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AGONM 55-355 -- COMMERCIAL TRANSPORTATION

1  General
The Commercial Transportation Office for the USPFO for New Mexico, will provide 

technical commercial    transportation   assistance    to   all units/activities upon

request.  Assistance may be requested by contacting the Traffic Manager, at 

474-1626 or requesting assistance in writing.

     A.  Transportation assistance will be provided during AT, IDT or the Technician work week.

     B.  The preferred method of providing assistance is at the unit/activity location.  This provides us with an opportunity to see what equipment or supplies are to be transported, and to identify what special requirements are needed prior to shipping.  It also provides training to all at unit levels.

2 DEFINITIONS
     A.  Accessorial Services: A services rendered by a carrier in addition to the line-haul, such as transit, sorting, cooling, heating, switching, diverting and reconsigning.

    B.  Consignee:
One who receives a shipment.

    C.  Consignor:
One who ships the shipment.

    D.  Acceptance at Destination: Assumption of title to property by DA at the specified delivery point.  This term corresponds, generally, to the commercial term "Free on Board  ” (F.O.B.) destination."

      E.  Acceptance at Origin: Assumption of title to title by DA at point of shipment.  This term corresponds generally, to the Commercial term "FOB origin."  It does not imply that payment was made at the time the title was passed to the Army nor does it necessarily mean that the right was forfeited to reject any article not conforming to contract specifications.

Accountable Officer: Person officially appointed in writing to maintain a formal set of accounting records of property or funds.  This person may or may not have physical possession of the property or funds.  There are three types of supply accountable officers as defines below.

Transportation Officer: Accountable for property entrusted to him or her for shipments.

Stock Record Officer: Accountable for supplies being held for issue from time of receipt until issued, shipped or dropped from the accountability record.

Property Book Officer: Accountable for property upon receipt and until subsequently turned in used (consumed) for authorized purposes, or drop from the accountability record.

Air Charter Service: Air transportation procured under an arrangement with an air carrier for exclusive use of one or more aircraft for a period not exceeding 90 days.

Astray Freight: Shipments or portions of shipments found in a carrier's possession or delivered to government activity for which billing (waybill) is not available or which is being held for any reason except transfer.

Bill of Lading: (GBL) Government bills of lading and commercial bills of lading (CBL) are issued for services administered by NMARNG.

Checking In Cargo Operations: An operation performed by a receiving clerk, normally under supervision of the transportation officer or receiving property officer.  Includes removing items from the carrier's vehicle and conducting a visual inspection to decide the condition of the package and loose pieces in a shipment.  Checking in may be performed under other supervision or at a later time because of emergency conditions; however, it will not be confused with the "storage" operations.  Storage operations involves, opening undamaged packages after delivery to a customer, user, or warehouse.

Commercial Air Movement: The movement of a group of persons routed by AMC in regular or chartered Commercial Air Service.

Common Carrier: A firm furnishing commercial transportation as a public service under rates prescribed by lawful authority.  This includes railroad, bus, airplane or ship.

Damage:  A condition that impairs either value or use of an article; may occur in varying degrees.  Property may be damaged in appearance or in expected useful life without rendering it unserviceable or useful.  Damage also shows partial un-serviceability.  Usually implies that damage is the result of some act or omission.

Demurrage:  A change made on cars or vessels (including barges) held by or for Consignor or consignee beyond the allowable free time for loading or unloading, for forwarding directions, or for any other purpose, charges for demurrage are in addition to all other lawful transportation charges.

Denied Boarding Compensation: A monetary allowance paid by an Air Carrier to traveler holding a confirmed reservation when the carrier is unable to provide the reserved space.

Detention:  A charge made on a carrier conveyance held by or for a consignor or consignee beyond the allowable free time for loading or unloading, for forwarding directions, or for any other purpose, charges for detention are in addition to all other lawful transportation charges.

Diversion: A change made in route of a shipment while in transit.

Direct responsibility: Obligation of person to ensure that all government property for which he or her has receipted for, is properly used and cared for, and that proper custody and safekeeping are provided.

Domestic Route Order: Shipping instruction issued by MTMC area command that specify the mode of transportation, carrier's to move the shipment, applicable rate, minimum shipment weight, tariff or tender authority and pertinent routing instruction notes.

Export Traffic Release: Shipping instructions, issued by a MTMC area command in response to an offering, that specify the mode of transportation, carriers to move the shipment, applicable rate, minimum shipment weight, cost favorable CONUS terminal, shipment terminal arrival date and any pertinent routing instruction notes.

Fare: Charge per person set by a carrier for passenger service.

Freight Classification: A system of grouping together commodities of like or similar transportation characteristics.  For the purpose of assigning rating to be used in applying rates.  In addition, a publication containing a list of articles and classes to which they are assigned for the purpose of applying rates.

Government Conveyance: Any means of transportation, owned leased or chartered by the government, including aircraft on loan to or owned by an Aero Club.  A government owned vessel totally leased for commercial operation or a rental vehicle will not be concerned as government conveyance.

Government procured transportation: Transportation procured directly from a commercial carrier with a government transportation request (GTR) or other document issued by an appropriate government official.

Government Transportation: Transportation facilities owned leased or chartered and operated by the US government for transportation on land, water or in the air.

Group Travel: Three or more persons traveling as a group from the same point of origin to the same destination under one order which is specifically designated a "group travel order."

Member:  A commissioned officer, commissioned warrant officer, warrant officer, and enlisted person, including a retired person of the uniformed services.  As used in this definition the words "retired person" includes members of the Fleet Reserve and Fleet Marine Corps Reserve who are receipt of retainer pay.

Military impedimenta: All equipment owned and controlled by a unit and carried on the Unit property books. (Table of organization and Equipment)

Operating Authority: An authorization issued by the appropriate regulatory body for a commercial carrier to perform transportation services, sometimes within special limitations.

Overage: Any article of freight (packaged or loose) which, upon delivery by a carrier, found to an excess of the quantity recorded on the Bill of Lading covering the shipment.

Receiving officer: An officer charged with custody of storage of property received by means of shipment.  The officer is distinguished from the consignee on the Bill of Lading because that consignee usually is the transportation officer.  Usually the receiving officer is an accountable officer at the station of destination.

Required Delivery Date: The calendar date when material is required by the requisiter.

Shipping Officer: An officer who ships properly for which he or she is responsible or accountable, as distinguished from the officer who prepares the Bill of Lading.  Normally, a shipping officer is an accountable property officer who ships property to an officer who has requisitioned the articles (receiving officer).

Transportation Officer: A person appointed or designated by the commander of a military activity to perform traffic management functions.  This person may be designated as "installation transportation officer, “ traffic manager," traffic management officer.

2-3.References/Regulations

AR 55-38
 Reporting of Transportation Discrepancies Shipments.

AR 735-5
 Polices and Procedures for Property Accountability

DOD 4500-9- R Military Traffic Management Regulation

FORSCOM REG 55-1
Unit Movement Planning

FORSCOM REG 55-2
Unit Movement Data Reporting System Administration

JFTR VOL I
Joint Federal Travel Regulation

CFR 49
Code Federal Regulations (Hazardous Material for Transportation)

2-4,Fundamental Concepts of the Transportation Branch
The fundamental concept of the Transportation office is to provide a wide range of Commercial Transportation support to New Mexico Army National Guard and it units.  The branch consists of two personnel, Traffic Manager, Transportation Assistant.

2-5, Policy 

Section I - Policies and Procedures - The mode of transportation selected by the USPFO Transportation Office shall be that which satisfies over all mission requirements at the lowest cost.

2-6, Travel Policy and Procedures
a.  This section governs the use of Airline tickets.  Also procedures in making travel reservations i.e., Airline, Buses, Hotel and Rental Car.

b.  It is the responsibility of each traveler to ensure the safeguard of the GTR; Airline or Bus ticket at all times.  These are all accountable documents and must be filed with your DD Form 1351-2 Travel Voucher upon return from travel.

c.  Travel Reservation Procedures
1. All travel reservations will be made through Letty at Carlson Wagonlit Travel at

 1-800-444-5254 as soon as the traveler is sure the travel is authorized.  Do not wait until you have received your orders.  The Carlson hours of operation are 0730 to 1630 Monday through Friday.

2.  The traveler or his/her unit will make the airline reservations for official travel 20

days prior to travel date.  The traveler is responsible for ensuring travel orders are received at Carlson Travel and the Transportation Office no later then 2 working days prior to travel date. 

3.  The traveler or his/her unit will confirm their travel reservations 48 hours prior to travel date and ensure the transportation office has one copy and Carlson has 2 copies of the travel orders.  All travelers, traveling on the weekend or holiday will confirm their reservation two working days prior to the end of the working week. All travelers or their Units will ensure Travel orders are given to the Transportation Office and Carlson two days prior to the travelers travel date.

If travel orders are not received as mentioned above the traveler will use their Government issued Visa to travel.

4.  All travelers will make their travel reservations to proceed on the date indicated on the travel orders.  All reservations made prior to the travel date on the orders will be changed to the date indicated on the order prior to the ticket being distributed.

a.  All travelers on TDY over 30 days will make travel reservations to their duty station only.  Return travel reservations will be made with the transportation office at their duty station.  All return airline tickets will be picked up at TDY transportation office.  If any problems occur, travelers are to contact the New Mexico Army National Guard Transportation Office at DSN 867-8626 or (505) 474-1626.

5.  In the event of an emergency the traveler can purchase their own airline ticket by using personal funds or their, government issued Visa and claim it on their travel voucher (DD Form 1351-2) upon return from travel.  Personal purchasing of their own airline ticket for official travel will ensure they get the government contract rate.

6.  It is the traveler’s responsibility to call Carlson Travel Network to cancel any reservation that will not be used.

7.  All travelers with an unused portion or entire airline ticket should contact Carlson immediately upon return from travel for instructions at 1-800-444-5254.

8.  Rental Car Procedures: All travelers authorized a rental car must have it indicated on their travel orders and make reservations through Carlson Wagonlit Travel to ensure it is put on their travel invoice.

9. Overseas Travel: All overseas travel arrangements will be made 30 days prior to travel date through the USPFO Transportation office.  The Transportation Office will make reservations through AMC Channels (MAC AIR).  If AMC AIR arrangements can not be made to meet the individuals mission requirements, the Transportation Office will make commercial reservations.

10.  All prepaid airline tickets will be arranged by the Transportation office and will be done only for extreme emergency.

11.  Bus tickets for personnel traveling to the MEPS before reporting to Basic Training (BT) or Advance Individual Training (AIT) will be requested in Memorandum Form and will address the following items.

a.
Number of bus tickets needed for a six-month period.

b.
Unit location and what MEP station the soldier is going.

c. The unit-training name and telephone number.

d.  One copy of soldiers orders.

e. All unit trainers should know what new soldiers they have in their units and when they depart for training. 

The request may be faxed to 474-1826 along with a copy each soldiers orders.   The unit trainer is responsible for requesting these tickets and issuing them to the soldier on the Bus ticket register, which is an audit trail. 

Travel Reservation Procedures for Commercial Travel
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Travel Reservation Procedures for Over- Sea Travel
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Military Entrance Processing Station Travel




SECTION II INBOUND FREIGHT PROCEDURES
2-7.  Receiving Freight for All Activities and Units

a.  The unit/Activity will examine and count all containers and pieces received in each shipment.  Each billed item will be checked as it is being removed from carrier equipment in order to observe and record any overage, shortage or damage items.  Except when such item being checked may raise the question of liability in case of discrepancy.

Then the entire shipment will put aside and SF 361 or 364 will be filled out.

b.  Intermixed shipments being received by multiple or less truck load shipments are impractical to check while unloading.  The unit/activity receiving it will, check these shipments immediately after unloading and before signing the Bill of Lading.  Carefully observe the outward appearance of each item as it is being removed from the vehicle.  When a container shows evidence of damage or pilferage. Call it to the carrier attention and place it apart from the other items being unloaded to ensure that a proper record is made upon completion of all unloading.

c.  The unit/activity will keep a record of the accountability and condition of all shipments at their location.  Records will show shipment identification, carrier equipment number, time, date, and receiver's name all legible.  The consignee copy of the Bill of Lading, a tally sheet or other approved forms will be used for the purpose.  When the consignee copy of the Bill of Lading is not used, a copy of the tally sheet will be used as the consignee copy of the Bill of Lading.

d.  Damage Freight, when apparent damage or other conditions exist that may result in concealed loss or damage. The receiver will take photographs and when practicable before the unloading operation takes place. When a discrepancy is discovered in a shipment being received, the receiver will immediately examine the entire shipment and will note specific identification of all over shortage and damaged items on the reverse side of the original and consignee copies of the carrier delivery receipt CBL/GBL.  Also the following information will be annotated with the shortage or damaged items, name of the receiver, four digits Julian date, drivers name and date all legible.  The receiver will notify Transportation office of the damaged or lost items immediately and prepare a discrepancy report (SF361) IAW AR 735-5 Chapter 16.

e.  All Units/Activities will send their receiving shipment documentation to the Transportation Office, 66 Bataan Blvd, Santa Fe, NM 87508 on a daily basis.

Receiving Freight for All Activities and Units
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SECTION III OUTBOUND FREIGHT PROCEDURES

2-8,COMMERCIAL BILLS OF LADING
Request for Vehicles to be shipped must first comply with the following;

1. All items requested for shipment must have Source of Supply Code and the DD1348. The requester will first check the shipping address, if the address in marked to go to another Nation Guard Unit in our or another state. Then Check with your PBO Warehouse Foreman, which will check with Traffic Manager first to ensure funds are available for the shipment prior to processing the shipment on a CBL request.

This will help preserve the item if it is in an out door location and has to wait for funding.

2. All vehicles must be reduced to the lowest configuration IAW TB 55-46-1, Windshield down; mirrors pushed in or taken off, cab removed. The highest point of the vehicle for 2 1/2 ton’s and higher is the steering wheel.

3. All loose items will be boxed or palletized and strapped to the vehicle.

3.  All vehicles and equipment will be clean and free of any trash or debris.

4.  All paper work and keys for each vehicle or piece of equipment being shipped will be turned in to the transportation office along with the CBL request.

5.   No vehicle or piece of equipment will be shipped if the above requirements are not met.

6.  All requests will be submitted as follows;

Submit an AGONM Form 7-222 to the Transportation Office, included on last page of handbook.  Then the Transportation Office will make a request for Commercial Bill of Lading (CBL) shipment by a commercial carrier.  The following information will be noted on the request:

1.
Shipper Street address (from)

2.
Consignee Street address (to)

3.
Nomenclature and NSN of each item being shipped to include multiple packages.

4.
Number of items

5.
Type of packages i.e., box, pallet

6.
Length, width, height and weight of each package

7.
Priority of shipment

8.
List all items of hazardous material and classified in red ink with telephone number of the receiving DODAAC.

9.    DODAAC of the receiving Unit

10.  SOS code and two copies of DD Form 1348-1 for each item. 

Government Bill of lading Request

                                                                                             


                                                                    



   

9. Small Package Shipments

Small Package Shipment has a weight limitation of 150 lbs. and a size limitation of 131, in girth per package.  However, any package over 100 lbs. will be shipped by requesting a CBL through the procedures in Para 2-8 of this section.  The Transportation Office personnel will make exception to this policy only.  At no time will overnight letters be sent as a Small Package Shipment, all overnight mail will be sent to the regular mail or through the mailroom.  The Small Package Account was established to ship Class 9 Items only.

Instructions for shipping Small Packages.

1. All request for small package shipments will be requested on AGONM Form 722

Request for GBL/CBL (included at end of handbook).

3.  Completely fill out the AGONM Form 722, request for GBL/CBL. The form is

self-explanatory.  Make sure to include the Consignee’s telephone number and the requesters printer address.  If the form is not completely filled out it will be returned for more information.

4. If any information is missing, the request will not be processed.    

3.  Once the AGONM Form is complete, fax it to 1826 or 505 474-1826.

4. Once the request is received, please allow two working days for processing. 

The Transportation Office will call you when label and CBL has been sent to your printer.

5. Once you receive the label/CBL, attach the printed label to the package and call the carrier for pick-up.

6. Once the carrier has picked-up the shipment fax the CBL back to the Transportation Office for payment processing.

Small Package Shipments



2-10, Hazardous Material Shipment
1.
References-.

a.
Code of Federal Regulations Title 49, Section 173. 1.

b.
Code of Federal Regulations Title 49, Part 172, Subpart H.

c.
International Airline Transportation Association (IATA), Dangerous Goods

Regulations, Paragraph 1.5.1 IATA Resolution 618, Attachment "A".


    d. TM 38-250, Packaging and Handling of Dangerous Materials for Transport by

Military Aircraft.

     e. DOD 4500.9-R, Defense Transportation Regulation (DTR) Part 11, Cargo

Movement.

f.
1999 North Emergency Response Guidebook.

g.
The Army Commercial Drivers License Program, Hazardous Material Module.

4. HAZMAT training is required for all personnel involved in or affecting the transportation of Hazardous Materials.  There are two categories of training. - Personnel who certify HAZMAT shipments and all other employees who must complete local or school required HAZMAT awareness training. 

a.
CERTIFICATION.  Requires the successful completion of formal training by personnel who prepare, inspect, or certify shipments for transport by commercial carriers or by military vehicles or aircraft.  The specifics on the training are listed in Tab A. Refresher training is required every two years after the successful completion of the initial certification training.

b.
HAZMAT AWARENESS.  Requires safety awareness training for anyone "causing HAZMAT to be transported or shipped in commerce; or representing, marking, certifying, selling, offering, reconditioning, testing, repairing, or modifying containers, drums or packaging as qualified for use in the transportation of HAZMAT." This applies to any department, agency of the United States, a State, or a political subdivision of a State.  Specific requirements for HAZMAT awareness training are identified in Tab B.

c.
As part of HAZMAT awareness training, organizations and personnel need to be provided an understanding of the specific actions, which need to be taken both prior to, and during a spill?  Tab C identifies a listing of telephone numbers and regulatory requirements for the hazardous materials notification process.

3.
The Environmental Quality Control Committee (EQCC) is overall responsible for oversight of HAZMAT training. However, for successful implementation and substainment of this training program, it takes a coordinated effort between the logistics, safety, occupational health, training and environmental communities.

4.
Again, it is critical that all personnel transporting or affecting the transportation of HAZMAT shipments understand the proper method of reporting and reacting to HAZMAT emergencies.  We need to have established standard operating procedures in place now to ensure we can react if a crisis occurs.

TAB A

HAZMAT CERTIFACTION

1.
The following guidance applies to the training for certification of HAZMAT shipments.  Personnel who certify HAZMAT shipments must complete an initial two week training course followed by refresher training every other year thereafter at one of the four approved DOD service schools listed in Tab B.

2. Units should determine their training requirements based on the following

Considerations.

a.  Each deployable unit ("AA" UIC) should attempt to have someone trained to certify their equipment for shipment.  We understand this may not be possible based on funding constraints, therefore we recommend that at least each Intermediate Command Unit Movement Officer (ICUMO) be trained to certify the shipments for their subordinate its (at the battalion or next higher level).

b.
For routine shipments of supplies, equipment, engines, etc., by either military or commercial vehicles, the shipping activity is responsible for certifying their HAZMAT shipments.  These should include, but are not limited to, the USPFO warehouse, OMS's and other maintenance facilities, Army aviation support facilities, ammunition points, and bulk POL facilities.

c.
As a minimum in each state, the State Movement Control Center, USPFO Commercial Transportation Office, USPFO Warehouse, Environmental and Safety Offices will have at least one trained certifying official.  In CFR 49 it clearly indicates the person certifying the HAZMAT shipments must personally inspect the shipment prior to signing the certification statement.

3.
Again, it is very important that sufficient number of personnel be HAZMAT trained

with in the state to meet both our peacetime and deployment requirements. 

TAB B

1.   All HAZMAT employers and employees (other than those specifically addressed in Tab A) must complete local or school required HAZMAT awareness training.  After completion of the initial training, refresher training will be conducted every other year thereafter.  The training includes;

a.
General Awareness/Familiarization Training.  This component of employee training is intended to raise a HAZMAT employee's awareness of the regulations and the purpose and meaning of the Hazard Communication (HAZCOM) requirements.

b.
Function Specific Training; this part is intended to teach the necessary knowledge, skills and abilities, which are specifically applicable to the functions an employee performs.

c.
Safety Training. This training includes appropriate personal protective measures, emergency response information procedures for avoiding accidents (such as the proper procedures for handling packages containing HAZMAT), and remedial actions necessary after a release of hazardous materials.

d.
Driver Training. Drivers must be trained in the safe operation of the motor vehicle, which they operate, and the applicable requirements of the federal motor carrier safety regulations.  Record of HAZMAT training for the drivers will be annotated on the OF-346, US Government Motor Vehicle Operator's Identification Card in the "other records" block.  Additionally, this information is to be recorded in Section III ​Performance Record, DA Form 348, and Equipment Operator's Qualification Record.  Note: A good source of information for this training is the Army Commercial Drivers License computer assisted HAZMAT training module.

  2. Military and civilian employees who perform the following duties require HAZMAT Awareness training:

a.
Package HAZMAT.
b.
Mark or label packages containing HAZMAT.
c.
Prepare shipping papers for HAZMAT.
d.
Offer, request, or accept HAZMAT for transportation.

e.
Handle HAZMAT.
f.
Labels or placard transport vehicles and bulk packages.
g.
Operate transport vehicles, aircraft, or vessels with HAZMAT on board.

h.
Develop policy, directives or regulations on HAZMAT shipments.

i.  Supervise employees who perform these tasks.

3.
Examples of personnel who fall under this criteria include (list is not all inclusive):

a.
Unit Commanders.

b.
Contracting Officers/Technical Representatives.

c.
Purchasing Agents.

d.
Transportation Officers/Traffic Managers

e.  Transportation Assistants

f.
Quality Assurance Personnel.

g.
Quality Control Personnel.

h.
Vehicle Operators (truck Drivers POL, AMMO, etc.).

i.
Warehouse Workers.

j.  Shipping/receiving Clerks.

k.  Packers.

1.   Stevedores/Riggers.

m.
Dock Workers.

n.
Material Handlers.

o.
Maintenance Personnel.

p.
Defense Movement Coordinators

  q.    Unit Safety Officers

r.  Unit Movement Officers.

  s.
 Supervisors/Managers of HAZMAT employees.

4.
Each state should determine positions that have functions within paragraph 2 and/or 3 and ensure those personnel currently filling or hired for these positions are trained.  Training for those employees must be completed immediately; those employed after 2 July 1993 must be trained within 90 days after employment.  New HAZMAT employees and those who change job functions may perform new HAZMAT job functions prior to completion of HAZMAT training provided they perform those functions under the supervision of a properly trained, knowledgeable HAZMAT employee.  However, training for these HAZMAT employees must be completed within 90 days.

5.
Training conducted by employers which comply with OSHA and EPA HAZCOM programs may be used to satisfy the training requirements if the training adequately covers the employee’s duties/responsibilities and is tested and documented.  A record of current training, inclusive of the preceding two years, shall be created and retained for each HAZMAT employee (Note: Employees record must be retained by the employer for 90 days after they depart the organizations The record shall include:

a.
HAZMAT employee's name

b.
The most recent date of the employee's completion of HAZMAT training

c.
A description, copy, or location of the training materials used

d.
The name and address of the person providing the training

e.
Certification that the HAZMAT employee has been trained and tested

6.
There are four approved DOD schools authorized to teach the HAZMAT certification training.  They can also provide general awareness training to organizations.  The four training institutions are:

a.
Naval Supply Corps School, Athens GA

b.
US Army Defense Ammunition Center and School, Savanna IL

c.
School of Military Packaging Technology, Aberdeen Proving Ground MD

d.
345th Technical Training Squadron, Lackland AFB TX

TAB C 
1.
New Mexico Army National Guard (ARNG) soldiers transporting hazardous materials need to have their license (Optional Form 346) and Equipment Operators Qualification Record (DA Form 348) stamped indicating that they are qualified to operate that specific piece of equipment and transport hazardous materials.  At least every two years vehicle operators must receive general awareness, function specific, drivers safety training.  This training and testing process must be documented in writing.

2.
Before the driver departs on his/her mission, he/she must do a thorough before operations Preventive Maintenance Checks and Services (PMCS) inspection. . Furthermore, he/she must inspect the load to ensure it is properly distributed, loaded and secured, affix the proper placards to the vehicle, and ensure the appropriate safety gear is on hand (For ammunition and explosives a valid DD Form 626,Motor Vehicle Inspection, and DD Form 836, Shipping paper and emergency response information for hazardous materials transported by government vehicles must be completed).  The operator should also inspect the shipping documents to ensure emergency telephone response numbers are listed.

3.
While operating the vehicle, the driver must have emergency response telephone numbers, and hazardous cargo shipping papers as the top documents.  Drivers must display them in a pouch on the driver's door, in clear view within reach while driving, or on the driver's seat when out of the vehicle.

4.
If in the event the operator spills hazardous materials over the reportable quantity identified in the Code of Federal Regulations (CFR) 49, he/she is required to immediately call the National Response Center (NRC) Hotline at 1-800-424-8802.  The hotline personnel will notify the appropriate Federal On-Scene coordinator and concerned federal agencies.  A flash message will also be transmitted to the state authorities where the spill occurred.

5.
In the event the driver has an accident or incident involving ammunition or explosives he/she should immediately notify the DOD Military Shipments Emergency Operations Center at 703-697-0218 (collect calls are accepted).  The personnel at the center will dispatch a team to react to the situation.

6.
If more information is required such as first aid procedures, how to react to the spill, evacuation distances or other material safety data sheet (MSDS) information, the vehicle operator should notify the Department of Defense (DOD) Hazardous Material Hotline at 1-800-851-8061.

7.
The state Headquarters once notified of the hazardous material incident should notify the ARNG operations center at DSN 327-9350 or commercial 703-607-9350, Also a Serious Incident Report (SIR) should be immediately faxed to the ARNG operations center, DSN 327-9881 or commercial 703-607-9881.  It is very important that the information be disseminated in a timely and efficient manner.  Once an accident occurs it is too late to try to implement a method of dealing with the problem.

8.  All hazardous material shipment will be done in accordance with CFR 49 parts 100 to 177 and 178 to 199 only.  All shipments that don't meet the packaging and shipping requirements will not be shipped regardless of priority.  All requests for shipments of Hazardous Material will be done by the procedures in para (a) of this section.

2-11 Annual Training Request for Commercial Transportation

All requests for commercial transportation should be requested on FORSCOM Form 285-1-R and will be submitted to the TRANSPORTATION SECTION OF THE G-4 to ensure that all internal assists are used before requesting commercial transportation.  The Transportation Office will send all FC 285-1-R no later than 60 days prior to shipment date.  These requests include commercial charter air, truck, rail, and bus. Please follow the Travel Reservation Procedures page 9 through 15.

Note: REQUEST FOR GOVERNMENT BILL OF LADING, follows on next page.




Date___________

Consignee (complete ship to address)                                 Ship to DODAC____________

______________________________

______________________________

______________________________

______________________________

Consignor (complete ship from address)                              Ship from DODAC_________

______________________________

______________________________

______________________________

______________________________

Printer Address_____________________ Warehouse Location_______

QTY   DESCRIPTION OF ARTICLES         NSN                   L         W         H            WEIGHT

PKG                                                                                           INCH  INCH  INCH      IN LBS  

TYPE   


Special Instructions______________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

CIIC______ SOS Codes__________

Checked By (supervisor) Received By Transportation

_____________________Date                                                ___________________Date

AGONM Form 722         
Col. James R. Morgan


Transportation Officer





The transportation office will reconcile on monthly bases with commercial account to ensure bills are paid.





Program Manager Approves Travel Order


And inputs it in the System





Unit Request Travel Order


Through Program Manager





Travel Procedures





Msg. Frank Cordova


Traffic Manager


Authorized Agent for the Transportation Officer





Civ Ginger L. Roybal


Assistant Traffic Manager Authorized Agent for the Transportation Officer





After receiving the CBL. The transportation office will do the authorizing the bill for payment though PowerTrack.





Travel Order is process and copies are sent to the Unit and Individual








Unit/Individual will


Send 2 copies of the travel order to Carlson Travel Office


Though Program Manager





Carlson Wagonlit Travel will input the following information off the travel order i.e.;


Individual travel order number and date.





Individuals SSN.





Travel Fund site.





After the information is input, it will be queued over to the Transportation 


Office for QA





Procedures for the Unit \ Traveler





Unit\Indivdaul will call Carlson Wagonlit Travel Agent (1-800-444-5254)





Unit\Individaul will send 1 copy of travel order to  Transportation Office 15 days prior to travel date





.





If all the information is correct then transportation will OK the travel and that the ticket may be produced.





The Transportation office will ensure both commercial and military travel tickets are sent to the individual traveler unit with a letter of instructions for the traveler.





Carlson will then process the travel ticket to the traveler.





Transportation Office will


Then call AMC for flight reservations 30 days prior to travel date.





Procedures for the Unit \ Traveler





Unit \ Individual will send 1 copy to the USPFO Transportation Office 30 days prior to travel date





USE OF Commercial Means


Transportation will call and make travel Arrangements Carlson Wagonlit Travel Agent (1-800-444-5251 or 471-1910 or 1700. And send 2 copies of the travel order.





Travel Order is processed and copies are sent to the Unit and Individual








Program Manager Approves Travel Order


And inputs it in the System





Unit Request Travel Order


Through Program Manager





Over Sea 


Travel Procedures





.





If all the information is correct then they will OK the travel and the ticket may be produces.





Military AIR





The Transportation office


Will make commercial reservation to ensure coordination is made for military flights. 





Carlson then processes the travel ticket for the traveler  





Carlson Wagonlit Travel will input the following information off the travel order i.e.;


Individual travel order number and date.





Individuals SSN.





Travel Fund site.





After the information is inputted, it will be sent over to the Transportation 


Office for QA





Sign and date the GBL and or carriers bill lading.





Freight is OK





Damaged or Short Freight





  If         





The person receiving the freight for the activity or unit will;





Inspect the freight for any visible damage or shortages.





The Carrier delivers the freight to the Activity or Unit





The Unit Trainer will issue the bus tickets to the traveler by having them sign and date the bus ticket log.





Unit Trainer will log in all the bus tickets by ticket number, date, and traveler name.





The Transportation Office will then call the unit trainer and advice them of were to pick-up the bus tickets and for whom the tickets are for.





The Transportation Office will call TNMO for bus tickets and provide them with the following information;





Traveler Name


Date of Travel


Travel from and too.


Trainer Name





The Unit Trainer will then fax the request along with the individuals travel order to 505 474-1826





Unit Trainer will request bus tickets for individuals traveling to the MEPS on Memorandum to the USPFO Transportation office. 





If AMC can not support our request then, they will issue us an Y card to use commercial means





USE OF Commercial Means


Transportation will call and make travel Arrangements Carlson Wagonlit Travel Agent (1-800-444-5254. And send 2 copies of the travel order.





Carlson Wagonlit Travel will input the following information off the travel order i.e.;


Individual travel order number and date.





Individuals SSN.





Travel Fund site.





After the information is inputted, it will be Que. over to the Transportation 


Office for QA





.





If all the information is correct then the ticket may be produced.





Take a picture of the Freight and forward the GBL\Carrier of lading to USPFO Transportation Office. On the same day call 505 474-1626\1665 and advise them of the sistation.





Send the signed GBL\Carriers Bill of Lading to the USPFO Transportation office weekly.





All damaged or short shipments will be documented





Ask the carrier for the GBL\Carrier Bill of Lading





On the GBL\Carriers Bill of Lading write what is damaged or short on the backside. Then print your and name and date and then sign it.





Have the carrier driver also print their name and date and sign it on the backside.





   If





Damaged





The transportation office will have 7 days from the date the freight was delivered to the Activity or Unit to file a claim with the carrier.





Annotate what is missing on the bask side of CBL/GBL


Have the driver print his name and sign date it.





When a shipment is received


The following action must be 


Taken:











The transportation office will turn the carrier check over to the USPFO Comptroller on a DA 200.





The transportation office will then file all documents with the carrier and file them in a 30\60\90 suspense file and follow up on the status of the claim as required by AR 55-38.





The person receiving the shipment will prepare an SF361 IAW the proper REG.





A copy of the SF361 and the CBL/GBL will be given to the USPFO Transportation Office. The other copies of the SF 361 will be send the shipper. One copy will be put in a suspense file. 





The transportation office will advise the activity or unit that the claim is now close and the items will be repaired or replaced.





The transportation office will close out the action and file it the MARKS filling system.





The Transportation will taken the information off the CBL/GBL and SF 361 to prepare the SF 364 transportation Decripenice and any claim paper work need by the carrier. � EMBED Word.Picture.8  ���





The Claim will be sent to the carrier and a copy will place in 7,14,30,60,90-suspense file. 





Request a Commercial Bill of lading for commercial carrier.





All Units/Active will prepare an AGONM Form 7-222 request for commercial transportation and following information is needed;





The carrier is called and pickup date is set.





When routing is received back from GFM a carrier will be selected and the CBL prepared.





The information will be input in the GFM system for routing.





Shipper Street Address (From)


Consignee Street Address


(To)


Nomenclature of Item being shipped.


Number of Items being shipped.


Type of package being shipped i.e.; Box, Vehicle, Pallet and so on.


Length, width, height and weight of each item being shipped.


Priority of the Shipment.


List of any hazardous material marked in red.


DODAAC of the receiving Unit.


SOS code for the shipment.





The CBL is given to the Unit/Activities with the date the carrier will pickup the shipment.





The Unit/Activity will have the carrier sign all both copies of the CBL. The First copy will stay with the carrier. The Second copy will be returned to the Transportation Office and processed through the system.





CBL is sent to GFM Host and is closed out.





All follow-ups on this action will be annotated in, until action is closed









































________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





























Missing or Lost





� EMBED MS_ClipArt_Gallery.5  ���





Check address before processing the request and ensure SOS is on the DD1348. If funding is available then go to next step.





Once the package is pick-up. The requestor will fax the CBL back to the USPFO Transportation Office (505) 474-1826





The requestor will then call the carrier for a picked-up.





When filling out the form all lines must be completed to include the printer address for your location. 





When ETA has routed the shipment.


The CBL will be sent to the printer address provided on the GBL/CBL request form.





The USPFO Transportation will input all the information off the AGONM Form 722 to Small Package Shipment System on ETA.





After all the requirements are met, the individual in charge will fill out the AGONM Form 722 request for GBL/CBL.








All items being shipped will be measured and weighed to ensure they meet the requirements.








The only items authorized to be shipped by Small Package Shipments are class nine (9) only. All other items will use the mailroom.





Units/Active using Small Package Shipments for small packages up to 150lbs and 130 inches in girth.











QTY &     PKG          TYPE�
DESCRIPTION OF ARTICLES�
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PHOME NUMBER:








                                                                                                                                                                                                                          


                                                                REQUEST FOR GOVERNMENT BILL OF LADING





       CONSIGNEE (COMPLETE SHIP TO ADDRESS)                                                        DATE_____________________


                                                                                                                                                 


                                                                                                                                              SHIP TO DODAC                                                

















       CONSIGNOR (COMPLETE SHIP FROM ADDRESS)                                             SHIP FROM DODAC


























        PRINTER ADDRESS                                                                                                 WAREHOUSE LOCATION            


































































































        SPECIAL INSTRUCTIONS:                                                                              HAZARDOUS                                              














       CIIC CODES                                SOS CODE S





          


        CHECKED BY(SUPERVISOR)                  DATE                                   RECEIVED BY TRANSPORTATION   DATE


     





        AGONM FORM 722
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A copy of the SF361 and the







CBL/GBL will 







given to the







USPFO Transportation







Office. The other 







copy of the







SF 361 will be send the







shipper. One copy will be put







in a suspense file.
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