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information.
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accident investigations.
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or section... titled... was... number... | date of...
263 Claims for Damage to Postal revised to reflect updates 22120 1-22-04
Service Property regarding claims for private-
party damage to Postal Service
vehicles.
Chapter 6, Warranty Claims and Defect Reports
6 Warranty Claims and Defect revised in its entirety to reflect 22144 12-23-04
Reports updates to the policies and
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processing warranty claims and
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Chapter 7, Disposal of Surplus Vehicles, Parts, and Equipment
7 Disposal of Surplus Postal revised in its entirety to reflect 22106 7-10-03
Service—Owned Vehicles updates to the policies and
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surplus Postal Service-owned
vehicles.
7 Disposal of Surplus Postal renamed and revised in its 22151 3-31-05
Service—Owned Vehicles entirety to reflect updates to the
policies and procedures for
disposing surplus vehciles,
parts, and equipment.
Chapter 8, Lost/Stolen Vehicles
8 Lost/Stolen Vehicles added to reflect policies and 22106 7-10-03
procedures for reporting
lost/stolen Postal
Service—owned vehicles.
Appendix C, Forms Glossary and Record Retention Schedule
Appendix C Forms Glossary and Record revised to delete entries for PS | 22244 10-23-08
Retention Schedule Form 4585 and PS Form 4586.
Note:

In the course of updating the online version of this handbook, we deleted Appendix E, “Exhibits,” because we listed
the exhibits in the Contents.




= UNITED STATES
P POSTAL SERVICE.

Fleet Management
Handbook PO-701 March 1991

A. Material Transmitted
This replaces Handbook PO-701, Fleet Management, dated January 4, 1988.

B. Explanation

This handbook defines management’s responsibility for fleet management and prescribes
procedures to attain maximum efficiency. It has been revised to update Chapters fil, @ [ and[7
Chapters@, and [fl remain unchanged except for minor corrections. They will be updated in a
future revision.

C. Initial Distribution

A copy of this handbook should be given to or ordered for persons in the following positions at
offices with postal-owned, leased, or rural carrier vehicles:

Postmaster

Manager, Bulk Mail Facility

Accountant, Postal Facility

Manager, Personnel Services

Operations Manager

Manager, Delivery and Retail Programs

Manager, Delivery and Collection

Fleet Manager

Superintendent, Vehicle Operations

Manager, Stations and Branches

Superintendent, Vehicle Maintenance

Supervisor, Vehicle Maintenance

Chief of Supplies

Vehicle Operations Analyst

Supervisor, Vehicle Dispatching

Vehicle Operations Maintenance Assistant (VOMA)
Delivery Services Program, W.F. Bolger Management Academy
Other fleet personnel at postmaster’s discretion

D. Requisitions

Order any necessary additional copies from your materiel distribution center on Form 7380, MDC
Supply Requisition.



E. Issuances Rescinded

This issue of Handbook PO-701 rescinds the January 4, 1988, issue and all previous issues of
Handbook M-52.

F. Comments and Questions
1. Content.
Address any comments or questions regarding the content of this handbook to:

OFFICE OF FLEET MANAGEMENT
USPS HEADQUARTERS RM 6670
475 L ENFANT PLAZA SW
WASHINGTON DC 20260-7240

2. Clarity.
Send any suggestions regarding the language or organization of this handbook to:

DOCUMENT CONTROL DIVISION
USPS HEADQUARTERS RM 2800
475 L ENFANT PLAZA SW
WASHINGTON DC 20260-1571

G. Effective Date
This material is effective immediately.

Gttt

Arthur Porwick
Assistant Postmaster General
Operations Systems and Performance Department
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1 Introduction and Overview

11 Purpose and Scope

11 Purpose

The purpose of this handbook is to provide the information necessary to
support an aggressive, yet operationally efficient, fleet management program.

112 Scope

These guidelines and instructions cover the entire scope of vehicle services,
including material handling and containerization methods, vehicle
maintenance, tort claim accident investigations, processing, and adjudication,
procurement procedures (including vehicle leasing), vehicle accounting,
inventory control, and transportation of mail by postal-owned and leased
vehicles.

12 Responsibilities

121 Headquarters

The Operations Systems and Performance Department (OSPD) is
responsible for vehicle operations and maintenance. The Office of Fleet
Management, OSPD, provides administrative support and technical guidance
for operations and maintenance through the appropriate channels at the
region and field division level.

122 Region

Designated personnel within the operations support function monitor the fleet
management function.

123 Field Division

The person assigned to the field division position of manager, Vehicle
Programs, has line responsibility for the fleet management function at the
field division post office. This person provides functional guidance to field
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124

125
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vehicle maintenance facilities (VMFs) within the field division to ensure
compliance with Headquarters policies and procedures. These duties include
but are not limited to the following:

Establishing new vehicle service.
Overseeing workhour and equipment budgets.

a
b
C. Validating staffing requirements for vehicle-related positions.
d Overseeing the tort claim accident investigation program.

e Conducting the vehicle sales program.

f

Ensuring that preventative maintenance programs are followed.

Management Sectional Center (MSC)

In an MSC having a vehicle maintenance facility and/or motor vehicle service,
MSC manager/postmasters are responsible for the safe, efficient, and
economical maintenance and operation of vehicles under their jurisdiction.
The manager, Vehicle Services, has responsibility for both fleet operations
and maintenance.

Vehicle Post Offices

The postmaster is responsible for the safe, efficient, and economical
maintenance and operation of assigned vehicles.

13 Fleet Management Organization

131

132

Vehicle Operations

Vehicle operations is a vital element of the mailhandling activity. Vehicles are
procured to move large volumes of mail between facilities or in-city delivery
and also for certain service activities (i.e., firm pickup and delivery, plant
loads, and collections). Vehicle operations provides safe, efficient, and
economical use of postal-owned and leased vehicles. The vehicle operations
program encompasses local transport operations, processing of new vehicle
requirements, leased vehicle administration, vehicle assignment, delivery and
mail processing transportation requirements, labor relations, tort claim
accident investigation and local adjudication, street supervision, safety, dock
and manuevering area design, traffic flow, container operations, and vehicle
sales. Vehicle operations supervisors must work closely with delivery and
mail processing supervisors to optimize the use of all vehicles.

Vehicle Maintenance

Vehicles are serviced and repaired in approximately 225 USPS vehicle
maintenance facilities (VMFs) and in a great many commercial garages
throughout the country. Vehicles are kept in safe, operable, and clean
condition for use in the most economically feasible manner and in compliance
with established standards and requirements. Vehicle maintenance
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141.32

encompasses selecting and training mechanics, providing garages, tools,
and equipment, and monitoring and maintaining preventive maintenance
standards. Related to this effort is the preparation of specifications for
vehicles, quality control, and pilot model testing of new vehicles, purchasing
and inventorying parts, tires, fuel, oil, and greases, performing alternate fuel
testing, handling hazardous materials, performing vehicle modifications, and
administering the vehicle warranty program.

14 Fleet Management Programs

141

141.1

141.2

141.3

141.31

141.32
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Model Vehicle Services Program

Objective

The objective of the model vehicle services program is to implement and
maintain uniform policies and procedures for vehicle services operations and
to maximize efficiency by identifying and correcting service deficiencies.

Scope

The Model Vehicle Services Program encompasses both vehicle operations
and vehicle maintenance.

Model Certification

General

The model vehicle services program has two levels of certification which
encompasses both vehicle operations and vehicle maintenance. The highest
level of certification is the Model | office, with the next level being the Model
. Certification at both levels is valid for a period of three years. The
underlying purpose of the certification program is to measure uniform and
consistent compliance with current operating instructions and regulations and
to ensure that VMFs are operating safely, efficiently, and effectively.

Fleet Management Advisory Council

The Fleet Management Advisory Council has overall responsibility for the
model vehicle services certification program. In addition to recommending
model vehicle services policy to the Office of Fleet Management, the mission
of the council is to develop programs that improve productivity and reduce
costs. The council serves as a communication network for field input and
provides a forum for an effective interchange of ideas. The council creates
work and task groups to study problems from the field or OFM and
recommends solutions. The council has 16 members, as follows, who serve
three-year terms:

a. Headquarters program manager.
b.  Staff person from each regional office.
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141.52
141.521

Fleet Management

c.  Two field division vehicle program managers from each region. These
managers are selected from model vehicle service units by the council
with the concurrence of Headquarters and respective regional offices.

Model I Certification

This designation is awarded to those units that have already received the
Model Il designation and have achieved and maintained an efficiency rating
of not less than 95 percent for a minimum of three consecutive quarters. The
Model | designation requires on-site inspection and approval by a Fleet
Management Advisory Council review team.

Model Il Certification

This designation is awarded to those units that achieve and maintain a
minimum rating of 85 percent for a period of three consecutive quarters. The
Model Il certification also requires on-site inspection and approval by a Fleet
Management Advisory Council review team.

Note: Auxiliary VMFs may qualify for either Model | or Model
certification.
Request for Certification

Field divisions must request a review by the Fleet Management Advisory
Council for certification as Model | or II, with a copy of the request to the
Office of Fleet Management at Headquarters. The council will appoint a

review team, and the team report will be sent to OFM.

Request for Recertification

The Model | and Model I recertification requires a written request by the field
division and on-site review by a Fleet Management Advisory Council review
team.

Model Vehicle Services Training, Testing and Evaluations

Model offices may be used to train employees, test new products, or evaluate
state-of-the-art technologies.

Transportation Subsystem Audit
Definition

The Transportation Subsystem Audit is an integral part of the Model Vehicle
Services and the Customer Services Improvement Process (CSIP) programs.
The audit is a key tool for determining the efficiency of a unit at any given
time and to identify areas that require corrective action.

Completion

The Transportation Subsystem Audit is performed in each vehicle service and
auxiliary service unit on a quarterly basis. The unit being audited must retain
the completed audits for two years.
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Introduction and Overview 142.3

141.522 The MFO is responsible for answering the audit questions and for taking
corrective action for those questions that are answered “No.”

141.523 In cases when a particular question is not applicable, the MFO must answer
“N/A” (not applicable) and explain why the question is not applicable.

141.6 Model Vehicle Operations Maintenance Assistant Program

The Model Vehicle Operations Maintenance Assistant (VOMA) Program is an
extension of the Model Vehicle Services Program. The MFO or designee
from the parent VMF conducts the certification audits. Recertification of
Model VOMA operations must be made at least once each fiscal year. The
MFO must conduct the audit in a positive manner with no exceptions and
must provide whatever assistance is necessary for a unit to become a model
unit.

142 Fleet Stratification Program

142.1 Definition

Fleet stratification is a Headquarters program designed to reduce vehicle
classes into four distinct groups:

a. Light Delivery.

b Intermediate Delivery.
C. Cargo Vans.

d Tractor-trailer Units.

1422 Objective

The objective of fleet stratification is to improve operational benefits and
reduce maintenance costs.

1423 Long Life Vehicle

The backbone of the fleet stratification program is the Long Life Vehicle
(LLV). See [Exhibit 142.3 The LLV will replace the entire 1/4-ton and 1/2-ton
delivery fleet. This replacement requires approximately six years and
demands special attention from all levels of delivery management. The
planned benefits include increased cubic capacity, improved mail security,
improved driver comfort, increased fuel economy, and lower maintenance
costs. The operational success of the LLV is the responsibility of all
division/MSC managers. As the LLV is delivered, deployment based on local
operational requirements will provide the greatest benefits. The operational
goal of division/MSC managers is to reduce the total number of delivery
vehicles assigned to an office. Division/MSC managers must make every
effort to use the LLV to its greatest operational capacity.
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142.3

Exhibit 142.3 (p. 1)

Fleet Management

Characteristics of the Long Life Vehicle

Fleet size has been increasing annually, and this is reflected in an increase in fleet cost. A reduction
or halting of this growth will be necessary to contain rising costs. Every effort must be made to use
the long life vehicle to its greatest operational benefits.

The new postal van at a glance:

Dimensions:
Overall Length
Width
Height

Wheel Base
Weight

Cargo Capacity
Engine:

Type
Displacement

Fuel system

Inches

175.5

79.25

85.00

100.5

3,008 Ibs.

1,000 Ibs. (108 cu. ft.)

4 cylinder, in line, gasoline
2.5 liters
Throttle Body Injection
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Exhibit 142.3 (p. 2)
Characteristics of the Long Life Vehicle

Our New Long-life Vehicle Will Have the Following Features — All Standard.

Chassis and Body: Automatic transmission, 3-speed; rear wheel drive; limited slip differential; aluminum
body; corrosion resistant, steel frames; right-hand drive; power steering; tires, Lt 195/75R14; turning circle,
curb to curb — 34.6 feet.

Fuel Economy: EPA Combined Rating — 21.6.

Mechanical: 4-cylinder fuel-injected engine; right-hand drive; automatic transmission; power-assisted heavy duty,
front-wheel disc brakes; power steering; 12-volt maintenance-free battery; double-A arm coil spring-front
suspension; all weather light truck, steel-belted tubeless radial tires.

Exterior: Tinted safety glass windshield; 2-speed windshield wipers with blade-mounted windshield washers.

Comfort: Bi-level power air-flow ventilation with dash-mounted air deflectors; heater/defroster with two-speed
electric blower; seat for driver that swivels for easy ingress/egress and access to rear cargo compartment; nylon
woven-cloth fabric upholstery; interior sound level that will not exceed limits for passenger vehicle.

Safety: Crashworthiness at 35 mph; molded or impact-absorbing bumper that can withstand collision at 5 mph;
collapsible steering column; safety belts for driver and passenger with automatic locking-type retracting reel.

Capacity: 108 cu. ft. cargo area with A-Track for securing containers with belts or bars (compares with 40 cu. ft.
area in quarter-ton; 130 cu. ft. area in half-ton; half-ton cargo load).

Special Features: Working shelf that accepts three letter trays; easily installed passenger seat for training,
route-sharing purposes; solid partition behind driver/passenger area with built-in lockable sliding door for access to
cargo area.

Other: Minimum fuel capacity of 12 gallons; turning diameter that does not exceed 40 feet.
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2 Vehicle Operations and Utilization

21 Overview

211 Objective

The objective of effective vehicle operations is to provide efficient mail
movement that meets delivery requirements at the lowest cost possible.

212 Mail Distribution and Equipment

212.1  Outgoing Distribution

Develop and coordinate outgoing dispatch schedules to correspond with mail
processing distribution requirements.

2122 Incoming Distribution

Since incoming distribution must be coordinated with sources of supply (rail,
air, HCR, and so forth), vehicle operations supervisors must be aware of
distribution requirements.

2123 A.M. Dispatches

212.31 Coordination

Coordinate station dispatches with managers, distribution, and stations and
branches to enhance the flow of mail from distribution to delivery. When
necessary, provide motor vehicle operators with keys for stations scheduled
to receive mail prior to opening.

212.32 Carrier Departure Time

Review final A.M. dispatches to determine if they correspond properly with
carrier departure times.

212.4 Afternoon Trip/Evening Closeout

Coordinate the afternoon drop with the carriers’ return time to the
stations/branches. This will provide for early processing of mails collected by
the carriers. Coordinate the close out trip with the delivery units to avoid
possible delay of MVS drivers and with mail processing to ensure that
volumes collected will meet principal dispatches.
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2125

213

2131

213.2

Fleet Management

Empty Equipment

Collect and return empty containers to the mail processing facility to ensure
that adequate equipment is available for loading at the mail processing
facility. This procedure also eliminates dock congestion. Include activity on
Form 4533, MVS Schedule, with appropriate allowable time.

Routes of Travel

Establishment

Establish routes of travel serving regular runs from information provided on
Form 4533. Print a route of travel for each run. Ensure that this route of travel
is followed except when local traffic conditions dictate a more efficient
alternative. In the case of deviations due to major road construction expected
to be of long duration, issue an amended route of travel. Dispatchers may
verbally approve detours of short duration.

Review

Review all routes of travel to ensure best possible routing as part of the
annual vehicle utilization surveys. Review and evaluate the opening of new
expressways, highways, or bridges to determine if they can be incorporated
into present route schedules. The use of tollways in some areas may prove to
be economically advantageous. Arrangements may be made with tollway
officials for annual passes, or funds may be provided to vehicle operators on
a daily basis.

22 Vehicle Assignment, Scheduling, and Dispatching

10

221

221.1

221.11

221.12

Vehicle Assignment

General

Identifying Need

Vehicle service may be established where city delivery service has been
authorized. City delivery supervisors will develop the requirements for vehicle
use in the collection and delivery functions.

Responsibility

The assignment, transfer, and reassignment of vehicles, either postal-owned
or leased, is the responsibility of designated personnel at the division. Base
assignments on the following criteria:

a. Service required for functional vehicles.
b Potential reduction of driver hours.

C. Potential increase in vehicle utilization.
d Cost of vehicle operations.
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Exhibit 221.211

221.2

221.21

221.211

221.211

Repair and Replacement of Vehicles

Vehicles Requiring Extensive Repair

Due to cumulative age and wear or extensive body damage, some vehicles
might require considerable maintenance investment before being restored to
operational service. Before authorizing extensive repairs, the district’'s
manager of vehicle maintenance (MVM) must confirm with the functional
customer that the vehicle is essential to operations. Additionally, the MVM
must determine if the vehicle can be replaced with an existing surplus
vehicle, or if it can be replaced more economically with a rented or leased
vehicle until a permanent replacement is identified or acquired.

Scheduled Service Life and Maintenance Reinvestment

Before initiating any extensive vehicle repair, including a repair for major fire
or body damage, vehicle maintenance facilities (VMFs) must assess
maintenance reinvestment using PS Form 4587, Request to Repair, Replace,
or Dispose of Postal-Owned Vehicle, in conjunction with Exhibit 221.211. The
MVM and the district manager (DM) or the DM’s designee (excluding vehicle
maintenance employees) must concur on any decision to exceed the
maintenance reinvestment guidelines in [Exhibit 221.271].

Service Life and Maintenance Reinvestment Guidelines

Maintenance Reinvestment Threshold as Percentage of Vehicle
Mileage (000) Contract Price According to Age in Years
Life
Vehicle Type (Years) Total Annual 1 2 3 4 5 6 7 8 9 10 | 11 12
Light Delivery
LLV, FFV* 24 120 5 50 46 | 43 40 37 | 34 31 28 26 | 24 22 20
1/2-ton** 8 56 7 50 | 45 |40 |35 |30 25 |20 |15 | 10 5 0 0
Intermediate
1-ton 12 120 10 50 | 47 | 44 | 40 37 | 34 30 | 27 24 | 20 17 15
1-ton gasoline 12 120 10 50 |45 |40 | 35 |30 | 25 |20 |15 | 10 5 5 5
2-ton 12 120 10 50 47 | 44 | 40 37 | 34 30 | 27 24 | 20 17 15
Cargo Van ‘ ‘
5-,7-,9-, & 8 240 30 50 | 47 | 44 | 40 |37 |33 |29 | 24 |19 | 12 9 5
11-ton
Tractor
Single-Axle 8 360 45 50 |45 40 |35 |30 |25 |20 |15 | 10 5 0 0
Tandem-Axle 8 360 45 50 |45 |40 | 35 |30 [ 25 |20 |15 | 10 5 0 0
Spotter 8 NA NA 50 |45 |40 | 35 |30 [ 25 |20 |15 | 10 5 0 0
Trailer 12 NA NA 50 47 | 44 | 40 37 | 33 29 | 24 19 12 9 5
Service Trucks
VMF 8 72 9 50 |45 |40 | 35 |30 |25 |20 |15 | 10 5 0 0
Plant Maint. 8 72 9 50 |45 40 |35 |30 |25 |20 |15 | 10 5 0 0
Administrative 8 72 9 50 | 40 | 30 | 20 5 0 0 0 0 0 0 0

* Note: Origina

LLV service life expectancy was based on an aluminum body and a planned mid-life refurbishment

program. Life expectancy for aluminum-bodied right-hand drive vehicles (LLVs and FFVs) is now 24 years, with
ongoing maintenance of individual vehicles (including engine and transmission replacement) on an as-needed basis.
For years 13-24, the threshold for maintenance reinvestment requiring completion of PS Form 4587 remains at

20 percent.

** Includes Ford Windstar, Ford Aerostar, and Chrysler van-type vehicles acquired for delivery operations.
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221.212

12

221.212

221.22
221.221

221.222

Fleet Management

Retain Records Permanently

Permanently retain each individual work order for any engine, transmission, hour
meter, or speedometer head replacement in the vehicle’s maintenance file.

Surplus and Seized Vehicles

Use of Available Surplus Vehicles Required

VMFs must meet vehicle needs with existing Postal Service—owned vehicles
whenever possible, documenting each vehicle requirement on PS Form
4515, Vehicle Request, Review, and Approval. Using PS Form 4515, the
MVM will determine if surplus vehicles are available within the cluster. If
surplus vehicles are not available, the MVM will contact the area vehicle
maintenance programs analyst (VMPA), who will attempt to locate suitable
vehicles in other performance clusters within the area. If no suitable vehicles
are available, the VMPA will contact Headquarters Delivery Vehicle
Operations (DVO), which may meet service needs by directing inter-area
vehicle transfers or releasing storage vehicles. VMF personnel must
thoroughly inspect vehicles released from storage and ensure that
appearance deficiencies and all safety-related defects are corrected before
the vehicle is returned to service.

Note: The area manager of Distribution Networks Operations (DNO) is
responsible for administering Postal Vehicle Service (PVS) requirements.
The DNO reviews needs, identifies and reallocates available PVS
vehicles, and approves leasing in periods between national acquisitions.

Office of Inspector General or Postal Inspection Service Vehicles

Office of Inspector General or Postal Inspection Service (OIG/IS) surplus
vehicles are vehicles that are no longer required for OIG/IS use or that are no
longer suitable for law enforcement applications. When a genuine need
exists, the MVM may reassign serviceable and suitable surplus OIG/IS
vehicles to the non-mailhauling fleet to defer or avoid acquiring replacement
vehicles.

Special agents-in-charge (SAC) should notify the OIG vehicle control officer
(VCO) at Headquarters of surplus or unsuitable vehicles. Postal Service
inspectors-in-charge should notify the MVM when surplus or unsuitable
vehicles are available. When the OIG VCO or a Postal Service
inspector-in-charge releases surplus vehicles, VMF personnel should move
the surplus OIG/IS vehicles to a VMF to facilitate their processing. If surplus
vehicles are not needed for reassignment locally, the MVM must first notify
the area VMPA of their availability for possible transfer to other clusters. If the
area VMPA determines that there is no need for the surplus vehicles, the
MVM must dispose of them in accordance with chapter[7]

Note: The reassignment of surplus vehicles (including full-size sedans)
must be cost-effective and suitable. Reassigned vehicles must reflect an
appropriate professional application and image. If surplus vehicles present
an image that is too “sporty” or extravagant, the MVM must dispose of
such vehicles in accordance with chapter Prior to vehicle redeployment
or disposal, VMF personnel must ensure that all “police package”
equipment (e.g., lights, sirens, and specialty radios) are removed.
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221.223

221.23
221.231

221.232

221.233

221.234

Seized Vehicles

When the Inspection Service seizes vehicles as a result of law enforcement
activity and does not redirect them for use in the Inspection Service fleet, the
chief inspector or designee will notify the local MVM of seized vehicles to be
released to the nearest VMF for disposal. The VMF will promptly dispose of
the seized vehicles in accordance with chapter[7] With the exception of
authorized Inspection Service applications, the Postal Service will not use
seized vehicles in its fleet.

New Vehicles

Purchase of Mailhauling Vehicles Restricted

Headquarters controls the purchase of all new or replacement mailhauling
vehicles for delivery and Postal Vehicle Service (PVS) applications. The
Delivery and Retail group is responsible for delivery requirements, and the
Network Operations group is responsible for PVS requirements. No other
organization or field office may initiate a purchase of mailhauling vehicles
without the specific written authorization from the senior vice president of
Operations. In periods between national acquisitions, the MVM and DNO
must meet local needs first by reallocating existing vehicles (see section
and then by using vehicle rental/lease (see part[221.5).
Headquarters may periodically issue supplemental instructions or restrictions
to the purchase, rental, or lease of mailhauling vehicles.

Purchase of Non-Mailhauling Vehicles

Clusters must compile and prioritize local requirements for non-mailhauling
vehicles annually in accordance with field budget processes and meet those
requirements through improved utilization or redeployment of existing
vehicles to the maximum extent practicable. MVMs should submit residual
requirements to the area VMPA, who then reviews, compiles, approves, and
forwards the residual requirements to Supply Material Management (SMM) at
the Philadelphia Vehicles Category Management Center (Vehicles CMC).
The SMM submits the funding request to Headquarters Finance for review.
Upon funding approval, each district VMF enters its approved and funded
orders in accordance with the ordering instructions published on the Vehicles
CMC web site at |http.//blue.usps.gov/purchase/material/omsc/ |
[philadelphia/diphi.htm} click on Non-Mailhauling Vehicles, then on
Non-Mailhauling Vehicles ordering process, and then follow the procedures
noted there.

Restriction on Purchase of Non-Mailhauling Vehicles

Vehicles CMC is authorized to purchase full-size non-mailhauling vehicles
only for Postal Service vice presidents and the Postal Inspection Service. See
section|221.222|for reallocation of surplus Inspection Service vehicles.

Consideration of Alternative Fuel Vehicles Required

The Energy Policy Act of 1992 requires that certain percentages of newly
purchased or leased Postal Service vehicles be capable of using alternative
fuels. (Refer to Management Instruction AS-550-1999-4, Alternative Fuel
Vehicle Program). To the maximum extent practicable, the MVM must specify
suitable alternative fuel vehicles (AFVs) when submitting requests for
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221.24

221.3

221.31

221.32
221.321

221.322

221.323
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Fleet Management

light-duty vehicles — e.g., those less than 8,500 Ibs. gross vehicle weight
rating (GVWR) — through the area VMPA to the Vehicles CMC for acquisition
(see section[221.231)). Vehicles CMC may return requests for acquisition of
non-AFVs to the area or cluster for additional review or information, as
necessary to ensure Postal Service compliance with the Energy Policy Act.

Assignment of Older Vehicles

The MVM will assign vehicles that are nearing replacement due to age,
mileage, or high maintenance cost to locations closer to the VMF or a
designated maintenance provider. When practicable, deploy them to
less-demanding assignments. This will minimize overall repair cost and will
avoid disruption of service at offices that may not be able to obtain prompt
local maintenance service.

Vehicle Serial Numbers

Responsibility

The Office of Fleet Management assigns USPS numbers to all mail-hauling
postal-owned vehicles except bicycles and satchel carts. All other vehicle
numbers are assigned by the New York PDC Motor Vehicle Accounting Section.
For AMG vehicles purchased through FY 1984, the USPS vehicle number is the
last seven digits of the manufacturer’s vehicle identification number (VIN). The
VIN is a 17-digit alphanumeric identification prescribed by law.

Mail-Hauling Vehicle Numbers

General

The last digit of the fiscal year in which the vehicle was purchased is the first
digit of the vehicle number. The second digit of the vehicle number
designates the size or type of the vehicle; and the last five digits are
sequential except for trailers and spotter tractors.

Mail-Hauling Trailers

A second digit of “7” denotes a trailer. The third and fourth digit relate to the
trailer length—22, 28, 32, 38, or 45 feet long. The fifth, sixth, and seventh

digits are sequential (see m
Spotter Tractors

A second digit of “6” denotes a tractor, and “9” as the third digit denotes
spotter service. The remaining digits are sequential.
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Exhibit 221.322
Mail-Hauling Vehicle Numbers

221.323

Second digit denotes

Third and Fourth digit denote

First digit denotes

Fifth, Sixth and Seventh digits denote

|

5728123

— Last digit of F/Y vehicle purchased

== 7 denotes a trailer

Vehicle serial number

Length of trailer
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221.33 Fleet Management

221.33 Non-Mail-Hauling Vehicle Numbers

The last digit of the fiscal year in which the vehicle was purchased is the first
digit of the vehicle number. A second digit of “9” denotes miscellaneous
service other than mail hauling. The third and fourth digits denote the type
and size of vehicle (see [Exhibit 221.33).

Exhibit 221.33
Non-Mail-Hauling Vehicle Numbers

10 - 1/4-ton

11 - Sedan

12 - Station wagon

13 - Ambulance

19 - 1/4-ton pickup

20 - 1/2-ton pickup

21 - 1-ton pickup

22 - 3/4-ton pickup

23 - 2-ton pickup

30 - 3/4-ton panel van, cargo

31 - 3/4-ton panel van, passenger
32 - 1-ton panel van, cargo

33 - 1-ton panel van

34 - 1/2-ton van, cargo

35 - 1/2-ton panel van, passenger
36 - 2-1/2 ton van, cargo

37 - 5-ton van, cargo
40 - 1-ton stake (4x2
41 - 1-ton stake (4x4
42 - 2-ton stake (4x4
43 - 5-ton stake (4x2
44 - 2-ton stake

45 - 5-ton dump

50 - 5-ton wrecker
51 - 10-ton wrecker
52 - 1-ton wrecker
53 - 6-ton wrecker
54 - 20-ton wrecker
55 - 40-ton wrecker
60 - Mobile fuel tanker

61 - Mobile self-powered P.O.

62 - Bus

63 - Tractors, non-mail hauling
64 - Auto transport, self-powered
70 - Auto transport, trailer

71 - Trailer, non-mail hauling

72 - Mobile vehicle repair shop

~— — — ~—
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221.34
221.341

221.342

221.4

221.41
221.411

221.412

P-Tags and License Plates

Installation

P-tags or license plates are not required on postal-owned vehicles which are
readily identifiable as postal-owned and conform to the registered trademark
(@) postal color scheme, bear the Postal Service emblems (decals)
prescribed, and have vehicle numbers displayed front and rear in at least 2-1/2
inch numbers. This provision does not apply to vehicles regularly based or
housed in the District of Columbia, for which special instructions have been
issued. Vehicles assigned within the District of Columbia must display license
plates and original registration certificates. Original certificates will be
automatically renewed. However, drivers who are ticketed for the absence of
registration certificates should submit those tickets to the fleet manager. The
fleet manager should, in accordance with ELM, section 667.1, submit the ticket
to the regional counsel, Eastern Region, for processing. The fleet manager
should request duplicate registration certificates, and a copy of that request
should be placed in the vehicle pending receipt of a duplicate certificate.

Exceptions

Except as provided above, all other postal vehicles must be identified by
P-tags. P-tags can be ordered from both Eastern and Western Area Supply
Centers. DP at the division should maintain a log of P-tags issued for control
purposes. MSC managers/postmasters may issue exceptions on a
case-by-case basis for MSC vehicles which may require state license plates
instead of P-tags. Regional Chief Inspectors may also issue exceptions on a
case-by-case basis.

Delivering Vehicles

Examination for Damage

General

Upon receipt, check each new vehicle completely for in-transit damage.
Frequent occurrences of frame and running gear damage caused by carriers
warrant special attention.

Vehicles Received Via Vehicle Drive-away

When trucks or tractors equipped with tachographs are received via
drive-away, the tachograph chart will be removed by the receiving official.
Check this chart for excessive speeds by the delivering operator. Where it
indicates speeding in excess of 55 miles per hour, note “speeding” prior to
signing for vehicles. If the chart reveals that the vehicle has been driven in
excess of 55 miles per hour, closely check the following:

a. Check interior for damage and cleanliness.

b Check lift gate for damage and proper operation, if so equipped.
c Check odometer for high mileage.

d. Check and note if there is any evidence of cargo usage.

e

Check and record condition of tires. Make sure that the manufacturer’s
supplied tires are still on the vehicle.

f. Check all oil and fluid levels. Look for leaks.
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221.414

221.42
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Vehicle(s) Delivered F.O.B. Destination

Vehicle(s) damaged in transit which are delivered F.O.B. destination must not
be repaired by the VMF or a Postal Service contractor. Advise the contractor
shipping the vehicles of damage in transit and request the contractor to
provide repairs. Do not use Forms 4541 or 4543 for this action.

Inspection of Vans

Follow the inspection procedures below when a contractor’s van is originally
assigned into custody of the Postal Service:

a. Prepare Form 5201, Mail Van Inspection, in triplicate, and enter on the
form any defects noted during inspections.

b.  Sign Form 5201 and obtain signature of contractor’s representative
attesting to the condition of van as recorded on the form.

C. Retain the original and one copy. Give a copy to contractor’s
representative.

d.  When the van is returned to the custody of the contractor, it is again
inspected by the designated postal employee and the contractor’s
representative. Any new defects noted during the inspection will be
annotated on both the original and the first copy of the Form 5201.
Original and first copy of Form 5201 shall be signed by both, attesting
to the condition of the returned van as annotated on the Form 5201.

e. Return original to file and give first copy to contractor’s representative.

f. Enter details of the damage on Form 5201, and turn over the original to
the fleet manager.

Claims for In-Transit Damage

When vehicle(s) are delivered to a postal installation in a damaged condition,
follow this procedure:

a.  Obtain an inspection report from the delivering carrier. (Give the carrier
written confirmation of all phone requests for inspections.)

b. Note damages on a carrier delivery receipt and confirm them with an
inspection report.

C. VMPF’s receiving vehicle(s) with major damage ($500 or more) will
report circumstances by phone, immediately, to the DP at the Division,
with written follow-up to:

MANAGER TRAFFIC BRANCH
USPS HEADQUARTERS

475 LENFANT PLAZA SW
WASHINGTON DC 20260-6222

d. VMF’s receiving vehicle(s) at intermediate rail off-loading points are
responsible for securing an inspection report for any damages noted.
Forward this report to:

MANAGER TRAFFIC BRANCH
USPS HEADQUARTERS

475 LENFANT PLAZA SW
WASHINGTON DC 20260-6222
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In the event that a VMF makes the repairs to the damaged vehicle(s)
either at an intermediate off-loading point or a final destination, that VMF
will be responsible for the preparation of all documentation, reports, and
so forth, and their submission, including a copy of Form 4543, to:
MANAGER TRAFFIC BRANCH

USPS HEADQUARTERS

475 PENFANT PLAZA SW

WASHINGTON DC 20260-6222

When repairs are made under contract, send the original invoice,
prepared by the contractor, to:

MANAGER TRAFFIC BRANCH

USPS HEADQUARTERS

475 LENFANT PLAZA SW

WASHINGTON DC 20260-6222

If original invoices are not provided, fleet managers (as the receiver of
the services or goods) must certify the copy with the following
statement and their signature, title, and date:

“I certify that services were performed or goods received and no
payment has been made.”

Signature:
Title:
Date :

Upon receipt of the certified invoice, the Traffic Branch will approve and
forward it to the PDC for payment.

Note: Do not use Form 4541 for contract repairs of vehicles
damaged in transit.

Note damages on all copies of delivering carrier’'s documents and
confirm by inspection report. Consignee and the delivering carrier’s
representative (driver) must acknowledge the notation of damages on
each document by signature.

Carriers are not required to pay individual damage claims of less than
$50. However, forward all claims regardless of value to the Traffic
Branch for possible batch billing of carriers, for example, three claims of
$20 against a single carrier would total $60 and meet the billing criteria.
If batch billing cannot be accomplished, the work orders or invoices will
be returned to the submitting VMF for local payment under AIC 604.

Vehicle Hire

Criteria

Refer to Publication 41, Procurement Manual, and applicable Management
Instructions. (Also refer to section[221.2]) The initial establishment of vehicle
service will generally be by vehicle lease. It may not be economically feasible
to assign a small number of postal-owned vehicles to a post office remote
from a VMF unless high quality contract maintenance is available. Generally,
vehicle lease should be used when the contract cost is lower than the
prevailing rate of postal-owned vehicles of similar type, make, and model, or

19
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221.53
221.531

221.532

221.533

221.534

221.535
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when postal vehicles are not available. Make continual cost analysis of
vehicle lease contracts to ascertain whether it would be more advantageous
to replace the vehicles under contract with postal-owned vehicles.

Specifications

Specify types of vehicles by configuration category and capacity required. Do
not require contractors to furnish, without additional payment, vehicles with
features not specified in the approved bid solicitation. All specifications and
requirements will be submitted on Form 7381, Requisition for Supplies,
Services, or Equipment. The fleet manager and contracting officer will
coordinate acceptance of vehicles.

Rates

Hourly Rates

Indicate the approximate hours and miles the vehicle is to be used each
weekday and Sunday. Stipulate that payment will be made at the hourly
contract rate for the actual hours of service. Vehicle lease time includes
loading time and vehicle route time, even though parts of the route may be
delivered on foot. However, exclude lunch periods and standing time.
(Standing time is defined as the time a leased vehicle is idle at a postal
facility or parking place.)

Daily Rates

Where beneficial, obtain daily rate contracts. Indicate the approximate
number of days per year the vehicle is to be used and the approximate
number of hours and miles of use per day. Stipulate that payment will be
made at the daily rate for the actual days of service without regard to hours or
miles used.

Annual Rates
Do not issue annual rate contracts.

Alternate Rate Structures

Vehicles may be leased on a daily, weekly, or monthly basis, as well as on a
time-plus-mileage basis, to cover emergency service requirements. However,
avoid this type of contract if possible.

Hourly or Daily Rates (Gas and Oil Furnished by Postal Service)

Only in circumstances where reasonable vehicle lease is not otherwise
obtainable may vehicles be leased on an hourly or daily basis, with the Postal
Service furnishing gasoline and oil. Document these circumstances in the
contract, which shall remain a part of the contract file. Place the contract
number on the contract vehicle instrument panel directly above the steering
column. Form 4574, Daily Record of Gasoline, Diesel Fuel, and Motor Oil
Issued, and Form 4567, Commercial Service Station Procurement Record,
must be available so the recipient of fuel can be identified to ensure proper
charges are made. Use a separate Form 4574 to record fuel issued to
contract vehicles from VMF bulk storage tanks. The Form 4574 must indicate
the vehicle contract number in the space provided for vehicle number, in
addition to the gallons of fuel and quarts of oil. Follow VMAS instructions to
enter bulk fuel issued to contract vehicles. The cost of fuel issued to contract
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vehicles will be reported by the PDC as an adjustment on the Vehicle Hire
Report. The separate Form 4574 will identify the fuel usage by contract
number within a given office. When it is necessary to purchase fuel for
contract vehicles by commercial credit card, follow the procedures outlined in
VMAS instructions.

Inspection

Acceptance

Vehicles offered from commercial contractors must be inspected following
award of contract. However, prior to placement into service, use Form 4577,
Leased Vehicle Condition Report, to ensure the vehicle meets the following
criteria:

a. Vehicle must meet federal, state, and local safety standards, that is,
properly functioning brakes, seat belts, and so forth.

b.  Where required, by state, an inspection sticker must be affixed.

c.  The vehicle should have an overall attractive appearance and be in
suitable operating condition.

Rejection

Reasons for rejection must be documented on Form 4577 and submitted to
the contracting officer.

Identification

Signs reading U.S. Mail or United States Mail are permitted on a leased
vehicle only during the period the vehicle is used exclusively on Postal
Service business. These signs must be applied to and removed from the
vehicle by the owner and not by postal employees. Postal employees may
temporarily place Notice 39, U.S. Mail, or similar signs inside the windshield.
Leased vehicles designed similar to postal-owned vehicles must have the
following information on each side door:

a. Letters contrasting to the background color at least one inch high
indicating: “Owned by:

b. Owner’s name on trailers, two inches high on the rear and one to two
feet above the bed level of the trailer.

Maintenance and Other Contract Services

Maintenance

No privately owned vehicle may be repaired or serviced under a contract for
repair and service of postal-owned vehicles or by postal personnel, unless in
an emergency.

Other Contract Services

The contractor is obligated to keep vehicles in good condition and furnish
required accessories, such as tire chains, unless otherwise stated in the
contract. The contractor is required to repair the vehicle and tow it in to
perform the repairs, if necessary. The contractor is not required to install or
remove chains, or to tow the vehicle out of mud, snow, sand, or away from an
accident, unless the occurrence was due to a vehicle defect. If the contractor
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Fleet Management

performs services not required by the contract, claims for these services
should be processed by the postmaster following regular procedures for
paying other private parties.

Temporary Contract Vehicle Hire

Temporary vehicle lease contracts are not renewable. When there is a
frequently recurring need for contract vehicle lease, obtain a contract to
provide a standby vehicle.

Emergency Vehicle Hire

When an emergency occurs requiring vehicle lease for six days or less, vehicle
lease may be procured locally using Form 4570, Vehicle Time Record, as the
sole document. Identify timeclock entries on Form 4570 with each period of
service. The postmaster or designee must certify on Form 8048, Vehicle Hire,
that a vehicle was secured from the open market at the lowest possible rate
under the circumstances and to the best interest of the Postal Service.
Form 4570 must plainly indicate emergency service (ES) in the space provided
for contract number. At the conclusion of each A/P, submit Form 4516,
Emergency Vehicle Hire Use, to the division, with justification for each
emergency in excess of six days of service within the accounting period.
However, if it is anticipated that the emergency situation may exceed the
limitation, obtain a temporary vehicle lease contract.

Shipment and Transfer of Vehicles

National Shipments

Preparing Form 4503

The post office representative at the manufacturer’s plant will prepare and
distribute an original and three copies of Form 4503, Vehicle Delivery Control
Sheet, as follows:

a. Send the original Form 4503 to the appropriate PDC, endorsed in red
“Information Copy Only. This Is Not a Source Document.”

b. Send copy number 1 to DP (at region or division) of vehicle destination.

C. Send copy number 2 to shipping destination (Postmaster, Attn: Fleet
Manager).

d. Retain copy number 3 for the file.

Processing Form 4503

The fleet manager at the receiving destination will:

a. Enter the date that vehicles were received on Form 4503.

b. Enter the office and state to which the vehicles are assigned.

C. Enter the finance number of the final destination of the vehicles. Any
changes in the original destinations for vehicles must be approved by
the DP at the region.

d. The fleet manager at the appropriate destination will forward the
receipted copy of Form 4503 to the New York PDC within three working
days of receipt of vehicles.
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Designated Personnel at the PDC
Designated personnel at the PDC will:

a. Upon receipt of the destination copy of Form 4503, verify the accuracy
of information.

b. Input required data into the Vehicle Asset System.

Regional/Local Procurements

Requiring Installation
a. Complete a separate Form 4503 for each finance number to which
vehicles are assigned.

b. Complete all sections of Form 4503.

C. Obtain all non-mail-hauling vehicle numbers that are assigned by the
New York PDC Motor Vehicle Accounting Section.

Designated Personnel at the PDC
a.  Verify accuracy of receipted Form 4503.

b. Input required data into the Vehicle Asset System.

Informal Transfer Procedures

Intraoffice transfers may be made at the discretion of the fleet manager
without formal transfer procedures, except transfers involving a change in
make/model (M/M). All other transfers between VMF offices, divisions, and
regions may be authorized on Form 7340-A, Shipping Instructions for Excess
Property-Vehicle, by the DP at the region. This form is available through
normal supply channels.

Types of Transfers

Operations Assignments Transfers

The transfer of vehicles for operating assignments is an operating cost.
Charge required driving time to the motor vehicle operators account. If there
are no motor vehicle operators assigned, record time used by postal
employees in the transfer of vehicles as outlined in Handbook F-21, Time and
Attendance. Normally, supervisors should not be used to transfer vehicles in
accordance with Section 6, Article 1, National Agreement. Assign vehicle
maintenance employees to make operating transfers when:

a. The mechanical condition or the mileage involved warrant the
assignment of a vehicle maintenance employee to ensure completion of
the transfer.

b. Repairs or inspections on other vehicles may be made en route.

C. New vehicles are assigned to a vehicle post office for the first time and
an audit is necessary to instruct personnel at that office in the proper
maintenance operation of the vehicles.

Maintenance Assignments Transfers

The shuttle or transfer of vehicles for maintenance purposes is properly a
vehicle maintenance cost. Charge the required driving time to the applicable
VMF account. Where carriers or motor vehicle operators perform shuttle or
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Exhibit 222.13c
U.S. Postal Service MVS Master Vehicle Schedule Summary

Fleet Management

transfer of vehicles for maintenance purposes, identify travel time and ensure
proper allocation of work hours, as outlined in Handbook F-21.

222 Vehicle Scheduling

2221 Responsibility

Mail Processing

Mail Processing should provide the fleet manager with a list of required
receipts and dispatch times.

Customer Services

Customer Services should furnish a list for all delivery and firm requirements.

Fleet Manager

The fleet manager is responsible for ensuring the reasonableness of the
required service and for preparing:

a.
b.
c.

MVS schedules using Form 4533, MVS Schedule.
Clear and concise routes of travel.

MVS Master Vehicle Schedule Summary, prepared by using local
formats (see [Exhibit 222.13¢).

A separate summary of service for each service point, using Form 1542,
Service Point Delivery Requirements.

First
Service Available Time
Schedule | Point Segment | Size Vehicle Start | End Swing | Paid
Number | Contact | Number | By Segment Time |Time |[Time |Time |From |To Duration
201 Sta 19 1 38’ Trailer 0600 |1445 |0045 |0800 |[1015 |1115 (0100
2 5-Ton 1350 | 1405 | 0015
3 5-Ton
204 Sta 24 1 38’ Trailer 0610 |[1453 |0035 |0800 |None
2 5-Ton
3 5-Ton
216 Strongs | 1 5-Ton 1110 1940 | 0030 (0800 |[1412 |1448 |[0036
2 5-Ton
3 5-Ton
4 5-Ton
24 Handbook PO-701, March 1991
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222.23

222.24

222.25
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Developing Schedules

Delivery Services Schedules

The format and construction of delivery services schedules are the
responsibility of delivery services supervisors.

Intracity and/or Intercity Schedules

Prepare MVS schedules on Form 4533, MVS Schedule, which are available in
the supply centers in three types: individual preprinted sheets, die-impressed
stencils, and die-impressed duplicates. Use white paper for daily schedules,
blue paper for Saturday schedules, and pink paper for Sunday and holiday
schedules. The form is designed to coincide with Form 4572, Tractor Log, and
Form 4575, MVS Vehicle Survey. Instructions for completion of Form 4533 are
printed on the reverse side of the form. (See [Exhibit 222.22])

Service Point Summary

The fleet manager will prepare a service point summary using the format in
[Exhibit 222.23 for each service point. Fleet operations shall provide service
point managers with their respective copies of the summary. The summary of
firms shall be provided to customer services managers.

Filing Vehicle Schedules

Maintain, in the Vehicle Dispatch Office, an adequate supply of all route or
run schedules so that all drivers may be properly informed of the schedule to
be followed and the route to be used. Drivers should also be alerted to any
deviations.

Unscheduled Service

In major cities with large terminal or sectional center operations, service may
be improved and savings made by unscheduled service. Operators working
regular tours of duty are dispatched from point to point, moment by moment.
This requires that dispatchers be alert and responsive to the needs of the
service within the postal area covered. Waiting time and deadhead travel can
be greatly reduced by the judicious use of this regular but unscheduled
service. Limit the number of runs in this category to the number required for
full manpower utilization on the lighter days of the week.

Relay Service

Motor vehicle service runs at the outward end of a trip may perform relay and
collection service (a function provided for in the position description of motor
vehicle operator), and should be included on Form 4533, MVS Schedule, if
applicable.
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Exhibit 222.22 (p. 1)
Form 4533, MVS Schedule

U.5. Postal Service Post Office anc ZIP + 4
MVS SCHEDULE Any town, USA 22222-2222
Effective Date Supersedes Frequency Schedule Miles ’ Schedule No.
(Y2177 110/1/75 K67 7 216
; Range Swingls) Psid Time Vehicle Cap. Req. Regular Truck No.
From 1110 To_ 1940 1510-1540 8:00 5T 6800483
Namber Service Poi:;.me Arrive Leave Operating Instructions
Anne x 110 1125 Not. 76 Veh. Inspection - Load Strong Neps
Strongs 1135 1155 Pick Up Empty Equipment
Load all mail for SS Annex, Sunnyslope,
Main Office 1203 1221 Sta. 19, 18, 24, 12
iS5 Annex 1239 1246 Load All Mail
[SunnysTope Sta. 11300 1312 Load A1l Mail & Box Mail for Sta. 24
‘Sta. 24 1324 1330 Load All Mail & Collect Front Box
‘Sta. 19 1347 1350 Load All Mail
iMain Office thol 1412 Initial Sign-in Sheet o
Available 1412 1448 Report to Dispatcher
Main OFfice 1558 ) 1500 Load Annex Mail
Annex 1505 1510 Unload Truck
Lunch 1510 1540
‘Annex 1540 1545 Take 1 Empty APMC for Glendale
Plaza . 1556 1601 Al Mail
: ‘ . All Mail for Luke Field, Sun City,
Glendale ~ -~ " i 11623 1639 E) Mipage, Peoria, and Younqstown,
‘buke. Field o 11700 1710 Load All Mai!
E Mlpage o172y 1726 : Load All Mail
Yoqu;town ‘ 1733 1740 Load All Mai)
‘ o Load A1l Mail & Pick Up Box Mail in
‘Sun City 1750 . - 11800 Sun City Shopping Center )
‘Peoria 1808 1810 Load All Mai}
f i Unload Sectional Center Mail Only Pick
Glendale 1820 1835 up All First-Class and Parcel Post
! i Untoad First-Class Only - Load Parcel
Main Office 1850 1905 Post for Annex
:Annex 1913 1921 Unload Truck
1Available 1921 1930
;Annex 1930 1940 Gas & Notice 76 Inspection
i
f IN[EVENT OF: R -
BREAKDOWN: Call} Garage Area!Code (21X) 171-1468
5 ACQIDENTS: _Calll Control Unif Area Code (21X) 171-1925
Annuat Totals (Exclude swing hours)
Miles Hours Night dift. Hrs Wesek Day Mours Saturday Hours Sunday Hours | Holiday Hours
8503.1 2,019 421 2019
PS Form 4533. Mar 1987

26 Handbook PO-701, March 1991
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Exhibit 222.22 (p. 2)

Form

4533, MVS Schedule

222.26

Instructions

The form is designed to coincide with entries on Form 4575,
Vehicle Load Check.

The headings shouid be éompleted in full. The body of the form
will list each stop of the schedule or run beginning at the garage
or parking point.

In the column. **Operating Instructions.'” class of mail handled
shall be indicated along with special instructions, such .as
“*Unlock station, place mails inside. hold 15 minutes. etc."”

Swing period should be indicated in the headings showing the

span and in the body of the schedule at the appropriate place.

Use the 24-hour clock in minutes throughout so that there will
be no mistakihg A.M. or P.M. hours.

Under the column **Service Point, " enter each scheduled stop
line by line.

N
Additional instructions such as route of travel, need for arms,
for special keys, etc., should be entered at the bottom of the
form or below.

Additional Instructions

PS Form 4533, Mar. 1987 (Reverse)

P —————— ;
*US.OPO1987-0-181.70K01802
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Exhibit 222.23
MVS Service Point Summary

Chity - State "ZIP + 4 Service Poimt Name . Date
Depart Previous Station Time Next Arrive
Schedule Segment| Vehicle Contact Contact

Number Number Type |Depot|Time Point Arrive | Leave | Duration Point Depot Time

28 Handbook PO-701, March 1991
Updated With Postal Bulletin Revisions Through October 23, 2008



Vehicle Operations and Utilization 223.31

223

223.1

223.2

223.3

223.31

Vehicle Dispatching

Dispatch Point Operations

Maintain completed Form 4569, Vehicle Use Plan, at each dispatch point,
indicating the planned use of every vehicle based at the dispatch point. Keep
the form accurate and current at all times. List all postal-owned vehicles and
group them according to capacity in consecutive numerical order, beginning
with the lightest capacity. List regularly used leased vehicles following
postal-owned vehicles.

Citywide Operations

Maintain a current Form 4569 in the office of the fleet manager to display the
scheduled service for the entire fleet. Form 4569 should indicate the planned
use of every assigned vehicle. Keep the form accurate and current at all
times. First, list all postal-owned vehicles in the fleet, according to basing
points and then according to capacity in consecutive ascending numerical
order, beginning with the smallest tonnage. Indicate trucks not regularly
scheduled with the word “reserve.” List regularly used leased vehicles after
postal-owned vehicles at each basing point. For fast identification, prepare
visual control panels as a wall display, providing information on Form 4569.
(See [Exhibit 223.2) To obtain maximum usage with a minimum number of
vehicles, schedule trucks for two or more tours wherever possible. Make
every effort to assign dual services to smaller capacity vehicles assigned
primarily to motorized routes. Whenever possible, schedule vehicles for
assignment to the same driver(s) daily. Do not, however, hold vehicles for a
particular driver if it has an adverse impact on vehicle use or will result in the
delay of any drivers in beginning their assignments.

Time-Oriented Movement Control Systems (Optional)

Pegboard System

More complex operations with tractor-trailer service and extensive truck
shuttle may require time-oriented movement control systems depicting major
stop points and transit and loading times. For these operations, pegboard
systems offer the greatest versatility. Horizontal lines represent the stop or
dispatch points. Vertical rows indicate elements of time, generally five
minutes. In this manner, a pegboard five feet wide provides a control span of
four consecutive hours, leaving room for lettering locations at the side. As the
trucks move from point to point, the identifying peg is moved from left to right
anticipating the arrival at the next stop. As each one-hour time segment of
the board is cleared of vehicles, or as the actual time of day demands, the
time headers are advanced four hours. Thus, the board becomes a perpetual
time indicator. (See [Exhibit 223.31])

Handbook PO-701, March 1991 29
Updated With Postal Bulletin Revisions Through October 23, 2008



223.31 Fleet Management

Exhibit 223.2
Sample Visual Control Panel
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Exhibit 223.31
Optional Control Boards

223.31

Time Segmented Control

ASSIGNMENTS rocotion ' ACTION (;ONTROL - M\_-,/S SHOP
vo M eoeo
D1, 2 P - o
LASS
B&O .
RUNS Mo ° PARKING
. T —

Perpetual Time Control

HOURS

1 2 3 4

5 6 7 8

9 10 n 12
Location 1 2 3 4 Locaﬁonl 3 4
U6 . ueé .
D.1, 2 . D.1, 2 . .
LAS-6 LK) LAS6 3 .
B& O . B&O o]
MO. ] M.O. L3
T.T. . . T

Handbook PO-701, March 1991

Updated With Postal Bulletin Revisions Through October 23, 2008

31




223.32

32

223.32

223.4

223.5
223.51

223.52

Fleet Management

Magnetic Boards

Procure adequate magnetic vehicle control boards locally through the PSO to
obtain better pricing. Each office must tailor its control board to meet the
specific demands of the office. For ease of operation, locate stops or dispatch
points receiving the major portion of vehicle activity within easiest reach of
the board operator.

Terminal Operations Control Boards (Mandatory)

Some of the larger post offices are responsible for trailer spotting activities
and movement control at major truck terminals. Under these circumstances,
a control board must be developed depicting each bay and parking location
of the terminal. By using rectangular tags to indicate vehicles, an accurate
control of vehicle movements, loading, and dispatch is achieved. Number
vehicle tags on both sides; a red stripe on one side denotes a loaded vehicle.
Where vehicles used change frequently, use high-gloss plastic tags, entering
the vehicle number with a grease pencil when the truck or trailer enters the
terminal area, and erasing the number when the vehicle leaves the area.
Where postal vehicle service is used, a smaller round tag will indicate the
postal vehicle service run number; thus, a combination of the three tags will
indicate route, trip, leaving time, vehicle, and run numbers. The tags are
placed in the appropriate places on the board to indicate loading, holding for
unload, parking, empty, or trips on the road. (See [Exhibit 223.4])

Railroad Van Control
Visual Control

Movement control of flexi-vans and other railroad van equipment is becoming
increasingly complex. Visual control of the unit is necessary from a service
and cost standpoint. Effective control prevents demurrage charges. Since the
equipment numbers will vary from day to day, a plastic tag similar to the trip
tag illustrated in Exhibit 223.4] can be adopted for use on the control board.
The equipment identification number can be printed on the tag with a grease
pencil and can be erased for re-use when the vehicle is cleared from the

area. (See [Exhibit 223.51].)

Form 4539, Railroad Van Movement Log

Form 4539, Railroad Van Movement Log, is a detailed form used to properly
document street movements within a postal district, eliminating unnecessary
demurrage charges. Use this form in conjunction with rail van movement.
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223.52
Exhibit 223.4
Mandatory Control Boards
Trip Tag Vehicle Tag
O 2 3 EA‘”’%‘: 7 8 9 10N 12 \z’as'lloolcsk % 17 18
South Parking North Parking
20 2 22 23 24 25 2 3 34 35 3%
GVS Run TQQ 2 k4 28 29 30 31 kY4 38 39 40 4t
En Route
OCoOoo0oocoooao
"RUN
243
7
VEH #
147
ROUTE 6
TRIP 16X7
LV 0345
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Exhiibt 223.51
Tagboard-Assignment Schedule

MAIN OFFICE
SCHEDULED AVAILABLE IN SHOP

OOOO|" O OJOOO O O~
O T OO0 [OUO 607 TO0
GO RYORNV] (@
\O\\ \‘\\\l

_— N~

STATION A STATION B

P

9 000 17

O O

2236 Two-Way Radio Control

Two-way radio control for vehicle movement has proven effective in terms of
improved productivity in a wide range of offices. Maximum beneficial usage of
the two-way radio system is realized through tractor-trailer operation and
nonscheduled service. Mobile radio units in maintenance and analyst vehicles
expedite communication in terms of identifying location and anticipated time of
arrival at the base facility. Two-way installation may be recommended by a
post office with a vehicle operations unit. Submit full justification through
channels to the division or region for review and final disposition.

2237 Form 4572, Tractor Log

In very large offices with extensive unscheduled tractor-trailer movements,
each operator must maintain a Form 4572, Tractor Log, on a daily basis.
During vehicle utilization surveys, use Form 4575, MVS Vehicle Survey.
Dispatchers will provide tractor logs to operators at the beginning of each run.
Drivers must complete the log, indicating each move made throughout the
run. Dispatchers will advise operators on the proper completion of the log to
ensure accuracy (see [Exhibit 223.7). Designated personnel at the division will
determine the post offices required to complete a daily Form 4572.
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Exhibit 223.7 (p. 1)

Form 4572, Tractor Log

223.7

U. S. Postal Service
TRACTOR LOG
Tour of Duty Tractor No. Date Assignment
0102033 Run No. 0O Scheduled
Dispatch Point U Unscheduled
Run Begins (Scheduled Veh. Run Ends (Scheduled Veh.
Time) Time)
Operator's Name
Speedometer Readings
Time Begins Time Ends Ending Mileage Beginning Mileage Miles Traveled
* *Arrival Check Trailer *Load Trailer *Losd |Service| Verified |**Departure
Time Point No. Langth | Factor Oft No. Length Factor Otf| Code By Time
*Whaere possible, load factor will be indicated in pieces; otherwise | Service Code
percentage of load. = - : - i
® *Make pencil entries uniess your superior directs you to use time D-Depot L-Loading IR-Interstation
clock. L -Loading AM-Airmail M-Miscelianeous

PS Form 4572, May 1987

(Complete CHECKLIST on reverse)
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Exhibit 223.7 (p. 2)
Form 4572, Tractor Log

Fleet Management

INSIDE
O Parking Brake (Apply)-

START ENGINE

Oil Pressure

Air Pressure or Vacuum
Instrument Panel

Horn

Windshield Wiper & Washer
Heater - Defroster

Mirrors

Steering Wheel (Excess Play)
Apply Trailer Brake

Turn On All Lights / Flashers
Fire Extinguisher / Warning Devices
Seat Belt

onpopooDpooooo

QUTSIDE - FRONT
O Headlights
., O Clesrance Lights = " - i
[+0)dentification Lightst = %7 4
3 Turn Signals / Flashers
3. Tires & Wheels (Lugs/

Remarks

VEHICLE OPERATOR’S PRE-TRIP CHECKLIST

O Tail & Stop Lights
Q Turn Signais / Fiashers
O Clearance Lights

Q identification Lights
O Reflectors

O Tires & Wheels (Lugs)

O Rear End Protection /Bumper)

RIGHT SIDE

{0 Fuel Tank & Cap

O Sidemarker Lights

G Reflactors

O Tires & Wheels (Lugs}

INSIDE

O Stop Engine

O Release Emergency Brake

1 Apply Service Brakes
Air Loss Should Not Exceed:;
3 PSI On Single Vehicles
4 PSt On Combinations

LEFT SIDE

O Tires & Wheels (Lugs)

{Driver's Signature and Date)

PS Form 4§72, May 1987 (Reverse)

(Supervisor's Signasure and Date)

¥ U.S. Government Printing Offics: 1987—181-700/62072
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23 Vehicle Utilization Surveys

231 Purpose and Scope

Vehicle utilization surveys are the tools for indepth analysis of the operation
and management of all vehicle service. Vehicle utilization surveys are divided
into two categories: delivery service operations and motor vehicle service
operations. The purpose of vehicle utilization surveys is to determine
whether:

a. Full service requirement is met with the minimum number of
postal-owned and leased vehicles or other contractual services.

b. Required service is provided with the smallest possible number of
vehicle hours used and miles operated.

c.  All vehicle usage is integrated to the maximum extent, thus ensuring
optimization and avoiding duplication and overlapping of service.

d. Requested service is justified by volume and need.

232 Basic Surveys (Delivery Service Operations)

232.1 Definition

Basic surveys are for post offices where vehicle operations are confined
primarily to delivery services. The manager, Vehicle Programs, will coordinate
with delivery services a basic survey to be performed at least once each year
to determine proper vehicle utilization. Form 1542, Service Point Delivery
Requirements, and Form 4569, Vehicle Use Plan, must be completed and
maintained for all delivery units.

2322 Procedures

Where all driving assignments are performed by carriers or special delivery
messengers, make a one-day basic vehicle utilization survey. Required source
data to complete Form 4569, Vehicle Use Plan, will be taken from Form 1597,
Work Assignment and Mail Count (Messenger Operations); Form 1838-A,
Carrier’s Count of Mail—Parcel Post and Combination Services
Worksheet/Management Summary, 1838-B, Parcel Post Firm Delivery
Worksheet, and 1838-C Carriers’ Count of Mail—Letter Carrier Routes
Worksheet; Form 3999, Inspection of Letter Carrier Route; and Form 4570,
Vehicle Time Record. Delivery service forms provide useful information
concerning vehicle utilization, volume, and so forth. Review these forms and
the postal data center printouts periodically.

232.3 Analysis

232.31 General

Analysis of vehicle use in delivery service functions may require study of
Form 1542, Service Point Delivery Requirements; Form 4569, Vehicle Use
Plan, Form 4575, MVS Vehicle Survey, and delivery forms, such as
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232.323

232.324

232.325

Fleet Management

Form 1597, Work Assignment and Mail Count (Messenger Operations), Form
1838-C, Carriers Count of Mail—Letter Carrier Routes Worksheet, Form
3999, Inspection of Letter Carrier Route, Form 3999-A, Deliveries/Inspection
Record Worksheet, and Form 3999-B, Inspection of Collection Route.

Specific Areas of Analysis

Motorized Routes

Check leaving time on Form 4569, Vehicle Use Plan. Compare to station
opening time (as shown on Form 1542, Service Point Delivery
Requirements), carrier-route time, and receipt of interstation mail. Determine
the availability of the vehicle for other use during office time periods, the
capability of motorized routes to handle some relay for foot routes along the
motorized route line of travel, possible use of vehicle for area collections after
regular route time, surplus vehicles assigned to stations (Form 4569) and
possible use of unused time to deliver parcel post.

Parcel Post

Using Form 1838-A, determine travel time from VMF to mailing unit (if
applicable) and waiting time at dock during carrier’s office time. (Could this
vehicle time be used more productively?) Check deadhead travel time to first
stop and return deadhead travel from last stop. Where excessive, determine
possibility of station basing to reduce deadhead travel time. Using Form 4569,
determine whether vehicle can be used for additional service or whether route
can be carried by another vehicle presently assigned to other services. Where
more precise vehicle use data is required, use Form 4575, MVS Vehicle
Survey.

Collection Service

Determine deadhead travel time, waiting time at docks, and the potential of
area collections to meet scheduled shuttle trips. Review thoroughly to
ascertain whether arterial collections can be carried by existing MVS, thereby
releasing carrier and vehicle for more productive work.

Relay Service

Determine deadhead travel time to collect relays, lost time at stations waiting
for relays, and elapsed relay delivery time. Review alternate methods of
handling relays, such as motorized routes, use of station-based vehicles prior
to their primary use, or existing MVS runs.

Carrier-Operated Interstation Service

Where service is extensive, involving several full-time routes dedicated solely
to interstation dispatch, determine cost of service and consider the following
alternatives:

a. Convert to MVS operation.
b. Convert to contract service.

C. Consolidate segments of several full-time routes for better use of
employees and vehicles.
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232.326

233

233.1

233.2

233.3

233.31

Special Delivery Service (See Form 1597)

Review deadhead travel times. Determine time lost at docks. Develop
delivery rate. Determine potential for station basing. Consolidate vehicle
usage to assign trucks to two consecutive tours wherever possible.

Secondary Surveys (Motor Vehicle Service
Operations)

Definition

Secondary surveys are for post offices having motor vehicle service units or
intracity and/or intercity services by postal employees to and from four or
more points. Secondary surveys are mandatory and must be completed at
least once every year, or more frequently as required by the installation head
or higher level of management.

Procedures

Where intercity, intracity, depot, shuttle, and airmail services are performed,
the following instructions apply:

a. Make a survey of MVS activities for one or more days, up to one week.

b.  Complete Form 4575, MVS Vehicle Survey, for all motor vehicle service
runs, including Saturday and Sunday, if required.

Preparing Survey Forms

Form 4575, MVS Vehicle Survey

Initiate Forms 4575 for all MVS vehicles, including postal-owned and
contract (see [Exhibit 233.31)). If the vehicle is not used on the day of the
survey, Form 4575 must be appropriately endorsed. Determine the
following: load factor on each segment, trip, and run; method used to
handle mail sacks, pouches, and containers; the relationship of vehicle
capacity to load carried (too large? too small?); excessive platform or office
time in relation to mail carried; the running time between service points;
deadhead travel time to and from route; and review schedules for unused
segments where little or no work is performed. Mark these for further
analysis on Form 4575. Note obvious extensions to make eight-hour runs
and verify by comparing Forms 4575-A. On relay runs, determine time lost
waiting for relays, elapsed time for relay deposit, and number of pieces
handled. Also determine excessive use of drivers, especially tractor-trailer
operators, to load and unload, and the total route miles.
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Exhibit 233.31
Form 4575, MVS Vehicle Survey

U.5. POSTAL SERVICK
MVS VEHICLE SURVEY
DISPATCH POINT DATE VEHICLE NO. CAPACITY OPERATOR'S NAMK
SPEEDOMETER READINGS SCHEDULE OR ASSIGNMENT REVIKWED Y (Supervisor,
(Estimate If odometer inoperable) ROUTE NO. Onse. OscHen.
MILEAGE MILES TRAVELED Caux. DOachnn.
ENDING BEGINNING SCHEDULED VEHICLE TIME OATE OF REVIEW
BEGINS ENDS
INSTRUCTIONS FOR LOAD COUNT: Columns 4, 5, 6, may be identified by rubber stamp for local needs. NOTE: Load On will
normally equal Load Off on each trip.
SERVICE CODE: AM — Airmail IS — Inter-Station IC — InterCity PL — Park & Loop PP — Parcel Post
M — Miscell 43 SD - Special Delivery C — Collection R — Relay MR - Motorized
NOTE: See sample on reverse.

ARRIVE LOAD OFF LOAD ON DEPART
TIME « J K 5 N3 TIME
(24 HOUR |  cHECK ¥l = jxug 2 KT SEMVICE | (24 HOUR
CLOCK IN POINT < Be [59< 2 |88 | 5ok con& CLOCK IN
MINUTES) ] €3 |2 ] % | zc . MINUTES)

3 << [wy b < € fuwy
] -4 X Oa ] I Oa
CLATY 1) tay | 9 | ts) (o) | (1) 20 | 3 | ] s | (e Hum. {min,
-l N },
i v /. M
! p
%
P8 Form
Nov. 1979 4878
40 Handbook PO-701, March 1991

Updated With Postal Bulletin Revisions Through October 23, 2008



Vehicle Operations and Utilization 233.34

233.32 Form 4575-A, Five Day Summary—MVS Vehicle Utilization

This form offers comparison of each run, segment by segment. (See
[Exhibit 233.32)) Irregularities or inconsistencies reported at the same
points each day indicate need for correction or elimination. In particular,
review the following:

a. Comparison of actual versus scheduled operation.

(1) Actual running time less than scheduled.

(2) Consistent failure to maintain schedule.

(3) Location and cause of delay.
b. Segments of service showing little or no volume each day.
(1) Make-work assignments in the middle of a run.
(20  Unproductive work at the end of a run to fill out a tour.
Consistent deadhead travel at the same points each day.
Improper vehicle type for work require ments.
Possibility of container movements.

-~ o a o

Correlation with other runs covering similar time periods.

(1)  Note inconsistencies or problem areas developed (as indicated in
[233.31) on each Form 4575-A and identify nonproductive
segments for possible elimination from the schedules.

(20 Compare all Forms 4575-A covering similar time ranges and
eliminate duplication and nonproductive trips by consolidating
runs, changing vehicle type, revising leaving time, and so forth.

(3) Ensure dispatches to stations are productively geared to carrier
leaving times. Compare to Form 1542. Consider opening stations
by motor vehicle operator where service may be improved at less
cost.

(4) Explore possibility of containerizing mail where heavy sack
volume requires lengthy loading time.
233.33 Form 4572, Tractor Log
Refer to[223.7], Form 4572, Tractor Log.

233.34 Form 4569, Vehicle Use Plan

See [Exhibit 233.34] Study Form 4569 to develop potential consolidation of
services to free vehicles. Assign vehicles to two full tours where possible.
Prepare a new schedule summary of proposed service on Form 4569.
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233.34 Fleet Management

Exhibit 233.32 (p. 1)
Form 4575-A Five Day Summary—MVS Vehicle Utilization
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