMAGE

NTV RE-DISPATCH STANDARDS

MODIFICATIONS TO NTV’S

IFMS RECOVERY SERVICE 

DOCUMENTATION REQUIRED FOR CROSSING NON-NATO COUNTRY (AUSTRIA)

DOCUMENTATION REQUIRED FOR VEHICLE GOING OUTSIDE IFMS APPROVED 
OPERATING AREA
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WINTER TIRES REQUIREMENTS 

VICENZA TMP REQUEST FORM & INSTRUCTION HOW TO FILL OUT IT

SAMPLE HOW TO FILL OUT DISPATCH FORM 

SAMPLE HOW TO FILL OUT PMCS FORM for IFMS Vehicles SAMPLE HOW TO FILL OUT 
PMCS FORM and REMNANT Fleet Vehilcles (DAForm 2404)& HOW TO PERFORM PMCS

REFERENCES 

FORM LETTERS & SAMPLES 

mailto:fabrizio.varotto2.ln@mail.mil


UNCLASSIFIED//FOUO

Mr. Fabrizio Varotto DSN 637-7817 fabrizio.varotto2.ln@mail.mil

405th AFSB LRC VICENZA
Unit Transportation  Coordinator Responsibilities

UTC Responsibilities 
1. Serve as the unit POC for all NTV issues, including NTVs in recurring 

dispatch status and requests for NTVs from the general dispatch fleet.
2. Attend required training on the duties, responsibilities, and procedures for 

sound fleet-management practices.
3. Obtain and be familiar with the 405th AFSB TMP standing operating 

procedures (SOP). This SOP is available from the local TMP,
4. Create and maintain an in-house scheduling system to ensure customer 

NTV requirements are recorded and met,
5. Consolidate and coordinate NTV requirements to ensure the minimum 

number of NTVs are used to fulfill the unit’s NTV requirements.
6. Manage the unit fleet to ensure that assigned vehicles meet utilization 

standards and return underutilized or excess vehicles to the TMP.
7. Provide guidance, assistance, and documentation to unit personnel when 

they are referred to the TMP for general dispatch support.
8. Ensure all personnel using recurring dispatch vehicles are properly 

licensed, conduct preventive-maintenance checks, and are familiar with 
NTV use and documentation requirements.
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UTC Responsibilities Continuation
9. Ensure dispatch sheets are properly completed and that all NTV use (KM
driven and days used) is documented. 
10.  Conduct quarterly utilization reviews based on total unit transportation 
requirements for recurring dispatch vehicles, privately owned vehicle (POV) 
mileage, commercial bus and rail, and general dispatch NTV use. 
11.  Serve as the TMP POC for the resolution and payment of fines for traffic 
violations and reimbursement for accidents incurred by unit NTV users.
12.  Serve as the TMP POC for requests for modification of assigned NTVs. 
Modification requests must meet Army garrison and TMP guidelines for 
permissible work. The requesting unit will pay for the original modification and 
the restoration of the vehicle to its original configuration and design. 
13.  Comply with policy and instructions on reporting utilization data.
14. Coordinate the timely delivery of assigned NTVs to maintenance vendors 
for service and repair as directed by the TMP. Local contractors will perform all 
maintenance, repairs, and warranty service on IFMS vehicles. The TMP will 
notify UTCs with instructions regarding the turn-in for routine maintenance and 
scheduled services. UTCs will coordinate the delivery of the NTV, pickup and 
delivery of the driver, and later retrieval of the NTV.
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UTC Responsibilities Continuation

15.  Record maintenance downtime on the dispatch sheet and coordinate with 
the TMP to report when NTVs are placed in and returned from maintenance 
status. UTCs will inform the TMP of all maintenance issues with local 
contractors. 
17.  Immediately notify the TMP if an NTV user reports a vehicle breakdown or 
accident. The TMP will require enough information to coordinate vehicle 
recovery.
18.  Ensure that NTV drivers comply with procedures for obtaining diplomatic 
clearances and individual insurance prior to taking vehicles outside of the 
IFMS-approved operating AOR (Germany/Netherlands/Belgium/Italy).
19. Ensure that FLIPL’S are initiated to document accident damage and or 
negligent use of NTV’s
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Supervisor / Squad Leader Responsibilities

• Ensure personnel are trained, licensed and familiar with NTV’s prior to 
operation

• If cargo is to be transported ensure that the driver has been trained correct 
loading techniques

• Review operator forms such as Trip Tickets and PMCS sheets for accuracy 
and completeness as required by the chain of command

• Ensure that the driver knows how to get to his destination and has proper 
maps, etc…

• Ensure NTV’s  are used for official purposes only.
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Drivers Responsibilities
• Operate vehicles or equipment in a safe and prudent manner
• Report all accidents to the MP Station, his or her supervisor the UTC and the 

TMP immediately
• Comply with all municipal, State, and military motor vehicle or equipment 

regulations, as required
• Ensure cargo (including personnel) is properly loaded, secured, and 

protected from the elements prior to transport
• Back vehicles and use ground guides according to the provisions of AR 

385–55 and FM 21–305
Senior Occupant (SO) Responsibilities

• Ensure a driver who appears fatigue or physically, mentally, or emotionally 
impaired does not operate a vehicle

• Assist the driver in recognizing unsafe traffic situations and or unsafe mechanical 
conditions of the vehicle

• Assist the driver in backing or executing other difficult maneuvers

• Liability for accident damage and misuse is shared between SO and driver
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Authorized Use & Penalties for Misuse
• NTV use is highly regulated and if there is any doubt clarification 

should be requested from SJA 
• Generally, use of a government NTV must be: 

1. Essential to the successful completion of the mission.
2. Consistent with the purpose for which the vehicle was 

acquired. 
• The unauthorized use of an NTV violates federal law and the Joint 

Ethics Regulation. Penalties for Misuse:
• Civilians shall be suspended from duty without compensation for a 

period not less than 1 month.
• Military personnel who willfully use or authorize the use of  NTV’s 

may be subject to the UCMJ.

mailto:fabrizio.varotto2.ln@mail.mil


UNCLASSIFIED//FOUO

Mr. Fabrizio Varotto DSN 637-7817 fabrizio.varotto2.ln@mail.mil

405th AFSB LRC VICENZA
Unit Transportation  Coordinator Responsibilities

Element of NTV Management

• Appointment of Transportation Coordinators
• Assignment of NTV’s

Class A Continuing assignments (no in Vicenza)
Class B Recurring dispatch
Class C Pooled Vehicles (General Dispatch Vehicles)
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NTV Authorization and Requests

• Types of request
General Dispatch (Normally limited to 7/10 working days)

Long term

New requirements

• New requirements  
DA Form 4610-R, TDA modification Request (ONLY FOR Army Owned Vehicl.) 

Documentation of new requirements require copies of the orders assigning the 
new mission

• Justification for requests
Full justification required

Missions and anticipated usage 
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Army in Europe NTV Utilization Standard

Type Annual Miles Monthly KM

Sedans & Vans 10,000 1300

<37 Pax Bus 12,000 1600
>37 Pax Bus 15,000 2000
Truck 1 – 2 ton 12,000 1600

Truck 2 ½ - 4 ton 10.000 1300

Truck 5 -10 ton 12,000 1600

Trailer & Semi Trailer N/A

The minimum monthly use percentage is 80%. The utilization percentage is calculated by dividing the number 
of work days (Mo-Fr) the vehicle is driven by the number of work days the vehicle is available for use. 

All NTVs that fall below this percentage for three consecutive months should be identified and analyzed for 
potential return to the general dispatch fleet, or turn-in to the IFMS.

NOTE: If an underused IFMS vehicle is not eligible for replacement or turn-in, the TMP should cross- level IFMS 
assets to ensure that a turn-in to the IFMS occurs.
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VICENZA NTV Utilization Standard
• The justification for establishing and maintaining NTV authorizations is based on the 

three measures of NTV utilization:
 Mileage utilization standards for cargo van/cargo truck/pick up/ vehicles is 600 

KM per month, mileage utilization standards for sedan/pax van & large vehicles is 
1200 KM per month.

 The minimum monthly utilization percentage is 80 %. The utilization percentage is 
calculated by dividing the number of work days (MO-FR)  the vehicle is driven by 
the number of days the vehicle is available for use. 

 Criticality of use.  This standard was established to recognize mission-essential 
requirements which would result in critical-mission shortfalls if assigned NTV 
were withdrawn

All NTVS that fall below this percentage for three consecutive months should be
identified and analyzed for potential return to the general dispatch fleet, or turn-in 
the IFMS
NOTE: If an underused IFMS vehicle is not eligible for replacement or turn-in, 
the TMP should cross-level IFMS assets to ensure that a turn-in to IFMS occurs

mailto:fabrizio.varotto2.ln@mail.mil


UNCLASSIFIED//FOUO

Mr. Fabrizio Varotto DSN 637-7817 fabrizio.varotto2.ln@mail.mil

405th AFSB LRC VICENZA
Unit Transportation  Coordinator Responsibilities

Reimbursement for an assigned vehicle & 
Reimbursement for Damage

• In order to get a temporary or/and permanent vehicle from TMP, you 
have to contact your Resource Management Office and be sure that 
that Office funded the WBS, if your RM uses the GFEBS system, 
LRC Resource Management Office will establish a WBS for IFMS 
categories, if your RMO is not in GFEBS they need to provide to 
LRC RMO a MIPR (DD448) and they do the acceptance of the 
MIPR

• Units will reimburse 405th for the loss of or for billable damage to 
IFMS leased NTV’s

• Units will be billed for the total cost of damage beyond fair wear and 
tear including:
Accident damage
Windshield damage
Damage related to neglect or abuse, wrong fuel
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NTV Re-dispatch Standard
• IFMS vehicles is re-dispatched twice a month (every 15 days) 

reason:
Every 15th of each month is sent to IFMS the mileage report, this 
report reflect the monthly IFMS bill
In order to provide the quarterly utilization data needs the actual 
mileage of the vehicle the first and last day of each month 

• Remnant Fleet vehicles/NAF vehicles is re-dispatched once a month 
(30 days)

• NTV will not re-dispatched NTV vehicles if the PMCS is not properly 
filled out (for IFMS) for remnant fleet ( PMCS and 2404)

“When it comes to the care and cleanliness of a vehicle, it’s a safety issue 
and a vehicle value issue.”

Twice a month you can get free coins at Auto craft  shop in order to have 
your vehicle clean outside/inside at wash rack near to BLD#66
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Modification to NTV’s

• All modifications are prohibited without 
approval

• Unit UTC has to submit request for vehicle 
modification to NTV Manager for review, 
IFMS also needs an estimate amount of 
the work that must be made ONLY by the 
manufacturer of the vehicle, request for 
modification signed by NTV Manager and 
the estimate of the work will be sent to 
IFMS Manager for approval or deny

• Unit is responsible for cost of acquisition, 
installation, maintenance and removal of 
all the modifications, including restoration 
of the vehicle to its original configuration

• Modifications will not exempt vehicle from 
rotation
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IFMS Recovery Service
• Inside the green logbook is located the IFMS recovery tow truck service free number, for ITALY-wide this 

free number 800-190783 (24/7 ACI Global) is also written in the dispatch, for Vicenza area ONLY 0444-
289300, (24/7 ACI Sambo), TMP MUST be notified and will provide assistance if needed

• IFMS recovery service is provided only for the following countries:
ITALY, GERMANY, HOLLAND & BELGIUM
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New Documentation required for crossing Austria in place since 17 September 2016

The Defense Attache’ Office (DAO) at the Embassy in Vienna informed that self-insured U.S. Governments are 
allowed to transit Austria provided that the drivers are in possession of a “Certificate on Liability of Public 
Authority properly filled out”.

The following documentation are to be carried inside the vehicles, includes:

A. New Certificate on Liability of Public Authority (valid only for round trip) ON TMP website you will 
find it.    The unit needs to fill out the green highlighted areas:

- Unit name, 
- Official registration number (use the vehicle ADM# number that you will find on the 

upper right side of the dispatch start with V.... or L....)
- Place, Departure date,
- Signature of the officer who has movement of the vehicle through Austria.

Please note The U.S. Government is self-insured through NATO SOFA agreements ONLY and The Defense 
Attache’ Office (DAO) at the Embassy in Vienna informed that self-insured U.S. Governments are allowed to 
transit Austria provided that the drivers are in possession of a “Certificate on Liability of Public Authority”.

B. Valid Border Clearance that will cover your round trip (On TMP website you will find Austria Border 
Clearance valid between 01 January 2016 -31 December 2016)

C. European Accident Statement form to be filled out in case of accident (on TMP website you will find it)

D. Official Travel Documentation (provided by your unit) 
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New Documentation required for crossing Austria in place since 17 September 2016 continuation

FOR VEHICLES REQUESTED TEMPORARY FROM GENERAL FLEET, TMP DISPATCHER WILL PROVIDE 
INSTRUCTION AND COMPLETE DOCUMENTATION TO CROSSING AUSTRIA

THE EXPENSE OF THE TRAVELLER OR UNIT FOR VEHICLES UP TO 3.5 TON:

- For vehicles up to 3.5 ton, Austria require the purchase of a TOLL STICKER prior to the vehicle entering the country (8-10 
Euro) and the payment of toll road “EUROPABRUCKE BRIDGE” when at booth (18 Euro round trip).  These are at the expense of the
traveler or unit.

THE EXPENSE OF THE TRAVELLER OR UNIT FOR VEHICLES OVER 3.5 TON:

- Information for these vehicles have been sent to ASFING & Austrian Authorities, Starting 17 September these vehicles are 
exempted of GO-BOX requirements and expenses for crossing Austria, Make sure that for each trip crossing Austria the driver is in 
possession of valid Border Clearance and the Certificate of Liability of Public Authorities (valid only for round trip) properly filled out with the 
information of the vehicle (these documentation can be found on TMP website)

NOTE:
If your driver will receive any fines please ask him/her to fill out the reimbursement form (you can find it on TMP website) providing the 
European bank account (IBAN & BIC) for the refund, then send the driver to TMP office with copy of fine(s) and the reimbursement form filled 
out, TMP will forward these documentation to ASFINAG including all documentation of the vehicle to get the driver reimbursed, It might be 
that the reimbursement to the bank account will last around 21 days.

BELOW THE INSTRUCTION TO GET THE EXPENSE REIMBURSED:

Please keep your driver aware that reimbursement for Austria toll sticker & toll road for a vehicle that crossed Austria 
will get the expense reimbursed using below PDF’s that you will find on TMP website.  The requirement is to fill out 
the form and attach the Austrian Diplomatic Clearance, military registration (trittico that you will find inside the green 
logbook) any fine driver has received and/or the receipt for the Austrian toll sticker, toll road/ Go Box charges and 
copy of dispatch and FAX to ASFINAG 0043-01-955-1277.
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New Documentation required for crossing Austria in place since 17 September 2016 continuation

NOTICE THIS APPLIES ONLY FOR OFFICIAL MILITARY REGISTERED VEHICLES (ALSO WITH COVER PLATE) 
ON OFFICIAL BUSINESS THROUGHT/IN AUSTRIA.

This new requirements will be also available on TMP WEBSITE: http://www.italy.army.mil/tmp.asp 

PLEASE NOTE THAT: 
- In the event of a traffic accident, claims for damages are to be directed to the point of contact that you 
will find on enclosed "Certificate on Liability of Public Authority"
- For US military driver license will only be sufficient for US soldiers on official travel through Austria 
having on board attached valid Border Clearance.
- All other (US Civilian) have to have a valid US driver's license with a translation (so called international 
driver's license) For more details see the follow link “Department of Defense Foreign Clearance Guide” 
https://www.fcg.pentagon.mil/fcg.cfm

New Certificate on Liability of 
Public Authorities in place since 

18 February 2016 (Valid for round 
trip “ONLY

A valid Border Clearance, on TMP 
Website you will get the one 

valid for the current year

European Accident Statement, to be 
filled out in case an accident happened 

in Austria 

ASFINAG form to be fill out to get 
charges for vignette and toll road 

reimbursed or fines for vehicle up to 
3.5 ton 

ASFINAG form to be filled out for 
reimbursement of fines for vehicles 

over 3.5 ton
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Documentation required for vehicle going outside  the IFMS 
approved operating area (Germany, Italy, Netherland, Belgium)

- BORDER CLEARANCE: Each IFMS vehicle going outside the IFMS approved 
operating area (Germany, Italy, Netherlands, Belgium) MUST to have the proper 
border clearance that will be provided by 21st TSC BMCT.  To any area or theater 
clearance that may be required, diplomatic or transit border clearances must be 
requested through the local Brigade Movement Control Team (BMCT) and obtained 
for U.S. Government vehicles before they enter or leave many NATO and non-
NATO countries while on official business. This applies to all Government-owned or 
Government-leased vehicles, regardless of the license plates on the vehicle (for 
example, official U.S. Army registration plate, U.S. Forces POV plates, General 
Services Administration Interagency Fleet Management System (IFMS) plates, or 
host-nation plates). Units should initially contact their local BMCT prior to driving a 
vehicle out of assigned country (BMCT will provide the Diplomatic clearance 
timeline for each countries)
21st TSC BMCT Phone # 634-8786, 634-7375 

• BORDER CLEARANCE
• IN ADDITION MAY BE REQUIRED THE CERTIFICATE OF PUBLIC AUTHORITY
• UNIT HAS TO BE FULLY AWARE THAT ARE RESPONSIBLE FOR VEHICLE TAKEN OUT OF AN 

AREA IN WHICH THE IFMS PROVIDES SERVICE
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Documentation required for vehicle going outside  the IFMS 
approved operating area (Germany, Italy, Netherland, Belgium)

- IN ADDITION MAY BE REQUIRED THE CERTIFICATE OF PUBLIC AUTHORITY: 
Certificate of Liability Insurance, please contact the European Tort Claim Branch 
Office, they will provide information packages for military vehicles traveling though 
European countries. They have packages for several countries and are working 
constantly on updating the information.

Send email to them providing name of European countries that the vehicle will cross
THE E-MAIL ADDRESS OF THIS DIVISION IS:

usarmy.wiesbaden.usareur.mesg.oja-European torts@mail.mil

The fax number of this Division is DSN:  537-0697 
Commercial:  +49 (0) 611-143-537-0649/0697

- UNIT HAS TO BE FULLY AWARE THAT ARE RESPONSIBLE FOR VEHICLE TAKEN 
OUT OF AN AREA IN WHICH THE IFMS PROVIDES SERVICE
Unit has to be fully aware that are responsible for vehicle taken out of an area in which 
the IFMS provides service, the using unit is responsible for all associated operational 
costs, ie., replenishment of fuel, engine oil, and windshield fluid, also for recovering the 
vehicle (towing expenses) in case of a breakdown or accident, and returning it to the 
IFMS area of operation (all costs non-reimbursable from the issuing TMP)
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Winter Tires

• Below the requirements between 15 November, 15 April by European law:
vehicles less than 3,5 ton MUST have mounted M+S tires and when is 
indicated tire chain on board.
In Italy the requirement is to have mounted M+S tire OR tire chain on board.
Vehicles more than 3,5 ton MUST have mounted M+S tire on traction axels 
and when is indicated tire chain on board

• IFMS has a guideline on when tires could be replaced:
Sedan, station wagon, 40,000 km
Light truck and passenger van, 45,000 km
NOTE: Every 15,000 km tires must be rotate, this is the way to reach the 
threshold of miles without incurring a bill back

For tire/s replaced due to abuse or neglect or replacing tire/s before the 
established km driven, costs will be charged to the unit 
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VICENZA TMP Request form & instruction how to fill out it
VICENZA TMP request form:

Instructions of how to fill out the TMP request form:
TO BE COMPLETED BY THE REQUESTOR:
"The requestor is responsible for returning a clean and refueled vehicle to TMP

Section 1:
- requester name,
- Job title,
- Organization/section,
- type of vehicle will be requested (select from pull down menu' the type of vehicle)
Section 2:
- pick up "date" & "time" ; if the vehicle is needed on Saturday/Sunday the pickup date is Friday.
Please note, general dispatch vehicles are vehicles  available to support ALL Vicenza Community.  NTV requests are valid 
for ONE vehicle only and  not to  exceed 7/9 days. If the vehicle is required for more than 7/9 days an additional request 
must be provided.

Section 3:
- return on "date" & "time" 
Section 4:
- Origin where the vehicle is required (only for - large vehicles and driver request)
Section 5:
- Destination, location, installation)
Section 6 TMP driver:
- a: if a TMP is not required mark block a
- b: if a TMP driver is required block b, c and d must be completed with a signature of unit resource 
management for funding approval of overtime (Saturday/Sunday, Holidays and MON-FRI before 0800 or after 1700)
Section 7:
- POC for the request completed with DSN and Cell number:
Section 8 Justification:
- Include all pertinent information for the vehicle which will allow TMP to prioritized this request
Section 8a General purpose of request:
- TDY
- Training or long distance more than 50 km
- Local are within 50 km daily

TO BE COMPLETED BY UNIT TRANSPORTATION COORDINATOR:
Section 9: Authorization:
- to be completed and signed by Unit Transportation Coordinator (UTC) appointed by Unit Commander

mailto:fabrizio.varotto2.ln@mail.mil


UNCLASSIFIED//FOUO

Mr. Fabrizio Varotto DSN 637-7817 fabrizio.varotto2.ln@mail.mil

405th AFSB LRC VICENZA
Unit Transportation  Coordinator Responsibilities

VICENZA TMP Request form & instruction how to fill out it

The Unit Transportation Coordinator (UTC) signing this request certify that this request is either for official 
use IAW AR & AER 58-1 or the appropriate clarification has been requested from staff judge advocate (SJA) 
and the required approval will be provided to TMP NLT 24 hours prior the pick up date.

To send the request to TMP:
To TMP distribution list usarmy.vicenza.imcom-europe.list.usag-vicenza-tmp@mail.mil or just click on top 
bottom "EMAIL FORM"

Once TMP will receive the request it will be processed by TMP personnel NLT 24 hours, TMP will reply to 
the requester and UTC as cc line if vehicle will be available or not as date was requested:
- if available:

- "approved" and "available" blocks will be marked and the Admin number for the 
vehicle will be annotated
- if not available:

- "disapproved" and "not available" blocks will be marked and unit can use the 
disapproved request as a letter of non-availability to show unit commander to have his/her permission to 
obtain a commercial rental vehicle at your units expense.
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SAMPLE HOW TO FILL OUT DISPATCH 

Sample how to fill out the dispatch
1 Verify expiration date
2 Verify (whatever comes first) 

when the next service due at 
odometer reading 

3 or on date
4 Fill out dispatch daily when 

vehicle is used
5 When in shop dates MUST be 

annotated 
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SAMPLE HOW TO FILL OUT PMCS FORM 

Sample how to fill out the PMCS 

ALL DEFICIENCIES IDENTIFIED 
MUST BE ANNOTATED ON REMARK 

BLOCK, DRIVER HAS TO NOTIFY 
THE UTC AND VEHICLE MUST BE 

DRIVEN (IF SAFE) AT CLOSEST TMP 
IN ORDER TO CORRECT ALL 

DEFICIENCIES 

Each driver after performing PMCS has 
to sign this form indicating date that 

was performed  
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HOW TO PERFORM PMCS 

Inspect rear 
Door/trunk 

seal

Ensure spare 
tire jack, and 

tools are 
accounted for 

Spare tire 

Tool kit 

Do not 
remove 

backseats 
and make 

sure they are  
not moving 
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HOW TO PERFORM PMCS continuation 

Head rests 
Wiped down 

Seats set 
back to 
original 

configuration 

Ensure all 
interior 

lights are 
working 

Seat belt 
have to be 

buckled 
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HOW TO PERFORM PMCS continuation 
Windshield 

cracked/chipped 
Check to ensure all 
instrumentation is 
working properly 

Steering wheel and 
dash cleaned 
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HOW TO PERFORM PMCS continuation 

Warning triangle, 
safety vest and first 

aid kits is in the 
vehicle 
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HOW TO PERFORM PMCS continuation

Ensure horn is 
operational 

Windows cleaned 
inside and outside 

Hood opener 

Door/carpets 
upholstery free of 
boot/shoe marks 
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HOW TO PERFORM PMCS continuation

Seats vacuumed and all 
stains removed 

Carpets vacuumed and 
all stains removed 
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HOW TO PERFORM PMCS continuation

Carpets and 
dashboard free of 

trash or debris 

Seats wiped down 
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HOW TO PERFORM PMCS continuation
Make 
sure 

wipers 
are 

operatio
nal

Front and grill free of bugs and 
debris 

Ensure emergency flashers 
are functional 

Ensure headlights 
are functional

Ensure  fog lights are 
working properly 
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HOW TO PERFORM PMCS continuation

Ensure all 
mirrors are 
clean and 
properly 
adjusted 

Check under 
vehicle for 

exhaust/fluids 
leaks or any 

unusual noises 

Vehicle body 
clean enough 

to see 
reflections 

Fuel tank 
topped off 

Check lights, 
reflectors, and 

emergency 
flashers 
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HOW TO PERFORM PMCS continuation

Wheels/hub caps 
clean 

Check tire tread for 
wear or damage 

Tires filled with 
proper inflation 
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HOW TO PERFORM PMCS continuation

All fluids at 
proper level 

Engine 
compartme

nt  clean 
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References

• DOD 4500.36-R, Management, Acquisition and Use of Motor 
Vehicles

• AR 58-1, Management, Acquisition and Use of Motor Vehicles
• AR 215-1, Morale, Welfare and Recreation Activities and Non-

appropriated Fund Instrumentalities 
• AR 600-55, The Army Driver and Operator Standardization Program
• AR 385-55, Prevention of Motor Vehicle Accidents
• AE Regulation 58-1, Management, Acquisition and Use of Motor 

Vehicles
• AE Regulation 385-55, Prevention of Motor Vehicle Accidents
• AE Regulation 600-55, The Driver and Operator Standardization 

Program
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Form Letters & Samples
Listing of References, AR58-1, AER58-1 & 405th LRC Vicenza TMP SOP

Unit Transportation Coordinator (UTC) Appointed by Unit Commander on Justification form part I 

NTV Justification Letter on Justification form part II

NTV Request Form 

Sample of all documentation MUST be inside the logbook

Sample how to fill out the Dispatch

Sample Service Notice, Overdue service notice

Sample Work Order Request DAForm 2407 (Remnant NTV)

Sample Unscheduled Maintenance sheet (IFMS NTV)

Sample IFMS Bill-back (GSA Form 2556)

Sample how to fill out daily PMCS Inspection sheet (IFMS & Remnant Fleet (DAForm 2404)

Documentation to be provided to TMP office for vehicle damage
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Form Letters & Samples
Sample SF 91 Motor Vehicle Accident Report

Sample Inspection form

Sample IFMS request Modification NTVs

Sample IFMS Recovery Service

Sample OF346 (NTV driver license)

Sample how to identify NTV underutilized by daily usage and km driven

Trittico, cover plate attestation, AFI Official Veh Certificate Allied Forces Italy

TMP Recommendation 

Documentation required to TMP office for requesting missing WEX card 

Sample FLIPL (DD200)

Documentation required for crossing Austria “non-Nato Country” updated 18 Feb 2016

Documentation required for vehicle going outside IFMS approved operation area (Germany, Italy, Netherland, Belgium)
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Army Regulation (AR) 58-1

Management, 
Acquisition, 
and Use of 
Nontactical
Vehicles
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Army In Europe Regulation (AER) 58-1

Management, 
Acquisition, 
and Use of 
Nontactical
Vehicles
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TMP SOP and memo usage & reimbursement 
LRC Memo usage & reimbursement
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Annual Justification part I (appoint UTC)

Annual Justification for Recurring 
Dispatch Vehicle, “Justification part 
I” per Unit/Organization , Official in 
charge has to appoint primary and 
alternate UTC  
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Annual Justification part II (for each vehicles)

Annual Justification for Recurring 
Dispatch Vehicle, “Justification part 
II” for each vehicle that 
Unit/Organization has on hand    
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VICENZA TMP request form:
Instructions of how to fill out the TMP request form:
TO BE COMPLETED BY THE REQUESTOR:
"The requestor is responsible for returning a clean and refueled vehicle to TMP.

Section 1:
- requester name,
- Job title,
- Organization/section,
- type of vehicle will be requested (select from pull down menu' the type of vehicle)
Section 2:
- pick up "date" & "time" ; if the vehicle is needed on Saturday/Sunday the pickup date is Friday.
Please note, general dispatch vehicles are vehicles  available to support ALL Vicenza Community.  NTV requests are valid 
for ONE vehicle only and  not to  exceed 7/9 days. If the vehicle is required for more than 7/9 days an additional request 
must be provided.

Section 3:
- return on "date" & "time" 
Section 4:
- Origin where the vehicle is required (only for - large vehicles and driver request)
Section 5:
- Destination, location, installation)
Section 6 TMP driver:
- a: if a TMP is not required mark block a
- b: if a TMP driver is required block b, c and d must be completed with a signature of unit resource 
management for funding approval of overtime (Saturday/Sunday, Holidays and MON-FRI before 0800 or after 1700)
Section 7:
- POC for the request completed with DSN and Cell number:
Section 8 Justification:
- Include all pertinent information for the vehicle which will allow TMP to prioritized this request
Section 8a General purpose of request:
- TDY
- Training or long distance more than 50 km
- Local are within 50 km daily

TO BE COMPLETED BY UNIT TRANSPORTATION COORDINATOR:
Section 9: Authorization:
- to be completed and signed by Unit Transportation Coordinator (UTC) appointed by Unit Commander

TMP Request form
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Documentation inside green logbook

Inside the green 
logbook there 
should be all these 
documentations, 
check it daily, TMP 
will provide the 
missing 
documentation
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Dispatch sheet

Sample how to fill out the dispatch
1 Verify expiration date
2 Verify (whatever comes first) 

when the next service due at 
odometer reading 

3 or on date
4 Fill out dispatch daily when 

vehicle is used
5 When in shop dates MUST be 

annotated 
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PMCS sheet

Sample how to fill out the PMCS 

ALL DEFICIENCIES IDENTIFIED 
MUST BE ANNOTATED ON REMARK 

BLOCK, DRIVER HAS TO NOTIFY 
THE UTC AND VEHICLE MUST BE 

DRIVEN (IF SAFE) AT CLOSEST TMP 
IN ORDER TO CORRECT ALL 

DEFICIENCIES 

Each driver after performing PMCS has 
to sign this form indicating date that 

was performed  
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PMCS sheet Remnant Fleet Vehicle

mailto:fabrizio.varotto2.ln@mail.mil


UNCLASSIFIED//FOUO

Mr. Fabrizio Varotto DSN 637-7817 fabrizio.varotto2.ln@mail.mil

405th AFSB LRC VICENZA
Unit Transportation  Coordinator Responsibilities

Service notice, Overdue Service notice

You will receive an email from TMP dispatcher the first week of each month 
providing the vehicle/s that is/are scheduled for regular maintenance for the 
month, upon notification of this email you have 10 calendar days to bring the 
vehicle to TMP (please remove all personal items from the vehicle, TMP is not 
responsible for items missing when the vehicle is turn in).  If the 20th of the 
month the unit failed to bring the vehicle, TMP will take action to confiscate the 
vehicle with our spare keys.  
TMP will not dispatch a loaner vehicle for vehicle in maintenance facilities for 
regular scheduled maintenance. 
I recommend you to instruct your drivers to perform the daily PMCS checklist 
that is attached to the dispatch IT MUST BE PERFORMED DAILY CHECKING 
ALL MARK BLOCK, deficiencies found MUST BE ANNOTATED on PMCS 
checklist (see bottom block) and notify to TMP office, TMP dispatcher will 
provide to the driver an "UNSCHEDULED MAINTENANCE SHEET" in order to 
take the vehicle to an Authorized Mechanic Vendor to have it repaired
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Service notice, Overdue Service notice continuation

Will be Unit/driver responsibility to take the vehicle to the designated IFMS 
vendor and annotate on the dispatch the days when the vehicle is in shop.

Note: annotating these days on the dispatch the days will not be counting as 
days that vehicle could have been used.

I also recommend to you prior to submit a request for a TMP vehicle in 
General dispatch, to use your current assigned vehicles; this way your 
vehicles could meet the required utilizations criteria.
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Schedule/Unscheduled Maintenance Form (IFMS vehicle)

All Deficiencies reported by 
driver will be annotated in 
Italian on remark block, 
copy of it will be provided to 
the driver which will deliver 
this copy and the vehicle to 
the designated IFMS vendor
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Scheduled/Unscheduled Maintenance Form (Remnant Fleet Veh)

All Deficiencies reported by 
driver will be annotated on 
remark block, copy of it will 
be provided to the driver 
which will deliver this copy 
and the vehicle to IMMA 
side
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Sample of IFMS Bill Back

Sample of IFMS Bill Back
Charges for vehicle damaged 
$ 1,165.75
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Documentation required for vehicle damaged

At point 3 all 
documentation 
that MUST be 
provided to 
TMP office 
when a 
damage of  
NTV has been 
identified  
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Sample SF91 Motor Vehicle Accident Report

All blocks has to 
be filled out by 

the driver

All blocks has to 
be filled out by 

the driver 

To be filled out by 
driver till block 80, 81 

& 82 completed by 
drivers Supervisor

83 till 88 Accident 
Investigation Data, 

PMO will fill out these 
blocks
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Sample FLIPL (DD200)
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Sample Inspection Form

When Unit get temporary vehicle 
from General Dispatch Fleet this 
form will be provided to the driver 
to inspect the vehicle, vehicle will 
be inspected upon return to TMP 
office and any damage identified 
that was not annotated by the 
driver will be repaired and charges 
will be charged to the unit 
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Modification to NTV’s

• All modifications are prohibited without 
approval

• Unit UTC has to submit request for vehicle 
modification to NTV Manager for review, 
IFMS also needs an estimate amount of 
the work that must be made ONLY by the 
manufacturer of the vehicle, request for 
modification signed by NTV Manager and 
the estimate of the work will be sent to 
IFMS Manager for approval or deny

• Unit is responsible for cost of acquisition, 
installation, maintenance and removal of 
all the modifications, including restoration 
of the vehicle to its original configuration

• Modifications will not exempt vehicle from 
rotation

mailto:fabrizio.varotto2.ln@mail.mil


UNCLASSIFIED//FOUO

Mr. Fabrizio Varotto DSN 637-7817 fabrizio.varotto2.ln@mail.mil

405th AFSB LRC VICENZA
Unit Transportation  Coordinator Responsibilities

IFMS Recovery Service
• Inside the green logbook is located the IFMS recovery tow truck service free number, for ITALY-wide this 

free number 800-190783 (24/7 ACI Global) is also written in the dispatch, for Vicenza area ONLY 0444-
289300, (24/7 ACI Sambo), TMP MUST be notified and will provide assistance if needed

• IFMS recovery service is provided only for the following countries:
ITALY, GERMANY, HOLLAND & BELGIUM

mailto:fabrizio.varotto2.ln@mail.mil


UNCLASSIFIED//FOUO

Mr. Fabrizio Varotto DSN 637-7817 fabrizio.varotto2.ln@mail.mil

405th AFSB LRC VICENZA
Unit Transportation  Coordinator Responsibilities

Sample of OF346 (NTV Driver License)

mailto:fabrizio.varotto2.ln@mail.mil


UNCLASSIFIED//FOUO

Mr. Fabrizio Varotto DSN 637-7817 fabrizio.varotto2.ln@mail.mil

405th AFSB LRC VICENZA
Unit Transportation  Coordinator Responsibilities

How to identify NTV underutilized by daily usage & km driven 
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Recommendations

I recommend you to instructs your drivers to fill out the dispatch 
daily, EVERY DAY THEY HAVE TO FILL OUT THE DISPATCH, 
EVEN IF THEY ONLY DROVE THE VEHICLE A SINGLE KM, if 
the dispatch is properly fill out and the days in shop annotated on 
the dispatch ALL VEHICLES WILL MEET the utilization standard.
In order to identify the days the NTV (IFMS) spend in the shop 
(those days will not be counting as days that vehicle could have 
been used) when NTV (IFMS) vehicle is SCHEDULED FOR 
REGULAR MAINTENANCE the vehicle will be retained at the TMP 
in order to have the scheduled Annual Maintenance completed.  
TMP personnel will ensure that your vehicle is taken to the 
Authorized Mechanic Repair Vendor. After the Annual Maintenance 
is completed TMP Dispatcher will notify your unit to come pick up 
your vehicle.  
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Trittico, cover plate Attestation, AFI Official Vehicle 
Allied Forces in Italy

Trittico Cover Plate 
Attestation

AFI Official 
Vehicle Allied 
Forces in Italy
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WEX Card Missing

If a WEX card has 
been missing the 
requirement is to 
provide to TMP office 
a sworn statement 
including the 
information of the 
vehicle, TMP office 
will order a 
replacement WEX 
card,  in the meantime 
(Unit hand receipt 
holder) can get Diesel 
gas coupon from LRC 
IPBO Office 

mailto:fabrizio.varotto2.ln@mail.mil


UNCLASSIFIED//FOUO

Mr. Fabrizio Varotto DSN 637-7817 fabrizio.varotto2.ln@mail.mil

405th AFSB LRC VICENZA
Unit Transportation  Coordinator Responsibilities

Documentation required for crossing Austria 

New Certificate on Liability of 
Public Authorities in place since 

18 February 2016 (Valid for 
round trip “ONLY

A valid Border Clearance, on TMP 
Website you will get the one valid for 

the current year

European Accident Statement, to be 
filled out in case an accident happened 
in Austria 
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Documentation required for vehicle going outside  the IFMS 
approved operating area (Germany, Italy, Netherland, Belgium)

1) BORDER CLEARANCE: Each IFMS vehicle going outside the IFMS approved operating area (Germany, Italy, Netherlands, 
Belgium) MUST to have the proper border clearance that will be provided by 21st TSC BMCT.  To any area or theater clearance 
that may be required, diplomatic or transit border clearances must be requested through the local Brigade Movement Control 
Team (BMCT) and obtained for U.S. Government vehicles before they enter or leave many NATO and non-NATO countries while 
on official business. This applies to all Government-owned or Government-leased vehicles, regardless of the license plates on the 
vehicle (for example, official U.S. Army registration plate, U.S. Forces POV plates, General Services Administration Interagency
Fleet Management System (IFMS) plates, or host-nation plates). Units should initially contact their local BMCT prior to driving a 
vehicle out of assigned country (BMCT will provide the Diplomatic clearance timeline for each countries)
21st TSC BMCT Phone # 634-8786, 634-7375 

2) IN ADDITION MAY BE REQUIRED THE CERTIFICATE OF PUBLIC AUTHORITY: Certificate of Liability Insurance, please 
contact the European Tort Claim Branch Office, they will provide information packages for military vehicles traveling though 
European countries. They have packages for several countries and are working constantly on updating the information.
Send email to them providing name of European countries that the vehicle will cross

THE E-MAIL ADDRESS OF THIS DIVISION IS:

usarmy.wiesbaden.usareur.mesg.oja-European torts@mail.mil
The fax number of this Division is DSN:  537-0697 

Commercial:  +49 (0) 611-143-537-0649/0697

3) UNIT HAS TO BE FULLY AWARE THAT ARE RESPONSIBLE FOR VEHICLE TAKEN OUT OF AN AREA IN WHICH THE IFMS 
PROVIDES SERVICE
Unit has to be fully aware that are responsible for vehicle taken out of an area in which the IFMS provides service, the using unit is 
responsible for all associated operational costs, ie., replenishment of fuel, engine oil, and windshield fluid, also for recovering the 
vehicle (towing expenses) in case of a breakdown or accident, and returning it to the IFMS area of operation (all costs non-
reimbursable from the issuing TMP)

mailto:fabrizio.varotto2.ln@mail.mil
mailto:usarmy.wiesbaden.usareur.mesg.oja-european-torts@mail.mil


UNCLASSIFIED//FOUO

Mr. Fabrizio Varotto DSN 637-7817 fabrizio.varotto2.ln@mail.mil

405th AFSB LRC VICENZA
Unit Transportation  Coordinator Responsibilities

Questions??

On TMP website you will get some useful information:

http://www.italy.army.mil/tmp.asp

If you have further questions about it please feel free to 
call me, DSN 637-7817 or send an email at:

fabrizio.varotto2.ln@mail.it

mailto:fabrizio.varotto2.ln@mail.mil
mailto:fabrizio.varotto2.ln@mail.it
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