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1. Introduction  
 

This U.S. Agency for International Development Office of Foreign Disaster Assistance (USAID/OFDA) Vehicle Handbook 
has been developed to provide standardized procedures and protocols to Disaster Assistance Response Teams (DART) 
and Regional Staff on responsible operation, documentation, and effective management of OFDA vehicles.  
 
This handbook serves as a basic guideline for care of OFDA vehicles (armored and unarmored) deployed in the field for 
DARTs as well as repositioned stock to support staff located at various regional offices.  OFDA staff responsible for 
deployed vehicle(s) should follow the guidelines laid out in this handbook and work closely with national staff assigned to 
operate and maintain the vehicle(s). 



OFDA Vehicle Handbook 
 

Page 5 of 136 
 

2. Vehicles and Record Keeping 
 
2.1  DRIVERS DAILY CHECKLIST 
 
Daily vehicle inspections will be conducted by the driver or DART team member assigned the vehicle. Before operating a 
vehicle, the following items will be inspected (see Appendix A). 

1. Fuel Level 
2. Fluid Levels (brake, radiator, engine oil, transmission fluid and power steering fluid) 
3. Tire Pressure / Body Inspection 
4. Vehicle Spare Parts Kit (see Appendix B) 
5. First Aid Kit (NFES # 1604) 
6. Fire Extinguisher(ABC) 
7. Vehicle Documents  (Logbook) 
8. Personnel Emergency Kit* (see Appendix C)                                                                                               * Presence of 

Personnel Emergency Kits in OFDA vehicles is determined by Safety and Security Officer (SSO) and is dependent 
upon situation. 

9. Communications Equipment (including radio check) 
10. Safety & Security Plan (as required by the SSO) 
11. Vehicle IED Search (if required by the SSO) 

 
 
2.2  LOGBOOK 
 
All OFDA vehicles will contain a logbook to be kept with the vehicle at all times, including shipment to and from 
stockpiles. 
  
 Logbook Contents: (See Appendix N for Logbook cover page) 

1. Daily Mileage and Fuel Log (and Inspection) 
 All drivers or DART team members assigned and/or responsible for vehicles will complete a Daily Mileage 

and Fuel Log at the conclusion of each operational day (see Appendix A).  A daily inspection of the 
vehicle will be conducted at the beginning of each operational day. 

 
2. Preventive Maintenance Checklist 

 Monthly or bi-weekly preventive maintenance checks will be completed by all drivers or DART/Field Team 
members assigned vehicles.  The preventive maintenance check schedule will be determined by 
DART/Field Logistics Officer/Fleet Manager, dependent on environmental and operational conditions.  The 
Preventive Maintenance Checklist should serve as a guide during maintenance checks (see Appendix D). 

 
 Armored Glass Maintenance:  Ballistic glass should be treated with care. Do not place decals, stickers or 

labels on the glass. All cracks or chips on the armored glass should be reported immediately. 
 

Note: Glass inspection revealing cracks or chips and/or reduced visibility are indications the integrity of 
the ballistic glass has been compromised. 
 
The armored vehicle glass has either a polycarbonate insert mounted on the inside of the original 
equipment glass unit or a laminated glazing unit with polycarbonate material bonded to the inside. The 
glazing requires the following special handling and cleaning: 
 
Clean polycarbonate materials with a soft 100 percent cotton cloth or clean sponge. Use an approved 
polycarbonate cleaning solution or wash the surface with lukewarm water and a mild household 
detergent solution. Dry using a clean soft cloth. Fresh paint, grease, and wet sealant may be removed by 
rubbing lightly with a soft cloth saturated with 50 percent isopropyl alcohol or ethanol in water followed 
by a thorough washing with water and a mild detergent, changing the cloth frequently. 
A mild automotive cleaner/polish can be used on the polycarbonate products to minimize the effects of 
hairline scratches and minor abrasions. 
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Avoid polycarbonate contact with abrasive cleaners, such as steel wool, Comet, Ajax, highly alkaline 
cleaners, squeegees, sharp instruments, razor blades, petrol, acetone, benzene, carbon tetrachloride, 
toluene, acids, or any cleaners with ammonia. Do not clean polycarbonate materials in the hot sun or 
elevated temperatures.  Do not wipe the polycarbonate surface with dry or dirty rags. Do not allow the 
polycarbonate surface to be exposed to solvents other than those noted above. 
 
Vehicles equipped with laminated glass/polycarbonate units should be parked under a shaded enclosure 
whenever possible. Exposure to direct sunlight and very hot temperatures for long periods of time will 
cause the glass/polycarbonate laminated units to delaminate. 
 
Note: Do not wash armored vehicles with cold water. Ballistic glass may crack after vehicles have been 
in the hot sun for hours. 

 
3. Vehicle Service Log 

 Servicing of vehicles will be completed at 1,500 mile intervals for usage in extreme conditions (dust, 
etc.), or according  to  manufacturer’s  guidelines  listed  in  the  owner’s  manual.    However,  all  vehicles  will  
be serviced at 3,000-mile intervals as a minimum.  Service records will be noted on the Vehicle Service 
Log (see Appendix E).  

 
 The Fleet Manager and/or individual assigned to the vehicle will be responsible for all minor repair work 

on the vehicle. The Logistics Officer/Fleet Manager will determine what constitutes minor repair work.  
Consult  manufacturer’s  guidelines  in  owner’s  manual  for  designated  lift  points when towing or lifting 
vehicles for maintenance.  Frame and vital part damage may occur when the vehicle is lifted or towed 
incorrectly (see Appendix L for Run Flat tire repair procedures). 

 
 Repairs will be noted on Vehicle Service Logs and maintained in the Vehicle Logbook (see Appendix E). 
 

4. Motor Vehicle Accident Report (SF-91) 
 All accidents will be reported to the Fleet Manager or DART Logistics Officer using the Motor Vehicle 

Accident Report Form, and the report will be forwarded to OFDA/Logistics/W (see Appendix F). The Fleet 
Manager will discuss the accident with OFDA/Logistics/W regarding the cause of the accident and needed 
repairs.  All repair receipts will be forwarded to OFDA/Logistics/W for record keeping. 

 
5. Vehicle Initial Inspection Form 

 An initial vehicle inspection will be conducted by the Fleet Manager for all vehicles entering or leaving the 
field fleet (see Appendix G).  This form will be placed in the vehicle logbook. 

 
 One Vehicle Spare Parts Kit will be in each OFDA vehicle deployed to the field (see Appendix B). Kit 

contents will be based on vehicle type and model.  
 
6. Support Vehicle Inventory Form 

 A Support Vehicle Inventory form will be maintained by the Fleet Manager (see Appendix H). 
 

7. Parts Slip And Work Required Form 
 The DART/Field Logistics Officer/Fleet Manager will consult with OFDA/Logistics/W on repairs other than 

normal servicing of vehicle. Maintenance service, repairs and parts will be documented on the Parts Slip 
and Work Required Form (Appendix I) and forwarded to OFDA Logistics/W.   

 
8. Motor Vehicle Record 

 The Motor Vehicle Record will be maintained by the Fleet Manager (see Appendix J). 
 

9. Safety and Security Plan 
 Note:  Presence of Safety and Security Plans in OFDA vehicles is determined by Safety and Security 

Officer (SSO) and is dependent upon situation. 
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10.  Vehicle Improvised Explosive Devices (IED) Awareness, Detection & Search Brochure 
 Drivers should always be aware of the possibility of an IED attack.  Routine security measures should be 

taken daily to prevent an attacker from accessing the vehicle.  All security measures should be supported 
by thorough routine vehicle IED inspections, as directed by the Safety and Security Officer (SSO).  The 
Vehicle IED Search Brochure should be followed to insure that a thorough, systematic and effective IED 
inspection is completed (See Appendix M). 

 
11. Vehicle Security Incident Report Form 

 All security incidents will be reported to the Fleet Manager or DART Logistics Officer utilizing the Vehicle 
Security Incident Report Form, and the report will be forwarded to OFDA/Logistics/W (see Appendix N). 
The Fleet Manager will discuss the incident with OFDA/Logistics/W regarding the cause of the incident 
and needed actions.   
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3. Vehicle Stockpile and Storage 
 
3.1 TRANSPORT REQUIREMENTS AND PROCEDURES FROM STOCKPILE TO FIELD 
 
The vehicle stockpile contact/contractor will maintain vehicles and complete an inspection of each vehicle before shipment 
to the field. This includes, but is not limited to: 
 

1. Engine Oil and Filter Change 
2. Belt inspection and/or Replacement 
3. Hose inspection and/or replacement 
4. All Fluid Levels Inspection 
5. Tire Inspection 
6. Brake Inspection 
7. Under Carriage inspection 
8. Spare Parts Kit and Tool Box Inspection 
9. Personnel Emergency Kit Inspection 
10. Communications Equipment Inspection  
11. Stockpile Vehicle Service Log  
12. Logbook 

 
3.2 TRANSPORT REQUIREMENTS AND PROCEDURES FROM FIELD ASSIGNMENT TO STOCKPILE 
 
The DART/Field Logistics Officer/Fleet Manager prior to returning vehicles to the stockpile will ensure that following 
procedures have been completed. 
 

1. All items not on the vehicle inventory list are removed from the vehicle 
2. All required maintenance and repairs are documented and left in the vehicle. 
3. A copy of maintenance and repair documents are forwarded to OFDA/Logistics/W. 
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4. Fleet Manager and Driver Functions and Responsibilities 
 
4.1 FLEET MANAGER RESPONSIBILITY     
The Fleet Manager supports the Logistics Officer in maintaining the DART/Field Motor Pool when DART complexity 
prevents the Logistics Officer from effectively managing logistics and daily fleet operations. 
 
When assigned, the Fleet Manger is responsible for maintenance, repair, and assignment of vehicles in the DART/Field 
Motor Pool, as well as the safety briefings and/or training of drivers. If the Fleet Manager is a Foreign Service National 
(FSN), the Logistics Officer or DART Team Leader may delegate other personnel to provide appropriate training. 
Briefings/trainings may include, but are not limited to: 
 

1. Use of Communications Equipment 
2. Operation of Vehicles 
3. Daily Maintenance of Vehicles 

 Fuel (Procurement mechanism to be established by OFDA Field Officer) 
 Vehicle Fluid Levels Inspection  
 Tire Inspection and Changing  
 Inspection of Vehicle Systems 
 Run Flat Tire Repair 
 Storage Requirements 

4. Inspection of Vehicle Support Kits 
5. Reporting Requirements 
6. Procedures and Requirements for Vehicle Accidents 
7. Checkpoint and Safety and Security Procedures and Requirements  
8. Improvised Explosive Device (IED) Inspection 

 
The DART/Field Logistics Officer/Fleet Manager, in consultation with the DART/Field Team Leader and SSO, is responsible 
for the enforcement of USG regulations concerning the proper use of OFDA DART/Field vehicles 
 
4.2 DRIVER RESPONSIBILITIES 
 
Drivers are assigned to the DART/Field Motor Pool and report to the Fleet Manager/Logistics Officer. Drivers are 
responsible for the following: 
 

1. Safe operation of DART vehicles 
2. Knowledge of vehicle systems 
3. Daily vehicle inspections 
4. Vehicle keys (The primary set of keys is the direct responsibility of the driver.  A backup set of keys needs 

to be kept secured in-country at the OFDA field office.) 
5. Procedures and requirements for reporting documentation  
6. Knowledge of checkpoint and safety and security procedures and requirements 
7. Observation of local speed limits at all times and awareness of safe driving techniques in local 

communities  
8. Insuring that all vehicle communications gear is turned off at the end of each day   

 
 4.3 MOTOR POOL 
 
Motor Pools provide coordinated and scheduled vehicle use to maximize efficiency of OFDA DART/Field vehicle utilization. 
Other benefits of motor pools include: 
 

1. Security from theft and vandalism 
2. Standardized storage requirements to protect vehicles from weather elements  
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5. Fleet Maintenance Procedures 
 
5.1 ARRIVAL IN COUNTRY 
 
Upon arrival in country, OFDA DART/Field Vehicles will be inspected for damage during shipment. A Vehicle Initial 
Inspection form documenting damage and mechanical problems will be completed and forwarded to OFDA/Logistics/W by 
the DART/Field Logistics Officer/Fleet Manager (see Appendix G).   
 
5.2 MAINTENANCE PROCEDURES 
 
The DART/Field Logistics Officer/Fleet Manager will ensure the following minimum maintenance procedures are occurring 
at the proper intervals and all documentation is forwarded to OFDA/Logistics/W. 
 
 

MINIMUM MAINTENANCE INTERVALS 

Three-month inspection, every 3,000 miles or 5,000 KM (whichever comes first): 
 

1. Change oil and filter 
2. Replace air filter, PCV valve, and filter 
3. Lubricate chassis 
4. Check and "top off" all fluids 
5. Check and adjust belts, all hoses and all lights 
6. Check electrical, including all fuses 
7. Check windshield wipers 
8. Check and adjust doors 
9. Check wheel alignment 
10. Perform visual inspection of the brakes 
11. Drive axle service 
12. Check exhaust system 

 
 
Six-month inspection, every 6,000 miles or 10,000 KM (whichever comes first): 
 

1. All items listed in the three-month inspection 
2. Inspect and rotate tires 
3. Air-conditioning inspection and charge 
4. Cooling system check 
5. Tune-up engine (including replacement of fuel filter, spark plugs, and rotor) 
6. Service transmission (includes replacing fluid, filter, and gasket) 
7. Pack front wheel bearings and replace seals 
8. Visual inspection of front and rear shocks 

 
 
Twelve-month inspection, every 12,000 miles or 20,000 KM (whichever comes first): 
 

1. All items listed in the three/six-month inspection 
2. Clean and flush cooling system and replace with coolant recommended for the climate 
3. Replace brake pads and shoes, and bleed brakes 
4. Inspect front/rear axles and change fluids 
5. Inspect shields and under hood insulation 
6. Check thermostatically controlled engine cooling fan 
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Note: Use the Specific Manufactures Parts and Fluids. Do not use Generic or Local Brands. 
 
 
 

               
 
 
 
 
5.3 RUN FLAT TIRE REPAIR 
 
The Anti-Flat Tire Insert System: 
 
This system was designed to allow you to continue driving if the tire goes flat. The distance that can be traveled on a flat 
tire depends upon the temperature, road conditions, speed, and tire type and condition.  When driving on an Anti-Flat 
Insert, the primary concern is heat buildup. Leave the danger zone as fast as possible and continue till you are out of 
sight, then reduce your speed. You may have to stop from time to time to cool off your tire inset, but safety first. Once in 
a safe area, change the tire and Flat Tire Insert consulting with the Run Flat Tire Repair (see Appendix L).  
 
 
 
5.4 ACCIDENT REPORTING 
 
The DART/Field Logistics Officer/Fleet Manager will assist with investigations of accidents and damage to DART/Field 
Vehicles. He or she will ensure that all Motor Vehicle Accident Reports are completed and forwarded to OFDA/Logistics/W 
(see Appendix F). All damage and cost estimates for repair of vehicles will be discussed with OFDA/Logistics/W before 
actions are initiated. 
 
 
 
5.5 LIABILITY AND INSURANCE 
 
It is generally the US government policy that the United States is self-insured for its own property. 
Office of Foreign Disaster Assistance follows agency policy contained in 6 FAM 228.2-2 and 228.4 concerning the liability 
and insurance for official vehicles. 
 

1. It is USAID policy not to require waivers of USAID liability by either passengers or drivers for the use of motor 
vehicles  

2. Under the authority of section 636(b) of the FAA, Missions are authorized to pay claims arising out of "other 
authorized uses" for which the Agency is not otherwise liable if the Mission determines that doing so is 
"necessary to accomplish the purposes of the Foreign Assistance Act," e.g. to avoid unfavorable publicity or 
harm to Agency-host government relations; however, the claim total must be less than $25,000.  For claims 
above $25,000, the General Counsel (GC) or Deputy GC must determine the validity of and settle all tort 
claims (See ADS 152, Tort Claims).  Coordinate with the Regional Legal Advisor (RLA) regarding the use of 
636(b).  (See FAA, Section 636(b))   

http://www.usaid.gov/pubs/ads/100/152.pdf
http://www.usaid.gov/about/usaidhist.html
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6. Vehicle Communications 
 
6.1 VEHICLE COMMUNICATIONS PACKAGE 
 
The following  equipment  is  the  “Basic Communications  Package” for OFDA DART/Field vehicles. Communications 
packages are installed with a dedicated battery system and cutoff switch (see Appendix O).  
 

Basic Communications Package 
 
Codan HF Radio – NGT SR 
Satellite Phone – Thrane & Thrane Mini-M 
Motorola VHF Base Radio – GM 160/GM-360/CDM-1250 
Motorola UHF – GM 160/GM-360/CDM-1250 
PA system 
 
Note:  Motorola VHF/UHF Base Radio models may vary 

 
6.2 VEHICLE TRANSPORT 

EQUIPMENT STORAGE AND TRANSPORT 

When the vehicles are transported from the US to the vehicle storage facilities, the communications 
equipment is packed and stored in crates to safeguard from damage during shipment. 

FUSES – SHORTING PIN 

When transporting or storing the vehicle for more than 2 weeks, the shorting pin in the vehicle must 
be moved to ensure conservation of the vehicle battery. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

Example of Toyota Land Cruiser fuse box with the shorting pin identified in Storage Mode 

 
Note: While the shorting pin is in Storage Mode certain functions will not operate, such as the key remote, 
courtesy light, and radio. 
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After the vehicle is received the shorting pin can be moved to the operational position.  
See below: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Toyota Land Cruiser fuse box with the shorting pin identified in Normal Vehicle Operation Mode 
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7. Armored Vehicles 
 
7.1 DEFINITIONS AND SPECIFICATIONS 
 
Armored vehicles are designed to provide occupants with limited protection against ballistic threats. The protection 
provided is separated into three categories: 
 

1. Armor to protect from the initial attack 
2. Ability of the vehicle to move from the danger zone 
3. Mobile communications for requesting assistance 

 
The key to the successful use of armored vehicles is the training of drivers in defensive driving techniques and handling of 
armored vehicles. 
 
*EDITED FOR EXTERNAL USE 
 
Armored Vehicle Operation Warnings 
 

      1.  No Smoking inside Armored Vehicles 
Smoke particles adhere to the inside flexible film of ballistic glass and cause irreversible damage to its 
optical qualities. 
 

2.   Frontal Collisions 
There is a probability the driver and /or front seat passenger may suffer injuries. Drivers will practice safe 
driving techniques and seat belts will be worn by all occupants at all times.  
 

3.   Vehicle Control/Weight Issues 
The armoring process results in additional weight on OFDA DART/Field armored vehicles which in turn 
affects the max gross vehicle weight, center of gravity, and performance/handling characteristics of the 
vehicle. Be aware that armored vehicles may rollover easier. They also take more time and longer 
distances to accelerate. 
 
Note: Max Gross Vehicle Weight (GVW) information will be found on driver’s side door jam. 
 

4.   Window Operation 
Do not depress the rocker switch for more than two seconds after the window has completed its travel up 
or down to avoid blowing the 20A fuse or affecting another component. 
 
Do not close doors with the windows in the down position as the weight of the window may cause the 
glass edges to break. 
 
Leave doors closed at all times. Open doors put excessive weight on door hinges resulting in 
compromised armoring. 

 
5. Brakes 

Brakes are critical to the safe operation of armored vehicles. Due to the additional weight of the 
armoring, armored vehicles require more frequent maintenance checks and replacement then traditional 
vehicles. Additionally, armored vehicles will take longer time and longer distances to stop. 

 
6. Tires 

Proper tire replacement of factory-mounted tires, correct re-installation of run-flats and routine checking 
of pound-force per square inch (PSI) levels of tires on armored vehicles is critical. PSI levels need to be 
checked routinely since under-inflated tires on armored vehicles can cause extensive heat buildup and 
steel belt/tread separation leading to destructive tire damage.  This is important in hot climates where 
tires can expand. 
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Appendix A:  Daily Mileage and Fuel Log (and Inspection) 
OFDA Daily Mileage and Fuel Log (and Inspection) 

Vehicle ID.      Deployment        

Date 
(mm/dd/yr) Start Mileage End Mileage Fuel 

Gallons/Liters Destination Driver Signature 

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    
Prior to operating the vehicle, the following must be inspected: 
 
  1.   Fuel Level                                           7.   Vehicle documents (Logbook)    
  2.   Fluid Levels                                            8.   Personnel Emergency Kit  (as req’d by the SSO) 
  3.   Tire Pressure/ Body Inspection              9.  Communications Equipment (including radio check) 
  4.   Vehicle Spare Parts Kit                         10.  Safety and Security Plan (as req’d by the SSO) 
  5.   First Aid Kit                                            11.  Vehicle IED Search (if req’d by the SSO) 
  6.   Fire Extinguisher      

Remove Form from Book for use         Please photocopy for additional copies 
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Appendix A:  Daily Mileage and Fuel Log (and Inspection) 
OFDA Daily Mileage and Fuel Log (and Inspection) 

Vehicle ID.      Deployment        

Date 
(mm/dd/yr) Start Mileage End Mileage Fuel 

Gallons/Liters Destination Driver Signature 

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    
Prior to operating the vehicle, the following must be inspected: 
 
  1.   Fuel Level                                           7.   Vehicle documents (Logbook)    
  2.   Fluid Levels                                            8.   Personnel Emergency Kit  (as req’d by the SSO) 
  3.   Tire Pressure/ Body Inspection              9.  Communications Equipment (including radio check) 
  4.   Vehicle Spare Parts Kit                         10.  Safety and Security Plan (as req’d by the SSO) 
  5.   First Aid Kit                                            11.  Vehicle IED Search (if req’d by the SSO) 
  6.   Fire Extinguisher      

Remove Form from Book for use         Please photocopy for additional copies 
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Appendix A:  Daily Mileage and Fuel Log (and Inspection) 
OFDA Daily Mileage and Fuel Log (and Inspection) 

Vehicle ID.      Deployment        

Date 
(mm/dd/yr) Start Mileage End Mileage Fuel 

Gallons/Liters Destination Driver Signature 

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    

                                    
Prior to operating the vehicle, the following must be inspected: 
 
  1.   Fuel Level                                           7.   Vehicle documents (Logbook)    
  2.   Fluid Levels                                            8.   Personnel Emergency Kit  (as req’d by the SSO) 
  3.   Tire Pressure/ Body Inspection              9.  Communications Equipment (including radio check) 
  4.   Vehicle Spare Parts Kit                         10.  Safety and Security Plan (as req’d by the SSO) 
  5.   First Aid Kit                                            11.  Vehicle IED Search (if req’d by the SSO) 
  6.   Fire Extinguisher      

 
Remove Form from Book for use         Please photocopy for additional copies 
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Appendix A:  Daily Mileage and Fuel Log (and Inspection) 
OFDA Daily Mileage and Fuel Log (and Inspection) 

Vehicle ID.      Deployment        

Date 
(mm/dd/yr) Start Mileage End Mileage Fuel 
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Prior to operating the vehicle, the following must be inspected: 
 
  1.   Fuel Level                                           7.   Vehicle documents (Logbook)    
  2.   Fluid Levels                                            8.   Personnel Emergency Kit  (as req’d by the SSO) 
  3.   Tire Pressure/ Body Inspection              9.  Communications Equipment (including radio check) 
  4.   Vehicle Spare Parts Kit                         10.  Safety and Security Plan (as req’d by the SSO) 
  5.   First Aid Kit                                            11.  Vehicle IED Search (if req’d by the SSO) 
  6.   Fire Extinguisher      

 
Remove Form from Book for use         Please photocopy for additional copies 
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Appendix A:  Daily Mileage and Fuel Log (and Inspection) 
OFDA Daily Mileage and Fuel Log (and Inspection) 

Vehicle ID.      Deployment        

Date 
(mm/dd/yr) Start Mileage End Mileage Fuel 

Gallons/Liters Destination Driver Signature 
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  2.   Fluid Levels                                            8.   Personnel Emergency Kit  (as req’d by the SSO) 
  3.   Tire Pressure/ Body Inspection              9.  Communications Equipment (including radio check) 
  4.   Vehicle Spare Parts Kit                         10.  Safety and Security Plan (as req’d by the SSO) 
  5.   First Aid Kit                                            11.  Vehicle IED Search (if req’d by the SSO) 
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Remove Form from Book for use         Please photocopy for additional copies 
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Appendix A:  Daily Mileage and Fuel Log (and Inspection) 
OFDA Daily Mileage and Fuel Log (and Inspection) 
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  1.   Fuel Level                                           7.   Vehicle documents (Logbook)    
  2.   Fluid Levels                                            8.   Personnel Emergency Kit  (as req’d by the SSO) 
  3.   Tire Pressure/ Body Inspection              9.  Communications Equipment (including radio check) 
  4.   Vehicle Spare Parts Kit                         10.  Safety and Security Plan (as req’d by the SSO) 
  5.   First Aid Kit                                            11.  Vehicle IED Search (if req’d by the SSO) 
  6.   Fire Extinguisher      
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Appendix B:  Vehicle Spare Parts List 
 
Each OFDA DART/Field vehicle has one Vehicle Spare Parts Kit assigned to it based on the vehicle type and 
model. Additional items can be ordered and shipped to the DART/Field Offices by OFDA Logistics/W. Spare Parts Kits 
include the following, but not limited to:  

 
CONTENTS TOYOTA MODEL 105 (DIESEL) 

DESCRIPTION   ITEM CODE  QTY 
 FILTER, OIL    T90915-30002-8T 10 

GASKET    T90430-12031  10 
ELEMENT ASSY, FUEL F  T23390-64480   8 
ELEMENT SUB-ASSY  T17801-17020   5 
PAD KIT, DISC BRAKE  T04465-60230   1 
PAD KIT, DISC BRAKE  T04466-60070   1 
BELT SET, V   T90916-02452   1   
THERMOSTAT   T90916-03089    1 
GASKET, THERMOSTAT  T16346-66020   1 
BLADE, FR WIPER, RH  T85212-60171   1 
BLADE, FR WIPER, LH  T85222-60211   1 
BELT, TIMING   T13568-19176   1 
CYLINDER KIT, DISC  T04479-60040   1 
CYLINDER KIT, DISC  T04479-60050   1 
FUSIBLE LINK   T90982-08283   1 
FUSIBLE LINK   T90982-08284   1 
FUSIBLE LINK   T90982-08285   1  
KIT HB4 B   T90981-YZZB2   1 
 

 CONTENTS TOYOTA MODEL 105 (PETROL) 
DESCRIPTION   ITEM CODE  QTY 
FILTER, OIL   T90915-20004  10 
GASKET    T90430-12031  10 
ELEMENT SUB-ASSY  T17801-17020   5 
FILTER ASSY, FUEL  T23300-50110   5 
PAD KIT, DISC BRAKE  T04465-60230   1 
PAD KIT, DISC BRAKE  T04465-60070   1 
BELT, V-RIBBED   T90916-02585   1 
ABSORBER ASSY   T48510-69127   2 
ABSORBER ASSY   T48530-69155   2 
THERMOSTAT   T90916-03100   1 
SPARK PLUG K20R-U  T90919-01166  10 
BLADE, FR WIPER, RH  T85212-60171   1 
BLADE, FR WIPER, LH  T85222-60211   1 
CYLINDER KIT, DISC  T04479-60040   1 
CYLINDER KIT, RR   T04479-60250   1 
FUSIBLE LINK   T90982-08283   1 
FUSIBLE LINK   T90982-08284   1 
FUSIBLE LINK   T90982-08285   1  
KIT HB4 B   T90981-YZZB2   1 
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CONTENTS TOYOTA MODEL 76 (DIESEL) 
 

DESCRIPTION   ITEM CODE             QTY 
FILTER, OIL                 10     
GASKET, OIL SUMP                10  
FILTER, FUEL      8 
FILTER, AIR      5 
PAD KIT, FR DISC BRAKE     1 
SHOE KIT, RR BRAKE     1 
BELT V FAN /ALTERNATOR     1 
BELT V COOLER COMPRESSOR    1 
ABSORBER SHOCK FR     2 
ABSORBER SHOCK RR     2 
HOSE, RADIATOR, NO.1 TOP     1 
HOSE, RADIATOR, NO.2 BOTTOM    1 
THERMOSTAT ASSY     1 
GASKET, THERMOSTAT     1 
PLUG ASSY, GLOW      6 
NOZZLE ASSY      6 
PUMP ASS, WATER     1 
BLADE FR WIPER RH     2 
BLADE FR WIPER LH     2 
WHEEL ASSY, DISC     1 
GASKET, CYLINDER     1 
SUPPORT EXHAUST PIPE     1 
DAMPER ASSY      1 
NUT, WHEEL                 10 
CYLINDER KIT, RR WHEEL     1 
CYLINDER KIT, CLUTCH MASTER    1 
CYLINDER KIT, CLUTCH RELEASE    1 
SEAL       2 
SEAL, TYPE S OIL      2 
GASKET KIT, ENGINE VALVE GRIND    1 
BULB/FUSE KIT H4A     1 
 
 
Note: Spare Parts Kit Item Numbers unavailable at this time. See e rooms/ops/logistics/vehicles  
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CONTENTS TOYOTA LAND CRUISER TOOL KIT 
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CONTENTS MERCEDES G 500 (PETROL) 
 
DESCRIPTION   PART NUMBER  QTY 

 FILTER, FUEL   A002-477-30-01    3 
 FILTER ELEMENT   A000-180-26-09   5 

    A000-180-23-09 
SPARK PLUG   A004-159-19-03-26 32 
    A003-159-19-03-26 
BELT    A-011-997-97-92  1 
BATTERY, KEY   A-000-828-03-88  2 
AIR FILTER   A-112-094-06-04  3 
FILTER, OIL   A-140-277-00-95  1 
WHEEL NUTS   A461-401-01-72  10 
CAP, FUEL TANK   A124-470-00-05   1 
BRAKE LINING, SET  A463-423-02-10   1 
BRAKE PAD, FRONT  A601-420-76-20   1 
BRAKE DISC FRONT AXLE  A463-421-00-12   2 
BRAKE DRUM REAR AXLE  A460-423-00-01   2 
SCREWS FOR DISC BRAKE  A460-421-02-71   4 
SCREWS FOR DISC BRAKE  A460-990-01-01   4 
REPAIR KIT FOR FRONT BRAKES A463-991-00-06   2 
BLADES, WIPER   A463-820-00-45   2 
H 4 BULB   N000-000-000374  2 
TIRE PRESSURE CHECKING DEVICE B6-Q-6-58-81-40  1 
BULBS, SPARE SET   B6-6-81-0016   1 
SCREW FOR DOOR CLOSER  A381-723-00-38  10 
RUBBER RING FOR EXHAUST SYS A381-492-00-82   6 
CAP, WHEEL   B6647-02-03   4 
GLASS FOR REAR VIEW MIRROR, L A463-810-16-16   1 
GLASS FOR REAR VIEW MIRROR, R A463-810-06-16   1 
SHOCK ABSORBER FRONT AXLE A005-323-94-00   2 
ENGINE OIL COVER  A111-018-03-02   1 
CATCH    A000-546-02-73   1 
BULB    N072-601-01-2803  4 
WOODEN PAD       1 
HORN    A004-542-74-20   1 
HORN    A203-542-01-20   1 
GASKET    A113-016-02-21   2 
GASKET    A113-016-03-21   2 
ANTIFREEZE   A000-989-08-25-10  1 
BRAKE FLUID   A000-989-08-07-13  1 
SENDER UNIT   A202-540-07-17   8     
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CONTENTS MERCEDES G 270 (DIESEL) 
 

 DESCRIPTION   PART NUMBER  QTY 
 FILTER, FUEL   A611-092-00-01     3 
 FILTER ELEMENT   A611-180-00-09   4 
 V-BELT    A014-997-43-92   1 
 FILTER ELEMENT   A611-094-01-04   3 

SET BRAKE LINING, REAR  A463-423-02-10   1 
BRAKE SHOE   A004-420-14-20   1 
WIPER BLADE   S463-820-00-45   2 
BULBS, SPARE SET   B6-81-0016   1 
HORN    A203-542-01-20   1 
HORN    A203-542-02-20   1 
GASKET    A646-016-13-21   5 
GASKET    A612-016-00-21   1 
ANTIFREEZE   A000-989-08-25-10  1 
BRAKE FLUID   A000-989-08-07-17  1 
SENDER UNIT   A460-540-06-17   1 
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Appendix C:  Personnel Emergency Kit 
 
Kit contents for DART/Field Vehicles are determined by the DART/Field Safety and Security Officer. Personnel Emergency 
Kits include the following, but not limited to:  
 

CONTENTS: 
 

 DESCRIPTION    QTY 
 CASE MRES     1 
 DRINKING WATER (PER PERSON)   4 

BLANKETS (WARM WEATHER)   2 
SLEEPING BAGS (COLD WEATHER)   2 
FLASHLIGHT W/ SPARE BATTERIES/BULB  1 
EMERGENCY SIGNALING DEVICE   1   
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Appendix D:  Preventive Maintenance Checklist 
 

OFDA Monthly Vehicle Preventative Maintenance Checklist 
(May be required bi-weekly or any other interval as determined by the fleet manager) 

Vehicle #:       Mileage:       Tag #:       

Exterior Under Carriage 

ITEM OK NO COMMENTS ITEM OK NO COMMENTS 
Tires         Drive Line/U Bolts         
Lug Nuts         Front Shocks         
Head Lights         Tie Rods         
Tail Lights         Exhaust System         
Brake Lights         Rear Shocks         
Windows         Fluid Leaks         
Mirrors         Clean         
Doors/Body             
Turn Signal         Interior Clean         

Engine Compartment ITEM OK NO COMMENTS 
Spare Tire(s)         

ITEM OK NO COMMENTS Jack         
Air Filter         Windshield Wipers         
Engine Oil         Clutch          
Brake Fluid         Steering         
Radiator Coolant         Brake Pads         
Radiator Hoses         Emergency Brake         
Fan Belts         Vehicle Kit         
Power Steering          Personnel Kit         
Battery         First Aid Kit         
Transmission Fluid         Fire Extinguisher         
Windshield wipers & 
fluid 

        Communication 
Equipment 

        

Clean         Clean         
Next Service Check/Oil Change Date:       Miles:       

Description of Non-Operational Items and Correction Date: 
      
 
   
 

Inspected by:       Date:       
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Appendix D:  Preventive Maintenance Checklist 
 

OFDA Monthly Vehicle Preventative Maintenance Checklist 
(May be required bi-weekly or any other interval as determined by the fleet manager) 

Vehicle #:       Mileage:       Tag #:       

Exterior Under Carriage 

ITEM OK NO COMMENTS ITEM OK NO COMMENTS 
Tires         Drive Line/U Bolts         
Lug Nuts         Front Shocks         
Head Lights         Tie Rods         
Tail Lights         Exhaust System         
Brake Lights         Rear Shocks         
Windows         Fluid Leaks         
Mirrors         Clean         
Doors/Body             
Turn Signal         Interior Clean         

Engine Compartment ITEM OK NO COMMENTS 
Spare Tire(s)         

ITEM OK NO COMMENTS Jack         
Air Filter         Windshield Wipers         
Engine Oil         Clutch          
Brake Fluid         Steering         
Radiator Coolant         Brake Pads         
Radiator Hoses         Emergency Brake         
Fan Belts         Vehicle Kit         
Power Steering          Personnel Kit         
Battery         First Aid Kit         
Transmission Fluid         Fire Extinguisher         
Windshield wipers & 
fluid 

        Communication 
Equipment 

        

Clean         Clean         
Next Service Check/Oil Change Date:       Miles:       

Description of Non-Operational Items and Correction Date: 
      
 
   
 

Inspected by:       Date:       
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Appendix D:  Preventive Maintenance Checklist 
 

OFDA Monthly Vehicle Preventative Maintenance Checklist 
(May be required bi-weekly or any other interval as determined by the fleet manager) 

Vehicle #:       Mileage:       Tag #:       

Exterior Under Carriage 

ITEM OK NO COMMENTS ITEM OK NO COMMENTS 
Tires         Drive Line/U Bolts         
Lug Nuts         Front Shocks         
Head Lights         Tie Rods         
Tail Lights         Exhaust System         
Brake Lights         Rear Shocks         
Windows         Fluid Leaks         
Mirrors         Clean         
Doors/Body             
Turn Signal         Interior Clean         

Engine Compartment ITEM OK NO COMMENTS 
Spare Tire(s)         

ITEM OK NO COMMENTS Jack         
Air Filter         Windshield Wipers         
Engine Oil         Clutch          
Brake Fluid         Steering         
Radiator Coolant         Brake Pads         
Radiator Hoses         Emergency Brake         
Fan Belts         Vehicle Kit         
Power Steering          Personnel Kit         
Battery         First Aid Kit         
Transmission Fluid         Fire Extinguisher         
Windshield wipers & 
fluid 

        Communication 
Equipment 

        

Clean         Clean         
Next Service Check/Oil Change Date:       Miles:       

Description of Non-Operational Items and Correction Date: 
      
 
   
 

Inspected by:       Date:       

 

Remove Form from Book for use         Please photocopy for additional copies 

 



OFDA Vehicle Handbook 
 

Page 32 of 136 
 

Appendix D:  Preventive Maintenance Checklist 
 

OFDA Monthly Vehicle Preventative Maintenance Checklist 
(May be required bi-weekly or any other interval as determined by the fleet manager) 

Vehicle #:       Mileage:       Tag #:       

Exterior Under Carriage 

ITEM OK NO COMMENTS ITEM OK NO COMMENTS 
Tires         Drive Line/U Bolts         
Lug Nuts         Front Shocks         
Head Lights         Tie Rods         
Tail Lights         Exhaust System         
Brake Lights         Rear Shocks         
Windows         Fluid Leaks         
Mirrors         Clean         
Doors/Body             
Turn Signal         Interior Clean         

Engine Compartment ITEM OK NO COMMENTS 
Spare Tire(s)         

ITEM OK NO COMMENTS Jack         
Air Filter         Windshield Wipers         
Engine Oil         Clutch          
Brake Fluid         Steering         
Radiator Coolant         Brake Pads         
Radiator Hoses         Emergency Brake         
Fan Belts         Vehicle Kit         
Power Steering          Personnel Kit         
Battery         First Aid Kit         
Transmission Fluid         Fire Extinguisher         
Windshield wipers & 
fluid 

        Communication 
Equipment 

        

Clean         Clean         
Next Service Check/Oil Change Date:       Miles:       

Description of Non-Operational Items and Correction Date: 
      
 
   
 

Inspected by:       Date:       
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Appendix D:  Preventive Maintenance Checklist 
 

OFDA Monthly Vehicle Preventative Maintenance Checklist 
(May be required bi-weekly or any other interval as determined by the fleet manager) 

Vehicle #:       Mileage:       Tag #:       

Exterior Under Carriage 

ITEM OK NO COMMENTS ITEM OK NO COMMENTS 
Tires         Drive Line/U Bolts         
Lug Nuts         Front Shocks         
Head Lights         Tie Rods         
Tail Lights         Exhaust System         
Brake Lights         Rear Shocks         
Windows         Fluid Leaks         
Mirrors         Clean         
Doors/Body             
Turn Signal         Interior Clean         

Engine Compartment ITEM OK NO COMMENTS 
Spare Tire(s)         

ITEM OK NO COMMENTS Jack         
Air Filter         Windshield Wipers         
Engine Oil         Clutch          
Brake Fluid         Steering         
Radiator Coolant         Brake Pads         
Radiator Hoses         Emergency Brake         
Fan Belts         Vehicle Kit         
Power Steering          Personnel Kit         
Battery         First Aid Kit         
Transmission Fluid         Fire Extinguisher         
Windshield wipers & 
fluid 

        Communication 
Equipment 

        

Clean         Clean         
Next Service Check/Oil Change Date:       Miles:       

Description of Non-Operational Items and Correction Date: 
      
 
   
 

Inspected by:       Date:       

 

Remove Form from Book for use         Please photocopy for additional copies 

 



OFDA Vehicle Handbook 
 

Page 34 of 136 
 

Appendix D:  Preventive Maintenance Checklist 
 

OFDA Monthly Vehicle Preventative Maintenance Checklist 
(May be required bi-weekly or any other interval as determined by the fleet manager) 

Vehicle #:       Mileage:       Tag #:       

Exterior Under Carriage 

ITEM OK NO COMMENTS ITEM OK NO COMMENTS 
Tires         Drive Line/U Bolts         
Lug Nuts         Front Shocks         
Head Lights         Tie Rods         
Tail Lights         Exhaust System         
Brake Lights         Rear Shocks         
Windows         Fluid Leaks         
Mirrors         Clean         
Doors/Body             
Turn Signal         Interior Clean         

Engine Compartment ITEM OK NO COMMENTS 
Spare Tire(s)         

ITEM OK NO COMMENTS Jack         
Air Filter         Windshield Wipers         
Engine Oil         Clutch          
Brake Fluid         Steering         
Radiator Coolant         Brake Pads         
Radiator Hoses         Emergency Brake         
Fan Belts         Vehicle Kit         
Power Steering          Personnel Kit         
Battery         First Aid Kit         
Transmission Fluid         Fire Extinguisher         
Windshield wipers & 
fluid 

        Communication 
Equipment 

        

Clean         Clean         
Next Service Check/Oil Change Date:       Miles:       

Description of Non-Operational Items and Correction Date: 
      
 
   
 

Inspected by:       Date:       
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Appendix E:  Vehicle Service Log 
 

OFDA Vehicle Service Log 
Vehicle ID       

Date Mileage 
Type of Service 

3, 6 or 12 
Month Inspection 

Other 
Service Description / Comment 

                              
                              
                              

                              
                              

                              

                              
                              
                              
                              
                              
                              
                              
                              
                              
                              
                              
                              
                              
                              
                              
                              

                              
*See OFDA Vehicle Handbook for maintenance requirements for each inspection interval: 
 Three month inspection, every 3,000 miles or 5,000 KM (whichever comes first) 
 Six month inspection, every 6,000 miles or 10,000 KM (whichever comes first) 
 Twelve month inspection, every 12,000 miles or 20,000 KM (whichever comes first) 
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Appendix E:  Vehicle Service Log 
 

OFDA Vehicle Service Log 
Vehicle ID       

Date Mileage 
Type of Service 

3, 6 or 12 
Month Inspection 

Other 
Service Description / Comment 

                              
                              
                              

                              
                              

                              

                              
                              
                              
                              
                              
                              
                              
                              
                              
                              
                              
                              
                              
                              
                              
                              

                              
*See OFDA Vehicle Handbook for maintenance requirements for each inspection interval: 
 Three month inspection, every 3,000 miles or 5,000 KM (whichever comes first) 
 Six month inspection, every 6,000 miles or 10,000 KM (whichever comes first) 
 Twelve month inspection, every 12,000 miles or 20,000 KM (whichever comes first) 
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MINIMUM MAINTENANCE INTERVALS 
 
Three-month inspection, every 3,000 miles or 5,000 KM (whichever comes first): 

 
Change oil and filter 
Replace air filter, PCV valve, and filter 
Lubricate chassis 
Check and "top off" all fluids 
Check and adjust belts 
Check all hoses 
Check all lights 
Check electrical, including all fuses 
Check windshield wipers 
Check and adjust doors 
Check wheel alignment 
Perform visual inspection of the brakes 
Drive axle service 
Check exhaust system 

 
Six-month inspection, every 6,000 miles or 10,000 KM (whichever comes first): 

 
All items listed in the three-month inspection 
Inspect and rotate tires 
Air-conditioning inspection and charge 
Cooling system check 
Tune-up engine (including replacement of fuel filter, spark plugs, and rotor) 
Service transmission (includes replacing fluid, filter, and gasket) 
Pack front wheel bearings and replace seals 
Visual inspection of front and rear shocks 

 
Twelve-month inspection, every 12,000 miles or 20,000 KM (whichever comes first): 

 
All items listed in the three/six-month inspection 
Clean and flush cooling system and replace with coolant recommended for the climate 
Replace brake pads and shoes, and bleed brakes 
Inspect front/rear axles and change fluids 
Inspect shields and under hood insulation 
Check thermostatically controlled engine cooling fan 
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Appendix F:  Motor Vehicle Accident Report    Remove forms for use 
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Appendix F:  Motor Vehicle Accident Report    Remove forms for use 
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Appendix G:  Vehicle Initial Inspection 
 

OFDA Vehicle Initial Inspection Report 
(To be completed by Fleet Manager for vehicles entering or leaving the field fleet) 

Vehicle #:       Mileage:       Tag #:       

Last oil/filter change date _______ Mileage_______ NOTE MAJOR MAINTENANCE/REPAIR SINCE LAST SURVEY. 
Is maintenance on schedule?             Yes    No 
Is maintenance being done today?     Yes    No 

EXTERIOR ENGINE FLUIDS 

ITEM OK NO COMMENTS ITEM OK NO COMMENTS 
Body condition (reverse 
side of form) 

        Radiator Coolant         

Head Lights         Engine Oil         
Tail Lights         Brake Fluid         
Brake Lights         Power Steering Fluid         
Turn Signals         Windshield Wiper Fluid         
Windows         Transmission Fluid         
Window Wipers         

ENGINE COMPARTMENT 

Mirrors         ITEM OK NO COMMENTS 
Horn         Hoses         
         Belts         

TIRES & ACCESSORIES 
Battery         

ITEM OK NO COMMENTS Air Filter         
Left Front         Radiator         
Right Front         Master Brake Cylinder         
Left Rear         Fluid Leakage         
Right Rear         Clean         
Spare         

OPERATIONAL CONDITION 

Lug Nuts         ITEM OK NO COMMENTS 
Jack         Engine Running         
Lug Nut Wrench         Clutch         

UNDER CARRIAGE 
Steering         

ITEM OK NO COMMENTS Brakes         
Drive Line         Parking Brake         
Front Shocks         Air Conditioning         
Rear Shocks         Radio / CD Player         
Tie Rods         Windows / Doors         
Exhaust System         

INTERIOR 

Springs         ITEM OK NO COMMENTS 
Frame         Upholstery         

COMMUNICATION EQUIPMENT 
Instrument Panel         

ITEM OK NO COMMENTS Fire Extinguisher         
Capsat Phone         First Aid Kit         
HF (Codan) Radio         Vehicle Emergency Kit         
VHF Radio         Personnel Emerge. Kit         
UHF Radio             
Description of Non-Operational Items and Correction Date: 
      

Indicate any damage to the vehicle exterior on the graphic on the reverse side (or next page). 
Inspected by:       Date:       
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VEHICLE INITIAL INSPECTION REPORT 
EXTERIOR DAMAGE 

Page 2 of 2 

         
Indicate any damage to the vehicle in the space provided below using your own words and/or 
the following legend.  Circle the damaged area(s) on the drawings above. 
 
 H – Hairline Scratch      PT – Pitted             T – Torn             B – Bent                GC – Class Cracked        
 M – Missing                  SM – Smashed       R – Rusty          CR – Creased        S – Scratched   
ST – Stained                  BR – Broken           D – Dented 
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Appendix G:  Vehicle Initial Inspection 
 

OFDA Vehicle Initial Inspection Report 
(To be completed by Fleet Manager for vehicles entering or leaving the field fleet) 

Vehicle #:       Mileage:       Tag #:       

Last oil/filter change date _______ Mileage_______ NOTE MAJOR MAINTENANCE/REPAIR SINCE LAST SURVEY. 
Is maintenance on schedule?             Yes    No 
Is maintenance being done today?     Yes    No 

EXTERIOR ENGINE FLUIDS 

ITEM OK NO COMMENTS ITEM OK NO COMMENTS 
Body condition (reverse 
side of form) 

        Radiator Coolant         

Head Lights         Engine Oil         
Tail Lights         Brake Fluid         
Brake Lights         Power Steering Fluid         
Turn Signals         Windshield Wiper Fluid         
Windows         Transmission Fluid         
Window Wipers         

ENGINE COMPARTMENT 

Mirrors         ITEM OK NO COMMENTS 
Horn         Hoses         
         Belts         

TIRES & ACCESSORIES 
Battery         

ITEM OK NO COMMENTS Air Filter         
Left Front         Radiator         
Right Front         Master Brake Cylinder         
Left Rear         Fluid Leakage         
Right Rear         Clean         
Spare         

OPERATIONAL CONDITION 

Lug Nuts         ITEM OK NO COMMENTS 
Jack         Engine Running         
Lug Nut Wrench         Clutch         

UNDER CARRIAGE 
Steering         

ITEM OK NO COMMENTS Brakes         
Drive Line         Parking Brake         
Front Shocks         Air Conditioning         
Rear Shocks         Radio / CD Player         
Tie Rods         Windows / Doors         
Exhaust System         

INTERIOR 

Springs         ITEM OK NO COMMENTS 
Frame         Upholstery         

COMMUNICATION EQUIPMENT 
Instrument Panel         

ITEM OK NO COMMENTS Fire Extinguisher         
Capsat Phone         First Aid Kit         
HF (Codan) Radio         Vehicle Emergency Kit         
VHF Radio         Personnel Emerge. Kit         
UHF Radio             
Description of Non-Operational Items and Correction Date: 
      

Indicate any damage to the vehicle exterior on the graphic on the reverse side (or next page). 
Inspected by:       Date:       
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VEHICLE INITIAL INSPECTION REPORT 
EXTERIOR DAMAGE 

Page 2 of 2 

         
Indicate any damage to the vehicle in the space provided below using your own words and/or 
the following legend.  Circle the damaged area(s) on the drawings above. 
 
 H – Hairline Scratch      PT – Pitted             T – Torn             B – Bent                GC – Class Cracked        
 M – Missing                  SM – Smashed       R – Rusty          CR – Creased        S – Scratched   
ST – Stained                  BR – Broken           D – Dented 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Remove Form from Book for use         Please photocopy for additional copies 
 

Appendix G 



OFDA Vehicle Handbook 
 

Page 51 of 136 
 

Appendix G:  Vehicle Initial Inspection 
 

OFDA Vehicle Initial Inspection Report 
(To be completed by Fleet Manager for vehicles entering or leaving the field fleet) 

Vehicle #:       Mileage:       Tag #:       

Last oil/filter change date _______ Mileage_______ NOTE MAJOR MAINTENANCE/REPAIR SINCE LAST SURVEY. 
Is maintenance on schedule?             Yes    No 
Is maintenance being done today?     Yes    No 

EXTERIOR ENGINE FLUIDS 

ITEM OK NO COMMENTS ITEM OK NO COMMENTS 
Body condition (reverse 
side of form) 

        Radiator Coolant         

Head Lights         Engine Oil         
Tail Lights         Brake Fluid         
Brake Lights         Power Steering Fluid         
Turn Signals         Windshield Wiper Fluid         
Windows         Transmission Fluid         
Window Wipers         

ENGINE COMPARTMENT 

Mirrors         ITEM OK NO COMMENTS 
Horn         Hoses         
         Belts         

TIRES & ACCESSORIES 
Battery         

ITEM OK NO COMMENTS Air Filter         
Left Front         Radiator         
Right Front         Master Brake Cylinder         
Left Rear         Fluid Leakage         
Right Rear         Clean         
Spare         

OPERATIONAL CONDITION 

Lug Nuts         ITEM OK NO COMMENTS 
Jack         Engine Running         
Lug Nut Wrench         Clutch         

UNDER CARRIAGE 
Steering         

ITEM OK NO COMMENTS Brakes         
Drive Line         Parking Brake         
Front Shocks         Air Conditioning         
Rear Shocks         Radio / CD Player         
Tie Rods         Windows / Doors         
Exhaust System         

INTERIOR 

Springs         ITEM OK NO COMMENTS 
Frame         Upholstery         

COMMUNICATION EQUIPMENT 
Instrument Panel         

ITEM OK NO COMMENTS Fire Extinguisher         
Capsat Phone         First Aid Kit         
HF (Codan) Radio         Vehicle Emergency Kit         
VHF Radio         Personnel Emerge. Kit         
UHF Radio             
Description of Non-Operational Items and Correction Date: 
      

Indicate any damage to the vehicle exterior on the graphic on the reverse side (or next page). 
Inspected by:       Date:       

Remove Form from Book for use         Please photocopy for additional copies 
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VEHICLE INITIAL INSPECTION REPORT 

EXTERIOR DAMAGE 
Page 2 of 2 

         
Indicate any damage to the vehicle in the space provided below using your own words and/or 
the following legend.  Circle the damaged area(s) on the drawings above. 
 
 H – Hairline Scratch      PT – Pitted             T – Torn             B – Bent                GC – Class Cracked        
 M – Missing                  SM – Smashed       R – Rusty          CR – Creased        S – Scratched   
ST – Stained                  BR – Broken           D – Dented 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Remove Form from Book for use         Please photocopy for additional copies 
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Appendix H:  Support Vehicle Inventory 
 
 

 
 
 

To be used by Logistics lead on DART deployments 
 
 
 
 
 
 

Remove Form from Book for use         Please photocopy for additional copies 
 

1. Disaster Name   2. Date Prepared   DART  --  S UPPORT VEHICLE  
INVENTORY                                     

Vehicle/Equipment Information   
  Vehicle   Vehicle   VIN or   Vehicle   # of     Fuel Type   Armor   

Ref #   Make   Model   Chassis Number   License   Seats   Color   Gas or Diesel   N one, Light or Full   
                                                                                                                                                         

                                                                                                                                                         

                                                                                                                                                         

                                                                                                                                                         

                                                                                                                                                         

                                                                                                                                                         

                                                                                                                                                         

                                                                                                                                                         

                                                                                                                                                         

                                                                                                                                                         

                                                                                                                                                         

                                                                                                                                                         

                                                                                                                                                         

Page                  of                   
5. Prepared by    
                 

  



OFDA Vehicle Handbook 
 

Page 54 of 136 
 

Appendix H:  Support Vehicle Inventory 
 
 

 

 
To be used by Logistics lead on DART deployments 

 
 
 
 
 
 

Remove Form from Book for use         Please photocopy for additional copies 

1. Disaster Name   2. Date Prepared   DART  --  S UPPORT VEHICLE  
INVENTORY                                     

Vehicle/Equipment Information   
  Vehicle   Vehicle   VIN or   Vehicle   # of     Fuel Type   Armor   

Ref #   Make   Model   Chassis Number   License   Seats   Color   Gas or Diesel   N one, Light or Full   
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Appendix I:  Parts Slip and Work Required Form 
 

                       USAID TO  
PARTS SLIP AND WORK REQUIRED  

INVOICE NUMBER  
      

DATE  AND TIME IN    
                

DATE AND TIME OUT  
             

JOB NUMBER  
      

TYPE AND SIZE     
           
          
 

INITIAL  INSPECTION (INITIALS) 
 

 
  1000 miles (1610 kilometers) or 

monthly 
 
 

 MAKE, MODEL, YR 
                     

FINAL INSPECTION  (INITIALS)     6000 miles (9660 kilometers) or six 
months 

Plate Number    
       

Mileage and Kilometers (Only Fill in 1)  
              

 Other  
       

PARTS 

Quantity  Stock Number  Description   Unit 
Cost  

Cost  

Reqr. Rec    
                        3.00 

                        4.00 

                        5.00 

                        6.00 

                        7.00 

Received  by  (Signature)          Total 
Parts 
Cost    

 25.00 

MAINTENANCE 

 Mech # Description of Work Est. Time  Act. 
Time   

Insp. Labor Cost 

                                    

                                    

                                    

                                    

                                    

Signature of Foreman 
or Inspector 

 Total Labor Cost   
 
  

  1.00 

TO CONVERT                                                    MULTIPLY  BY   
Miles into Kilometers    1.61 
            Pounds to Kilograms                                       .45 
           Gallon into Liters                                            3.79  

Total Cost (Parts &Labor)  
                                
   

 
0.00 
 

  
 

Remove Form from Book for use         Please photocopy for additional copies 
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Appendix I:  Parts Slip and Work Required Form 
 

                       USAID TO  
PARTS SLIP AND WORK REQUIRED  

INVOICE NUMBER  
      

DATE  AND TIME IN    
                

DATE AND TIME OUT  
             

JOB NUMBER  
      

TYPE AND SIZE     
           
          
 

INITIAL  INSPECTION (INITIALS) 
 

 
  1000 miles (1610 kilometers) or 

monthly 
 
 

 MAKE, MODEL, YR 
                     

FINAL INSPECTION  (INITIALS)     6000 miles (9660 kilometers) or six 
months 

Plate Number    
       

Mileage and Kilometers (Only Fill in 1)  
              

 Other  
       

PARTS 

Quantity  Stock Number  Description   Unit 
Cost  

Cost  

Reqr. Rec    
                        3.00 

                        4.00 

                        5.00 

                        6.00 

                        7.00 

Received  by  (Signature)          Total 
Parts 
Cost    

 25.00 

MAINTENANCE 

 Mech # Description of Work Est. Time  Act. 
Time   

Insp. Labor Cost 

                                    

                                    

                                    

                                    

                                    

Signature of Foreman 
or Inspector 

 Total Labor Cost   
 
  

  1.00 

TO CONVERT                                                    MULTIPLY  BY   
Miles into Kilometers    1.61 
            Pounds to Kilograms                                       .45 
           Gallon into Liters                                            3.79  

Total Cost (Parts &Labor)  
                                
   

 
0.00 
 

  

Remove Form from Book for use         Please photocopy for additional copies 
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Appendix I:  Parts Slip and Work Required Form 
 

                       USAID TO  
PARTS SLIP AND WORK REQUIRED  

INVOICE NUMBER  
      

DATE  AND TIME IN    
                

DATE AND TIME OUT  
             

JOB NUMBER  
      

TYPE AND SIZE     
           
          
 

INITIAL  INSPECTION (INITIALS) 
 

 
  1000 miles (1610 kilometers) or 

monthly 
 
 

 MAKE, MODEL, YR 
                     

FINAL INSPECTION  (INITIALS)     6000 miles (9660 kilometers) or six 
months 

Plate Number    
       

Mileage and Kilometers (Only Fill in 1)  
              

 Other  
       

PARTS 

Quantity  Stock Number  Description   Unit 
Cost  

Cost  

Reqr. Rec    
                        3.00 

                        4.00 

                        5.00 

                        6.00 

                        7.00 

Received  by  (Signature)          Total 
Parts 
Cost    

 25.00 

MAINTENANCE 

 Mech # Description of Work Est. Time  Act. 
Time   

Insp. Labor Cost 

                                    

                                    

                                    

                                    

                                    

Signature of Foreman 
or Inspector 

 Total Labor Cost   
 
  

  1.00 

TO CONVERT                                                    MULTIPLY  BY   
Miles into Kilometers    1.61 
            Pounds to Kilograms                                       .45 
           Gallon into Liters                                            3.79  

Total Cost (Parts &Labor)  
                                
   

 
0.00 
 

  
 

Remove Form from Book for use         Please photocopy for additional copies 
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Appendix J: Motor Vehicle Record 
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Appendix J: Motor Vehicle Record  
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Appendix K: Tire Specifications/Procurement 
 
 
Tire information and certifications labels contain information on tires and load limits. This information 
indicates  the  armored  vehicles  manufacturers’  information  before and after armoring. It includes: 

  
 Recommended Tire Size 
 Recommended Tire Inflation Pressure (PSI) 
 Vehicle Capacity Weight (VCW-the maximum occupant and cargo weight a vehicle is 

designed to carry)              
 Front and Rear Gross Axle Weight ratings (GAWR-gross A the maximum weight the axle 

systems are designed to carry) 
 
 

TIRE ROTATION 
  

Rotation tires from front to back and from side to side can reduce irregular wear, See Tire Rotation 
Chart below: 
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TIRE SPECIFICATIONS 

Federal law requires tire manufacturers to place standardized information on the sidewall of all tires. This information 
identifies and describes the fundamental characteristics of the tire and also provides a tire identification number for safety 
standard certification and recall notification.   

Please refer to the diagram below: 

 Passenger Vehicle tire                                              Light Truck Tire 

                 

P 
The "P" indicates the tire is for passenger vehicles. 

NEXT NUMBER 
This three-digit number gives the width in millimeters of the tire from sidewall edge to sidewall edge.  

NEXT NUMBER 
This two-digit number, known as the aspect ratio, gives the tire's ratio of height to width. Numbers of 70 or lower indicate 
a short sidewall for improved steering response and better overall handling on dry pavement. 

R 
The "R" stands for radial. Radial ply construction of tires has been the industry standard for the past 20 years. 

NEXT NUMBER 
This two-digit number is the wheel or rim diameter in inches. If you change your wheel size, you will have to purchase 
new tires to match the new wheel diameter. 

NEXT NUMBER 
This two- or three-digit number is the tire's load index. It is a measurement of how much weight each tire can support. 
You may find this information in your owner's manual. If not, contact OFDA/Logistics/W.  Note: You may not find this 
information on all tires because it is not required by Federal law. 

M+S 
The "M+S" or "M/S" indicates that the tire has some mud and snow capability. Most radial tires have these markings; 
hence, they have some mud and snow capability. 

Appendix K 
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SPEED RATING 
The speed rating denotes the speed at which a tire is designed to be driven for extended periods of time. The ratings 
range from 99 miles per hour (mph) to 186 mph. These ratings are listed below. Note: You may not find this information 
on all tires because it is not required by Federal law. 

Letter Rating Speed Rating 
Q 99 mph 
R 106 mph 
S 112 mph 
T 118 mph 
U 124 mph 
H 130 mph 
V 149 mph 
W 168* mph 
Y 186* mph 

U.S. DOT TIRE IDENTIFICATION NUMBER 

This begins with the letters "DOT" and indicates that the tire meets all federal standards. The next two numbers or letters 
are the plant code where it was manufactured, and the last four numbers represent the week and year the tire was built. 

For example, the numbers 3197 means the 31st week of 1997. The other numbers are marketing codes used at the 
manufacturer's discretion. This information is used to contact consumers if a tire defect requires a recall.  

TIRE PLY COMPOSITION AND MATERIALS USED 
The number of plies indicates the number of layers of rubber-coated fabric in the tire. In general, the greater the number 
of plies, the more weight a tire can support. Tire manufacturers also must indicate the materials in the tire, which include 
steel, nylon, polyester, and others.  

MAXIMUM LOAD RATING 
This number indicates the maximum load in kilograms and pounds that can be carried by the tire.  

MAXIMUM PERMISSIBLE INFLATION PRESSURE 
This number is the greatest amount of air pressure that should ever be put in the tire under normal driving conditions.  

 

TIRE PROCUREMENT 

TIRE BRANDS 

Tires are an important item on OFDA/Dart/Field vehicles, due to the additional armoring weight, only high quality name-
brand replacement tires are recommended, such as Goodyear, Michelin, BF Goodrich, Uniroyal, Dunlop, Bridgestone, 
Continental and Firestone. Off-brand or questionable source tires are not recommended and should not be utilized on 
armored vehicles. Armored vehicles require E level rated tires, depending on GVW. E level refers to load carrying capacity. 
(Example: Goodyear E level tires are rated a 3415 lbs. max load x 4 tires = 13660 max collective weight capacity.) E level 
tires cannot be mixed with other lover rated tires as the weight of the armored vehicle needs to be equally spread among 
all four tires for proper road handling and weight distribution. 

Procurement of armored vehicle tires should be coordinated through OFDA/Logistics/W.  
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Appendix L: Run Flat Tire Repair 
 
Toyota Series 100/200 Models 105/76 
OFDA Primary Run Flat System 
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Rotary Run Flat Installation Instructions: 
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Toyota Series 100/200 Models 105/76 
OFDA Secondary Run Flat System (used on older vehicles) 
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Static Run Flat Installation Instructions: 
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Mercedes Models G-270/G-500 
Installation Instructions for Composite Runflat (CRF) 
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Supplemental Instructions for CRF Installation  
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Supplemental Instructions for CRF Installation cont’d 
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Supplemental Instructions for CRF Installation cont’d 
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Supplemental Instructions for CRF Installation cont’d 
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Supplemental Instructions for CRF Installation cont’d 
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Appendix M: Vehicle IED Search Brochure 
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VE
H

ICLE
 IE

D
 D

ETE
CTIO

N
:              

 Terrorists  use  IED
’s  because  they  are  easy  to  

obtain, easy to conceal, cause m
ass dam

age and 
can be triggered in a variety of w

ays.  Increased 
aw

areness around vehicles used to transport 
potential targets is the key to detecting and 
avoiding an IED

 attack. 
 The first line of defense against becom

ing a car 
bom

b victim
 is to deny the attacker access to the 

vehicle.  S
ecurity m

easures m
ust include keeping 

the vehicle in a locked, alarm
ed facility.  W

hen the 
vehicle is not secured in the garage, it should 
alw

ays be attended.  A
ll security m

easures should 
be supported by thorough routine vehicle 
inspections. 

 W
hen Leaving the Vehicle:  
  

O
bserve positions of all interior 

com
ponents such as m

irrors, gear selector, 
head rests, seat belts, steering w

heel, etc. 
  

Low
er sun visors and open all 

com
partm

ents such as ashtrays, glove box, 
and console.  D

oing so facilitates the 
vehicle search process as later discussed. 

  
N

ote anything left in the vehicle so that you 
can easily spot anything added w

hile you 
w

ere aw
ay.  R

em
ove trash and debris from

 
the interior. 

  
Lock all doors. 

  
As you leave the vehicle, pay attention to 
the area around it so that you can 
determ

ine if there is anything new
 or 

different w
hen you return that could 

conceal an IED
 such as a shopping bag, 

soda can or litter of any kind.  
 

  
Upon Returning to the Vehicle:  

  
Begin looking at the vehicle from

 a distance 
that allow

s you to view
 the underside and 

the roof of the vehicle.  The visual search 
should cover the vehicle from

 all sides. 
  

Then repeat the all-sides visual search 
from

 a closer distance, noting any debris 
on the ground, fingerprints on the vehicle, 
footprints near the vehicle, etc.  You m

ight 

w
ant to use a sm

all flashlight to help 
inspect the vehicle. 

  
N

ote positions of m
irrors, visors, ashtrays, 

headrests, steering w
heel, seat belts, etc. 

  
Before entering the vehicle note anything 
(inside or out) that could have changed 
since leaving the vehicle. 

  
Enter and search the interior of the vehicle 
using extrem

e caution avoiding contact 
w

ith any object or part of the vehicle that 
has not been searched. 

 
VE

H
ICLE

 IE
D

 SEARCH
:  

 (Looking for things that do not belong)  
 

  
As you approach the vehicle, note anyone 
w

atching you. 
 

  
C

onduct a 360° visual external search of 
the vehicle from

 a safe distance using 
w

hatever space is available (the farther 
aw

ay the better).   
 

  
C

ontinue the exterior search m
oving 

closer.   
 

  
Exam

ine pipes, w
heel w

ells, door handles, 
undercarriage, etc.  A flashlight is a 
necessary com

ponent for conducting an 
IED

 search.  A m
irror can be helpful.  

 
  

Look for fingerprints, disturbed dirt, or 
debris near the vehicle.  Look through all 
w

indow
s for signs of tam

pering inside the 
vehicle. 

 
  

The IED
 could be w

ired to detonate w
hen 

the vehicle is opened.  Look for trigger 
devices or connections before opening.  
Be  w

ary  of  opening  the  driver’s  door  first. 
 

  
O

nce inside, look under all seats and floor 
m

ats, behind trim
 panels, speaker boxes, 

dash areas, ashtrays, glove box, console, 
vents, spare tire, etc. 

 
  

Look for w
ires attached to the steering 

w
heel, gear selector, foot pedals, seat 

adjustm
ent, or anyw

here that m
ight be set 

to detonate an IED
 w

hen disturbed   
 

  
Visually check storage com

partm
ents for 

evidence that they m
ay have been 

opened.  
 

  
U

se the sam
e technique to open interior 

com
partm

ents as used for exterior doors. 
 

  
O

nce the interior is cleared, search under 
the hood and in the trunk. 

   Suggestion:  
  Becom

ing fam
iliar w

ith and taking pictures of the 
  configuration of the engine com

ponents and 
  undercarriage can be used in com

parison during 
  the vehicle inspection w

hen looking for things that 
  do not belong. 

 
   VE

H
ICLE

 IE
D

 SE
AR

CH
 ST

E
PS: 
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Appendix N: 
 

VEHICLE SECURITY INCIDENT REPORT 
 
 
Name: _______________________________________ 
 
Date of Incident: _______________________________ 
 
Vehicle Description (Year/Make/Model/License #) _________________________________________ 
 
__________________________________________________________________________________ 
 
Describe in detail any suspicious or unusual activities that could jeopardize the security of the vehicle, its 
contents or its occupants.   
 
Examples include but are not limited to: 

 Unauthorized use of the vehicle 
 Changes made to the vehicle without proper authorization 
 Attempt to gain unauthorized access to the vehicle or to its contents 
 Acts of violence against the vehicle or its contents resulting in vehicle damage 

 
________________________________________________________________________________________ 
 
 
________________________________________________________________________________________ 
 
 
________________________________________________________________________________________ 
 
 
________________________________________________________________________________________ 
 
 
________________________________________________________________________________________ 
 
 
________________________________________________________________________________________ 
 
 
________________________________________________________________________________________ 
 
 
________________________________________________________________________________________ 

Continue on back if necessary 
 

Remove Form from Book for use                         Please photocopy for additional copies 
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Appendix N: 
 

VEHICLE SECURITY INCIDENT REPORT 
 

Continued from front page 
 

________________________________________________________________________________________ 
 
 
________________________________________________________________________________________ 
 
 
________________________________________________________________________________________ 
 
 
________________________________________________________________________________________ 
 
 
________________________________________________________________________________________ 
 
 
________________________________________________________________________________________ 
 
 
________________________________________________________________________________________ 
 
 
________________________________________________________________________________________ 

 
 

________________________________________________________________________________________ 
 
 
________________________________________________________________________________________ 
 
 
________________________________________________________________________________________ 
 
 
________________________________________________________________________________________ 
 
 
________________________________________________________________________________________ 
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Appendix O:   OFDA Vehicle Communications Reference Guide –    Mini M 
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Appendix P:  Portable Air Compressors 
 
Portable Air Compressor Kit Instructions (Model CKMP12) 
 

1. Connections:  
 
Position the compressor on a sturdy flat surface before opening the box. 

  
Unlock and open the box using the two toggle clamps. 

 
Make sure the  switch  is  in  the  ‘OFF’  position  by  pressing  down  on 
the top of the switch rocker. 

NOTE: The switch should  normally  already  be  in  the  ‘OFF’ 
position  as  it  is  designed  to  be  moved  into  the  ‘OFF’ 
position every time the box lid is closed. 

 
Uncoil the power lead and connect the positive (+) alligator clamp (RED handle) directly to the positive (+) 
terminal of the  vehicle’s  12  volt battery. 

 
Connect the negative (-) alligator clamp (BLACK handle) directly to the negative (-)  terminal  of  the  vehicle’s  12  
volt battery. 

NOTE: The switch should now be illuminated but the compressor 
will not start until the switch rocker is pressed on the 
bottom. This tells you the compressor has now been 
connected to power. 

 
Attach the air hose to the compressor by inserting the male end of the hose into the hose coupling on the 
compressor and simply pressing inward until the coupling sleeve clicks forward. The sleeve of the coupling does 
not need to be pulled back by hand at all. 

 
Attach the tire filler (or other compatible device) to the opposite end of the hose in the same way. 

 
Press the bottom of the rocker switch down to start the compressor and pressurize the manifold and hose. 

NOTE: Once compressed air has expelled through the attached 
device (e.g., tire filler, air tool, etc.) the compressor should 
start running. It will continue to run until air 
use has stopped and the pressure in the manifold and 
hose reaches the pre-set pressure switch cut-out level. 
 

2. Safety Precautions 
 
Please carefully read and always abide by each of the following points when using a portable air compressor. 

 
Never make connections to the battery with the isolating switch turned ‘ON’  as  the  resulting  sparking  at  the  
battery terminals could pose a fire hazard. 

 
Never attempt to stop or slow the flow of compressed air using direct exposure to skin. 

 
NOTE: Normal textile clothing does not protect the skin 
against the risk of air embolism posed by exposure 
to compressed air. 
NOTE: An air embolism is a serious condition of the blood 
stream which may result in severe injury or death. 
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For the same reason as above, never use compressed air to clean clothing, hair or body. 
 

Wear suitable protective equipment (e.g., glasses, face shields, etc.) to control the risk of injury due to projectile 
particles. 

 
Never point the hose at anyone and always see that bystanders are out of the line of air flow. 

 
If using extension or replacement hoses other than genuine ARB hoses, use only sound strong hose with secure 
couplings and connections having a high temperature rating and a burst pressure of over 1380 Kpa 
[200 PSI]. 

 
If using compressed air accessories (e.g., extension or replacement hoses, or pneumatic devices like air tools) 
other than genuine ARB, avoid the danger of spontaneous disconnection by using only products with hose fittings 
that conform to one of the international standards listed in the specifications (ref: Section 1.3). 

 
Air hoses should be securely held to prevent whipping. 

 
Compressed air contains contaminants which makes it unsuitable for use in air-supplied respiratory protective 
devices such as spray painting hoods. Only use compressed air with such devices when appropriately filtered 
through approved filtration equipment. 

 
3.Tire Filling 
 

Connect  the  compressor  to  the  vehicle’s  battery  or  other  12V  DC  power supply as in Section 2.1. 
NOTE: If the vehicle is in a well-ventilated area, leaving the 
vehicle running at idle while running the compressor 
will give maximum compressor performance and 
avoid  depleting  your  vehicle’s  battery. 

 
Attach the tire filler (supplied) to the air hose coupling by inserting the male end of the filler into the hose 
coupling and simply pressing inward until the coupling sleeve clicks forward. The sleeve of the coupling does not 
need to be pulled back by hand at all. 

 
Press the bottom of the rocker switch down to start and pressurize the compressor. 

NOTE: ARB’s  tire filler attachment is equipped with a 
stop valve. Air will not pass through the tire filler 
attachment until it is connected to a tire valve. 

 
Attach the tire filler attachment to any standard tire valve by depressing the latch lever of the filler and then 
pushing the filler onto the tire valve until a good seal is made. 

NOTE: The compressor should automatically start now 
once air passes through the filler. 

 
To keep air flowing without holding the filler simply release the lever on the filler while still holding the filler onto 
the tire valve and let go of the filler. 

 
To stop filling and remove the filler from the valve depress the lever on the filler and pull the filler away from the 
tire valve. 

NOTE: Periodically disconnect the filler and check the tire 
pressure with an automotive tire pressure gauge. 
IMPORTANT:  Do not fill your tires over  the  manufacturer’s 
specified maximum pressure rating. 

 
To protect the tire valve, always refit the tire valve cap once you have inflated your tires to the desired pressure. 

3 Service & Maintenance 

Appendix P 
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4.  Understanding the Built-In Protection Devices 
 

This compressor has been equipped with both THERMAL and OVER PRESSURE protection devices in the interests 
of personal safety and to protect the unit from unnecessary internal damage. 

NOTE: Never  disable  or  modify  any  of  the  compressor’s  built-in 
protection devices. 

 
 
5.  Thermal Cutout Switch 
 

The process of compressing air is a natural generator of heat. This heat generation is increased accordingly by 
increasing the compressed air flow rate or increasing the pressure level of the air flow.  
 
The large DC electric motor inside the compressor is also a source of heat which increases with the amount of 
work being done by it.  
 
The compressor has been designed to naturally disperse this heat into the air around it, however, the ambient 
temperature outside will have an effect on how fast this heat can be dispersed. If excessive levels of heat are 
allowed to build up inside the compressor the unit may be put at risk of internal damage. For this reason an 
internal electric switch has been designed into the back of the motor which will simply turn the compressor off if 
the temperature approaches a dangerous level, and will automatically reset and turn the compressor back on 
once the unit has cooled down to a safe temperature. This off time may last anywhere from just a few minutes 
up to half an hour depending on conditions around the compressor. 

 
 
6. Over Pressure Safety Valve 
 

This compressor is equipped with a pressure operated electric switch which has been factory set to turn off the 
compressor at a safe level of pressure, and then turn it back on again once the pressure has been exhausted 
down to a lower level. Should this switch fail for any reason the compressor may generate pressure well beyond 
its safe shut off limit.  

 
A compressor which has reached its safe pressure maximum that has been left in direct sun or inside a hot 
vehicle may build up additional pressure past the safe working level. Connecting your compressor up to any air 
system which might already contain  a  residual  pressure  that  is  higher  than  the  compressor’s  safe pressure limit 
may raise the internal pressure of the compressor past the safe pressure limit.  

 
This compressor is equipped with a mechanical over pressure safety valve which has been factory set to bleed off 
to atmosphere any excessive pressure build up (i.e., from any of the situations above) before it can pose any 
personal danger or cause damage to compressor components. 

3 Service & Maintenance 
 
 
7. Air Filter Service 
 

The CKMP12 Portable Air Compressor comes factory fitted with a high density, high flow, sintered bronze air filter 
to protect the compressor components, and any accessories that might be used with the compressor, from 
damage caused by the ingress of dirt and fine dust particles. The filter element is removable and cleanable and 
should provide for years of continuous service. Follow the steps below to disassemble, clean and re-assemble the 
air filter. 
 

 Unsnap and remove the air filter cover from the air filter base by applying slight prying pressure 
under the fingers of the cover. 

 Remove the filter element disk. 
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 Vigorously wash the element in a solution of hot soapy water. 
 Rinse the element in pure hot water. 
 Dry thoroughly. 
 Insert the element back into the air filter base making sure that the flattest face of the disk faces 

toward the compressor. 
 Snap the air filter cover back onto the base and rotate the cover into the desired position. 

3  
Service & Maintenance 
8. Electrical Fuse Replacement 
 

If the electrical fuse that is equipped in line with the positive (+) power lead (RED) requires replacing, it can be 
removed by opening the black rubber fuse housing cover and pulling straight outward on the fuse until it slides 
free of the fuse block. This fuse should only be replaced with a fuse of the same type (maxi blade type) and of 
the same amp rating or less. 

 
 
9. Safety Valve Service 
 

The CKMP12 Portable Air Compressor comes factory equipped with a safety valve to automatically and safely 
relieve any excessive pressure from inside the system. This pressure could occur as a result of a fault in the 
pressure switch circuit, pressure generated from prolonged exposure to direct sunlight, accidental connection to a 
higher source of pressure, etc. If it becomes necessary to service this valve to change the relief pressure (i.e., 
use alternate spring) or clean the valve seat then it can be easily disassembled as follows. 

 
 Using a 4mm hex key, unscrew the safety valve fitting from its socket. 
 Remove the spring and poppet from inside the valve socket. 
 Clean or replace the valve components as required. 

NOTE: Replacing safety valve parts with non-genuine ARB parts 
or modifying these parts in any way could change the relief 
pressure value, and is therefore not recommended. 

 Reassemble safety valve as below and tighten the fitting until the head of the fitting contacts the 
compressor head casting. 

 

300P Portable Compressor 

 
1. Always operate the compressor AT OR BELOW THE 

MAXIMUM PRESSURE RATING of the compressor. Refer to 
Specifications section of this manual. 
 

2. Always OBSERVE THE MAXIMUM DUTY CYCLE of the air 
compressor. Refer to Specifications section of this manual for 
details. Operations exceeding maximum pressure ratings and 
or duty cycle will result in damage to air compressor.. 

 
3. Your air compressor is equipped with an AUTOMATIC THERMAL OVERLOAD PROTECTOR. This 

feature is designed to protect the air compressor from over-heating causing permanent damage to 
your air compressor. The thermal overload protector will automatically cut off power to air 
compressor should internal operating temperature of the air compressor rise above safe levels during 
excessive use. 
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4. Should at any time during use, your air compressor automatically shuts off, do not attempt to restart 
air compressor. Turn ON/OFF switch of air compressor to the OFF position. The automatic thermal 
overload protector will automatically reset when internal temperature of the air compressor drops 
below safe level. After allowing air compressor to cool off for about 30 minutes, you can safely 
resume use of the air compressor by turning on the air compressor. 

 
5. Please  note  that  you  may  experience  a  slight  delay  (about  a  second)  of  the  compressor’s  motor  

starting when the On/Off Switch is turned on while compressor is pressurized (when there is pressure 
in the line that the compressor is connected to). This is a normal delayed reaction, not a Compressor 
ON/OFF switch malfunction. 6.  

 
6. It  is  strongly  recommended  that  you  keep  the  vehicle’s  engine  running  while  using  the  air  compressor 

to  prevent  discharge  of  your  vehicle’s  battery. 
 

7. ONLY OPERATE THE AIR COMPRESSOR IN WELL VENTILATED AREAS. Compressor performance is 
enhanced when operating compressor with vehicle engine running. 

 
TIRE INFLATION & DEFLATION 
 

IMPORTANT: Before attaching air compressor power cord to power source, check to make sure that the 
ON\/OFF switch of your compressor is in the Off position. Attach the Positive (+) battery clamp (Red) to the 
Positive Terminal of the battery and the Negative (-) battery clamp (Black) to the Negative terminal of the 
battery. Always keep your vehicle engine running while operating  compressor  to  avoid  draining  your  vehicle’s 
battery. 

 
CAUTION: Your Portable Air Compressor is Moisture and Dust Resistant, but NOT WATER OR DUST PROOF. 
Never place compressor in soft sand while running the Compressor. Vibration from the compressor will cause the 
compressor to settle into soft sand, resulting in compressor drawing in foreign particles. Never expose 
compressor to water while running the compressor.  
 
IMPORTANT: Make sure compressor sits upright while operating compressor. Avoid tugging at compressor if 
line is taut. Instead, move the compressor to the same side of vehicle as tires that are being aired up. 

 
IMPORTANT: Always make sure the Portable Compressor’s  8  foot  power  cord  is  uncoiled  and  fully extended 
when using your air compressor to avoid overheating the power cord. 
 

5-in-1 INLINE INFLATOR / DEFLATOR HOSE 
 
OPERATION INSTRUCTIONS: 

 
This air compressor comes with quick connect stud. Your Inline Deflator comes with extension coil hose with 
quick coupler. Simply attach this multi-function extension coil hose to the quick connect stud and you are ready 
to inflate tires. The Inline Inflator/Deflator Hose can be used for both Airing Up and Airing Down. Please 
familiarize yourself with the following different functions of this versatile air tool: 
 
A. TIRE INFLATION: 

1. Attach quick connect coupler to air compressor. 
2. Push the tire chuck, with the lever in the upright position, down over the tire valve stem and then push 
the lever down to the horizontal position to lock in place. 
3. Check to make sure the Deflator Collar Lock is disengaged. 
4. Turn compressor switch on to begin inflation. When desired pressure is reached, turn compressor off. 
 

B. HANDS-FREE CONTINUOUS DEFLATION: 
1. Push the tire chuck, with the lever in the upright position, down over the tire valve stem and then push 
the lever down to the horizontal position to lock in place.  
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2. Push Deflator Collar toward tire valve stem and turn Deflator Collar clockwise to engage lock. 
3. When desired pressure if reached, turn Deflator Collar counterclockwise to disengage lock. 
 

C. INTERMITTENT DEFLATION: 
1. The intermittent deflation function offers fast downward pressure adjustments. 
2. With tire chuck attached to tire valve stem, push Deflator Collar toward tire valve stem to decrease tire 
pressure. 
3. Release Deflator Collar to halt deflation. 
 

D. INLINE PRESSURE GAUGE: 
1. The 2-inch Inline Pressure Gauge provides convenient tire pressure monitoring when airing up or 
down. This eliminates switching back and forth between a tire chuck and a tire pressure gauge. 
2. Please note that during inflation and deflation, due to air velocity, pressure gauge cannot provide 
accurate pressure readings. Momentarily halt inflation or deflation to obtain accurate pressure readings. 

 
SAFETY PRECAUTIONS 
   

1.  Always  inflate  tires  to  manufacturer’s  recommended tire pressures. Exercise extreme caution when 
driving with aired-down tires. Re-inflate tires before high-speed roadway travel. 
2. Never exceed 20 M.P.H. when driving with partially inflated tires. 
3. Never make sharp turns while driving with reduced tire pressure. 
4. Re-inflate tires before high speed traveling onto roadways. 
5. Use heat-resistant, minimum 200 PSI-rated working pressure extension hose. Do not use aftermarket 
hoses with less than 200 PSI working pressure. Some aftermarket hoses may not be suitable for use with 
this air compressor due to heat and pressure typically generated by this type of air compressors. 
6. The use of a close-ended tire chuck will cause excessive pressure buildup if tire chuck is not attached 
to tire valve stem while air compressor is in operation. 

 
IMPORTANT: 
Always use an Open-Ended tire chuck such as the tire chuck equipped on the Deflator/Inflator Coil Hose 
for tire inflation when using a compressor without an air tank. 

 
CAUTION: Never touch the air compressor or fittings connected to the air compressor other than the 
ON/OFF switch with bare hands during or immediately after use. The extension hose and fittings 
connected extension hose will become very HOT during and after use. If necessary, wear heat resistant 
gloves to remove hose from the compressor quick connect stud. 
 

MAINTENANCE & REPAIRS 
1. Your air compressor is equipped with permanently lubricated, maintenance-free motor. Never try to 
lubricate the compressor. 
2. Regularly clean dust and dirt from compressor cooling fins and motor housing. 
3. All repairs should be performed by Manufacturer or Manufacturer authorized service agencies 
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Appendix Q:   Preparation for Transport Instructions 

All vehicles must be prepared for transport as follows: 

1. Cargo  should  be  properly  blocked  and  braced  for  transport  in  1x20’  container 
2. Place two (2) OFDA Vehicle Handbooks inside of the vehicle 
3. One complete set of keys to the vehicle must be placed in an envelope with vehicle chassis number indicated, 

labeled  “keys”  and  secured  to  the  driver  side  sun  visor. 
4. One complete set of keys will be placed in a large clear envelope and secured to the EXTERIOR of  the  driver’s  

door.  (See diagram below) 
5. Vehicle fuel tank must be drained to 1/8 tank or the required level for surface shipment. 
6. All vehicles contain two batteries.  Both batteries must be disconnected for transit.  Either physically disconnect 

the negative battery terminal or disengage the battery terminal switch if one is present.   
7. All doors must be completely closed for transport. 
8. All doors must be unlocked and remain this way throughout transport. 
9. Complete the Preparation for Transportation Checklist and Place in the envelope attached to the exterior of the 

driver’s  door.  (See diagram below) 

 

   

All vehicles going to locations where recovery equipment will be needed should have the following items: 

- Hi Lift Jack (Must be locked to the mounting bracket) 
- Winch 
- Snatch Block 
- Recovery Strap Kit 

 
 
 
 

Please complete Preparation for Transport Checklist on next page 
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Preparation for Transport Checklist 
 
 

The following items MUST be complete prior to transportation Completed 
By 

Cargo properly blocked and braced for transport in shipping container or flatbed  
Place two (2) OFDA Vehicle Handbooks inside of the vehicle 

 

 
One complete set of keys are to be vehicle placed in an envelope with vehicle chassis 
number indicated, labeled “KEYS”  and  secured  to  driver  side  sun  visor 

 

One complete set of keys will be placed in a large clear envelope and secured to the 
exterior  of  the  driver’s  door  window (see diagram below) 

 

Vehicle fuel tank drained to 1/8 tank or the required level for surface shipment  
Vehicle batteries disconnected.  Either physically disconnect negative battery terminal or 
disengage the battery terminal switch 

 

Ensure all doors are unlocked  

Firmly close all doors.  All doors must be completely closed  

Place this checklist in envelope attached to the exterior driver’s  door  (see below)  

For all vehicles going to locations where recovery equipment will be needed, please 
ensure the following equipment is with the vehicle. 

Completed 
By 

Hi-Lift Jack (Must be locked to mounting bracket)  
Winch  
Snatch Block  
Recovery Strap Kit  

 

 

 

Vehicle Manager:  OFDALogistics@usaid.gov  
Telephone:  +1 202-712-0556 (USA) 

PPLLAACCEE  TTHHIISS  CCHHEECCKKLLIISSTT  IINN  TTHHEE  

EENNVVEELLOOPPEE  AATTTTAACCHHEEDD  TTOO  TTHHEE  

DDRRIIVVEERR’’SS  DDOOOORR  EEXXTTEERRIIOORR 
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Preparation for Transport Checklist 
 
 

The following items MUST be complete prior to transportation Completed 
By 

Cargo properly blocked and braced for transport in shipping container or flatbed  
Place two (2) OFDA Vehicle Handbooks inside of the vehicle 

 

 
One complete set of keys are to be vehicle placed in an envelope with vehicle chassis 
number indicated, labeled “KEYS”  and  secured  to  driver  side  sun  visor 

 

One complete set of keys will be placed in a large clear envelope and secured to the 
exterior  of  the  driver’s  door  window (see diagram below) 

 

Vehicle fuel tank drained to 1/8 tank or the required level for surface shipment  
Vehicle batteries disconnected.  Either physically disconnect negative battery terminal or 
disengage the battery terminal switch 

 

Ensure all doors are unlocked  

Firmly close all doors.  All doors must be completely closed  

Place this checklist in envelope attached to the exterior driver’s  door  (see below)  

For all vehicles going to locations where recovery equipment will be needed, please 
ensure the following equipment is with the vehicle. 

Completed 
By 

Hi-Lift Jack (Must be locked to mounting bracket)  
Winch  
Snatch Block  
Recovery Strap Kit  

 

 

 

Vehicle Manager:  OFDALogistics@usaid.gov  
Telephone:  +1 202-712-0556 (USA) 

PPLLAACCEE  TTHHIISS  CCHHEECCKKLLIISSTT  IINN  TTHHEE  

EENNVVEELLOOPPEE  AATTTTAACCHHEEDD  TTOO  TTHHEE  

DDRRIIVVEERR’’SS  DDOOOORR  EEXXTTEERRIIOORR 
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Preparation for Transport Checklist 
 
 

The following items MUST be complete prior to transportation Completed 
By 

Cargo properly blocked and braced for transport in shipping container or flatbed  
Place two (2) OFDA Vehicle Handbooks inside of the vehicle 

 

 
One complete set of keys are to be vehicle placed in an envelope with vehicle chassis 
number indicated, labeled “KEYS”  and  secured  to  driver  side  sun  visor 

 

One complete set of keys will be placed in a large clear envelope and secured to the 
exterior  of  the  driver’s  door  window (see diagram below) 

 

Vehicle fuel tank drained to 1/8 tank or the required level for surface shipment  
Vehicle batteries disconnected.  Either physically disconnect negative battery terminal or 
disengage the battery terminal switch 

 

Ensure all doors are unlocked  

Firmly close all doors.  All doors must be completely closed  

Place this checklist in envelope attached to the exterior driver’s  door  (see below)  

For all vehicles going to locations where recovery equipment will be needed, please 
ensure the following equipment is with the vehicle. 

Completed 
By 

Hi-Lift Jack (Must be locked to mounting bracket)  
Winch  
Snatch Block  
Recovery Strap Kit  

 

 

 

Vehicle Manager:  OFDALogistics@usaid.gov  
Telephone:  +1 202-712-0556 (USA) 

PPLLAACCEE  TTHHIISS  CCHHEECCKKLLIISSTT  IINN  TTHHEE  

EENNVVEELLOOPPEE  AATTTTAACCHHEEDD  TTOO  TTHHEE  

DDRRIIVVEERR’’SS  DDOOOORR  EEXXTTEERRIIOORR 
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Preparation for Transport Checklist 
 
 

The following items MUST be complete prior to transportation Completed 
By 

Cargo properly blocked and braced for transport in shipping container or flatbed  
Place two (2) OFDA Vehicle Handbooks inside of the vehicle 

 

 
One complete set of keys are to be vehicle placed in an envelope with vehicle chassis 
number indicated, labeled “KEYS”  and  secured  to  driver  side  sun  visor 

 

One complete set of keys will be placed in a large clear envelope and secured to the 
exterior  of  the  driver’s  door  window (see diagram below) 

 

Vehicle fuel tank drained to 1/8 tank or the required level for surface shipment  
Vehicle batteries disconnected.  Either physically disconnect negative battery terminal or 
disengage the battery terminal switch 

 

Ensure all doors are unlocked  

Firmly close all doors.  All doors must be completely closed  

Place this checklist in envelope attached to the exterior driver’s  door  (see below)  

For all vehicles going to locations where recovery equipment will be needed, please 
ensure the following equipment is with the vehicle. 

Completed 
By 

Hi-Lift Jack (Must be locked to mounting bracket)  
Winch  
Snatch Block  
Recovery Strap Kit  

 

 

 

Vehicle Manager:  OFDALogistics@usaid.gov  
Telephone:  +1 202-712-0556 (USA) 

PPLLAACCEE  TTHHIISS  CCHHEECCKKLLIISSTT  IINN  TTHHEE  

EENNVVEELLOOPPEE  AATTTTAACCHHEEDD  TTOO  TTHHEE  

DDRRIIVVEERR’’SS  DDOOOORR  EEXXTTEERRIIOORR 
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Appendix R:   Recovery Equipment and Instructions for Use 

                  
 

Basic Guide for Winching Techniques 
 

 
HOW THE WINCH WORKS: 
 
Winch Mechanics 
The major advantage of an electric-powered winch is that it can provide reliable service for intermittent utility and 
recreational  use  even  while  the  vehicle’s  engine  is  stalled  — assuming, of course, that sufficient battery current is 
available. It is important to understand that the longer the pull, the more heat that is created, just like a hot plate. 
Prolonged winching without cooling the winch motor will damage the motor. Also, if the engine is idling during winching, 
the  battery  may  drain  faster  than  it  is  charging.  So  pay  close  attention  to  your  voltage  gauge  to  make  sure  you  aren’t  
draining your battery too low to start your vehicle. 
 
Control of Your Winch 
The winch is controlled by the hand held remote control to allow the operator to stand clear while controlling the 
winching process. The remote control provides control of the forward or reverse rotation of the spooling drum.  
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Gloves  
Wire  rope,  through  use,  will  develop  “barbs”  which  can  slice skin. It is extremely important to wear protective gloves 
while operating the winch or handling the wire rope.  Avoid loose fitting clothes or anything that could become entangled 
in the wire rope and other moving parts.   
 
Hook Strap Use to hold the hook and keep fingers away from the fairlead as the wire rope is being spooled in. Winches 
develop tremendous pulling forces and can easily remove fingers and limbs that are placed in pinch points. Put the hook 
into the loop and hold the strap between the thumb and forefingers. 
 

 
 
 
Snatch Block  
Used properly, the multi-purpose snatch block allows you to: 

(1) Increase your  winch’s  pulling  power;;  and  (2)  change  your  pulling  direction  without  damaging  the  wire  rope.  
Proper use of the snatch block is covered in “Before  You  Pull”. 

 
Clevis/D-Shackles  
The D-Shackle is a safe means for connecting the looped ends of cables, straps and snatch blocks. 
The  shackle’s  pin  is  threaded  to  allow  easy  removal. 
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Tow Hooks  
Secured properly to your  vehicle’s  frame,  tow  hooks  provide  an  attachment  point  for  wire  hooks,  straps,  and  chains. 
 

             
 

 
Recovery Strap  
Never use a recovery strap in a winching operation. Because it is designed to stretch, it stores energy and could react like 
a rubber  band  should  your  rigging  fail.  Use  the  recovery  strap  to  “snatch”  out  a  stuck  vehicle. 
 

 
 
Shovels & Hand Tools  
Quite  often  during  winching  activities,  you’ll  find  yourself  in  need  of  some  additional  help.    You  may  want  to  stow  
equipment such as a shovel, an axe and a Hi-Lift jack for additional assistance when needed. 
 
HOW TO WINCH: 
 
Practice using your winch before you get stuck. A real situation is no time to be learning how to use your winch. Make 
sure new wire rope is stretched before it is first used.   
 
Rigging for the Pull 
The following steps describe how to recover your vehicle with rigging a single line pull.  Double or multiple line rigging 
techniques follow the same basic steps, but use a snatch block to assist the process. 
 
Step 1: PUT ON GLOVES. 
 
Step 2: DISENGAGE CLUTCH.  
To allow free spooling of the winch drum, rotate the clutch lever on the winch to disengage. Freespooling conserves 
battery power. 
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Step 3: FREE THE WINCH HOOK AND ATTACH HOOK STRAP.    
Free the winch hook from its anchor point. Attach hook strap to the hook (if not attached). 

 
 
Step 4: PULL WIRE TO ANCHOR POINT. 
Pull out enough wire rope to reach your anchor point. Be sure to keep a certain amount of tension in the wire.  It can 
become twisted and overwrap when slackened, leading to wire rope damage. To prevent losing the end, hold the winch 
hook in the hook strap while you work. 

 
 
Step 5: SECURE TO THE ANCHOR POINT. 
Once  you’ve  established  your  anchor  point,  secure  the  tree  trunk  protector  or  choker  chain  around  the object. 

 
 

Step 6: ATTACH THE CLEVIS/D-SHACKLE AND HOOK STRAP.   
Attach the shackle to the two ends of the strap or chain and through the hook loop, being careful not to over tighten 
(tighten and back-off 1/2 turn). 
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Step 7: LOCK THE CLUTCH.  
Lock the winch drum by rotating the clutch lever on the winch to Engage. 

Never operate winch with less than 5 wraps of rope around the drum. Rope could come loose from 
the drum, as the rope attachment to the drum is not designed to hold a load.   

 
Step 8: CONNECT THE REMOTE CONTROL.  
Be careful not to let the remote control cord dangle in front of the winch. If you choose to control the winch from inside 
your vehicle, always pass the remote through a window to avoid pinching the cord in the door.  

 Always disconnect the remote control when not in use. 
 
Step 9: PUT WIRE ROPE UNDER TENSION. 
Using the winch switch, slowly wind the wire rope until no slack remains. Once the wire rope is under tension, stand well 
clear, and never step over it. 
 
 
Step 10: CHECK YOUR ANCHOR.  
Make sure all connections are secured and free of debris before continuing with the winching procedure. 
 
Step 11: CHECK WIRE ROPE.  
The wire rope should be neatly wound around the spooling drum. Improper winding can cause damage to the wire rope.   
 
Step 12: LAY SOMETHING OVER THE WIRE ROPE 
 If you decide it is necessary, midway between the winch and the anchor point to absorb energy should the wire rope 
snap loose tree limbs, heavy jackets, chain, back pack and the like may be used for this purpose. 
 
Step 13: MAKE YOUR INTENTIONS CLEAR. 
Be sure that everyone in the immediate vicinity surrounding the winching operation is completely aware of your intentions 
before you pull.  Declare where the spectators should not stand — never behind or in front of the vehicle and never near 
the  wire  rope  or  snatch  block.  Your  situation  may  have  other  “no  people”  zones. 
 
Step 14: BEGIN WINCHING.  
With  the  winching  vehicle’s  engine  on  and  light  tension  already  on  the  wire  rope,  begin  winching  slowly  and  steadily.    Be  
sure that the wire rope is winding evenly and tightly around the spooling drum. For additional assistance, the winched 
vehicle can be slowly driven while being pulled by the winch. 
 
Step 15: FOR VEHICLE RECOVERY, 
Continue pulling until the vehicle is on stable ground. If you are able to drive the vehicle, the winching operation is 
complete. 
 
Step 16: SECURE VEHICLE.  
Once  recovery  of  the  vehicle  is  complete,  be  sure  to  secure  the  vehicle’s  brakes  and  put  the  Transmission  in  “park”  
(automatic)  or  “low”  gear  for  (manual) transmissions.  Release tension in the wire rope. 
 
Step 17: DISCONNECT WIRE ROPE. 
Disconnect from the anchor. 
 
Step 18: REWIND WIRE ROPE.  
The person handling the wire rope should walk the rope in and not let it slide through the hand and control the winch at 
all times. 
 
Step 19: DISCONNECT REMOTE CONTROL.  
Disconnect the remote control cord from the control box and store in a clean and dry place. Winching operations are now 
complete. Put the cap on the solenoid plug in. 
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RIGGING TECHNIQUES 
Various winching situations will require application of other winching techniques.  These could range from too little 
distance to achieve maximum pull using straight line rigging, simply increasing pulling power, or maintaining a straight-
line pulling situation. You  will  have  to  assess  what  technique  is  correct  for  your  situation.    Think  “safety”  at  all  times. 
 
HOW TO CHANGE THE PULLING DIRECTION 
All winching operations should have a straight line from the winch to the object being pulled. This minimizes the wire 
rope collecting on one side of the drum affecting pulling efficiency and damaging wire rope. A snatch block, secured to a 
point directly in front of the vehicle, will enable you to change your pulling direction while still allowing the wire rope to 
be at 90º to wind properly onto the spooling drum. 
 
INCREASING PULLING POWER 
In some cases, you may find yourself needing more pulling power. The use of snatch blocks increases mechanical 
advantage and that increases your pulling power: 
 

                          
 
 
DOUBLE LINE 
Because pulling power decreases with the number of layers of wire rope on the winch drum, you can use a snatch block 
to double line out more wire rope. This decreases the number of layers of wire rope on the drum, and increases pulling 
power.  Start by feeding out enough wire rope to free the winch hook. Attach the  hook  to  your  vehicle’s  frame/tow  hook  
and run the wire rope through a snatch block.  Disengage the clutch and, using the snatch block, pull out enough wire to 
reach your anchor point. Do not attach hook to mounting kit.  Secure to the anchor point with a tree trunk protector or 
choker chain. Attach the clevis/shackle. Attach the shackle to the two ends of the strap/chain, being careful not to over 
tighten (tighten and back-off 1/2 turn). 
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MAINTENANCE 
 

• Inspect the wire rope before and after each winching operation. If the wire rope has become kinked or frayed, 
the wire rope needs to be replaced. Be sure to also inspect the winch hook and hook pin for signs of wear or 
damage. Replace if necessary.   

• Keep winch, wire rope, and switch control free from contaminants. Use a clean rag or towel to remove any dirt 
and debris. If necessary, unwind winch completely (leaving a minimum of 5 wraps on spooling drum), wipe clean, 
and rewind properly before storage. Using a light oil on the wire rope and winch hook can keep rust and 
corrosion from forming. 

• Operating  your  winch  for  a  long  period  of  time  places  an  extra  burden  on  your  vehicle’s  battery.  Be  sure  to  check  
and maintain your battery and battery cables according to manufacturer guidelines. Also inspect switch control 
and all electrical connections to be certain they are clean and tight fitting. 

• Inspect the remote control for damage, if so equipped. Be sure to cap the remote socket to prevent dirt and 
debris from entering the connections. Store remote control in a protected, clean, dry area. 

• No lubrication is required for the life of the winch. 
 
 
THE FINAL ANALYSIS 
The basic guide to proper winching techniques cannot cover all the possible situations in which you may need to use a 
winch. In the final analysis, the decisions you make will determine the final outcome. So think through each situation and 
each step of use. Always be mindful of your own safety and the safety of others. 
 
 

GUIDELINES FOR SAFE USE OF VEHICLE RECOVERY STRAPS (SNATCH 
STRAPS) 
 
GENERAL INFORMATION 
Recovery Straps are usually a nylon strap that can stretch under load and spring back to almost its original length. The 
combination of the recovery vehicle pull and the tension  in  the  strap  creates  a  ‘snatching’  effect  that  can  pull  a  stranded  
vehicle free from being bogged or unable to move under its own power. When used in accordance with these guidelines, 
vehicles may be recovered with minimal injury risk to people or damage to vehicle equipment.  
 
KEY INFORMATION AND SAFETY RECOMMENDATIONS 
 

 Check the strap and its packaging for the stated Minimum Breaking Strength (MBS) of this Strap. 
 It is recommended that the minimum breaking strength of the strap should be between 2 and 3 times the 

vehicle’s  gross  vehicle  mass  (GVM);;and 
 The strap must be suited to the GVM of the lighter of the two vehicles used in the recovery process. 
 Persons intending to use the strap should consider completing a nationally recognized four wheel drive training 

course or contact a four wheel drive club for comprehensive advice on the proper selection and use of the strap. 
 The strap must not be used for lifting or conventional towing. 
 Persons intending to use the strap must ensure that the strap is not damaged and is in usable condition. 
 The  strap’s  strength  and  stretch  are  reduced  when  the  strap  is  saturated. 
 Something like a recovery damper, heavy bag or blanket must be draped over the strap during use to reduce any 

unintentional rebound of the strap. 
 While the strap is being used, persons situated outside the motor vehicles involved in the recovery 

process must - 
 Be kept at a safe distance (recommended as at least 1.5 times the length of the 
           unstretched strap) from either of the vehicles involved in the recovery process;  
 Never situate themselves within the path of the vehicle performing the recovery. 
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WARNING - Always follow product instructions. It is important to correctly attach the motor vehicle recovery 
strap to a motor vehicle. A standard tow ball or vehicle tie-down point is not designed for this purpose and may 
result in the strap or a vehicle component detaching from a motor vehicle and striking and seriously injuring or 
killing a person. Only attach the strap to a vehicle recovery point or device that is suitably rated for use with the 
strap. Incorrect use has previously resulted in serious injury and death. 
 
IMPORTANT 

 
 Never attempt to recover a vehicle without all the necessary equipment. 
 Only use equipment that is properly rated for the particular situation. If in doubt,  
            don’t  use  it. 
 Never exceed the Minimum Breaking Strength (MBS) of the strap or the Working 
            Load Limit (WLL) of shackles. 
 
 

SELECTING THE RIGHT RECOVERY STRAP 
It is very important the correctly  rated  strap  is  used.  A  strap  with  a  ‘too  light’  breaking  strength  may  break  under  load.  A  
strap  with  ‘too  heavy’  a  breaking  strength  may  not  stretch  properly  and  more  stress  will  be  placed  on  the  recovery  points,  
possibly causing damage or injury. The Minimum Breaking Strength (MBS) of the strap should be between 2 and 3 times 
the  Gross  Vehicle  Mass  (GVM)  of  the  ‘lighter’  of  the  two  vehicles  used  in  the  recovery  process.  Be  aware  that  the  
Recovery Strap will be under greater load if the vehicle is bogged in mud, sand or heavily loaded. If the GVM is not stated 
on  the  identification  plate  of  a  vehicle  or  its  registration  certificate  it  could  be  available  from  the  owner’s  handbook  or  
from the vehicle manufacturer. 
 
KEEPING PEOPLE SAFE 
Only the drivers of the stranded and recovery vehicle should be in those vehicles. Nobody else should be in or on those 
vehicles. Ensure bystanders stay at least 1.5 times the un-stretched strap length away, to the side of the line of recovery. 
NEVER stand between vehicles connected by a Recovery Strap. 
 
SETTING UP THE RECOVERY 
Assess the circumstances of the stranded vehicle. If it has bottomed out, clear under the vehicle body so it rests on its 
wheels. The recovery vehicle should be placed in line (no more than 10o off the straight line) with the stranded vehicle, 
for either a forward or reverse recovery operation. Distance between vehicles should be 2-3 meters less than the 
unstretched length of the Recovery Strap. Establish agreed signals between the vehicle drivers, by radio (preferably), 
hand signals or vehicle horn. 
 
CONNECTING THE RECOVERY STRAP 
Carefully inspect the Recovery Strap to determine that it is in good condition. If the strap is wet, dirty, cut or chaffed, it 
will not perform properly. A wet strap may be 20% under strength, a damaged strap may break. Do not allow the strap 
to contact hot surfaces or sharp edges. 
 
Roll the strap out between the vehicles, and make sure there are no twists and leave about 2-3 meters slack between the 
vehicles. The joining of straps should be avoided wherever possible. NEVER USE A METAL OBJECT to join straps – if the 
strap breaks it can become a missile and cause damage or injury.  Check your vehicle hand book for recovery point 
locations, or use correctly rated and fitted aftermarket recovery points. DO NOT CONNECT TO A TOW BALL OR TIE 
DOWN POINT. Connect Recovery Strap to recovery point, for any recovery point requiring the use of a shackle to attach 
the strap, use only load rated shackles. Only connect to correctly rated recovery points  on  the  vehicles,  with  only  ‘Load  
Rated’  shackles.  Load  ratings  are  marked  on  shackles  as  WLL  (Working  Load  Limit).  Bow  Shackles  are  suitable  for  this  
purpose and should be rated at least 3.25t. To correctly tighten shackle pins, screw the pin until it seats then back off 
about ½ to 1 turn. Over tightening may lead to seized pins, due to the force exerted during recovery operations. To 
reduce the risk of vehicle damage and personal injury, hang a suitable recovery damper blanket, over the Recovery Strap, 
approximately midway to restrict the whipping action of a strap should it break.  Last thing – Check all connections and 
clear bystanders to a safe distance (1.5 times the un-stretched Recovery Strap length) to the side of the recovery 
operation and NEVER in the line of recovery. 
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MAKING THE RECOVERY 
1. Before the recovery operation drivers must agree on the point to which the stranded vehicle is to be recovered 
and the signal (radio, hand signal or horn blast) when that point is reached. 

 
2. With communications maintained between both vehicles, and Recovery Strap secure, the recovery vehicle 
should gently accelerate, taking up the slack and proceeding at no faster than 10-12kph. For best results the 
stranded vehicle should be in 1st gear (or 2nd Low), and the driver should assist the recovery by trying to drive 
out approximately 3 seconds from when the recovery vehicle moves off. 

 
3. If the vehicle is not recovered on the first attempt, check under the stranded vehicle, again, for obstacles, 
reset the slack in the Recovery Strap and try a little more speed by the recovery vehicle. 
NOTE: Excessive speed or continual jerking action whilst using a Recovery Strap may result in damage to the 
recovery point, chassis and drive line of both vehicles. 

 
4. When the stranded vehicle reaches the agreed point the driver should advise and the recovery vehicle should 
stop, then the stranded vehicle should stop. 

 
5. Where proper use of a Recovery Strap is unsuccessful, use an appropriate sized recovery winch. 

 
6. Do not attempt to remove the strap until both vehicles are stationary and secured. 

 
7. NOTE: Recovery Straps require rest periods between use to return to their original length and capacity. 
Excessive pulls over a short period of time can cause heat buildup and possible failure. 

 
GENERAL CARE AND MAINTENANCE 
 

 Never allow your strap to rub against sharp or hot surfaces. 
 Avoid twists & kinks, after washing, and when dry; always coil your strap for storage. 
 Clean your strap with warm water and a mild detergent, allowing thorough drying before storage.            
 Foreign material such as sand and grit can permanently damage the strap fibers. 
 Check full length of straps for nicks and cuts before and after use. If damaged, replace it. 
 Never use the strap as a lifting sling. 
 Inspect shackles for damage; if pins are hard to turn, shackle has been overstressed. Replace. 

High Lift Jack Usage 

                   
This device consists of a mechanism with a single fork sticking out one side and a long lever on the other, the mechanism 
climbs up and down a long vertical rack. 
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The fork bit is inserted under a form part of the vehicle and the handle is operated, as the mechanism climbs up the rack.  
It lifts the vehicle - up to 1.6 meters high!  It is probably the single most dangerous device you will ever find relating to 
recovery - read, understand and adhere to the instruction manual.  It almost goes without saying that you must NEVER 
step over the handle... 

If the vehicle is so bogged that the chassis and axles are in the goop as well, you will need to use the high lift jack to lift 
the  vehicle  from  the  goop  and  “walk”  it  sideways.   

 The vehicle is jacked up such that the wheels are well out of the holes - the vehicle will be very unstable at this 
point, be careful.  

 Either fill the holes with stones, rocks, logs or whatever else you can find (Spare wheels), or stand on one side 
and physically push the vehicle to the firmest terrain such that it falls off of the jack and lands with its wheels on 
new ground. This is most efficiently done by jacking the vehicle to the full height of the jack before pushing it off.  

 Repeat this procedure for the rear of the vehicle.  
 After doing it a few times, not only will you be totally exhausted, but the vehicle will also be standing on a new 

surface and can then be driven to a safe place.  

 
Warning Triangles Overview 
 
Traffic Safety Product Overview 
Warning Triangles are one of those necessary accessories that should be carried in every vehicle. A set of three triangles 
are the universally recognized signal for help. They are fashioned with both fluorescent and reflective strips for maximum 
visibility warning effective day or night. The triangles also come with a weighted base and stand assembly to withstand 
40 mph winds. They need no batteries and the reflectors are sealed from dust and moisture. 
 
 
The Problem 
If your vehicle becomes disabled and you are parked on the side of any road, be it freeway or back road (or anything in 
between) you must be able to warn other drivers traveling on that road that your vehicle is ahead, stopped on the side of 
the road and disabled. Other drivers may not notice your vehicle parked on the side of the road even when it is in plain 
sight.  
 
 
The Solution 
The Warning Triangle Set is an absolute traffic-safety necessity that addresses the above problem. If you must stop on 
the road or on the shoulder of a road when your vehicle becomes disabled for any reason, you should always be prepared 
to put out your set of 3 reflective triangles within ten minutes to warn other drivers in both directions that you are 
stopped and disabled. 
 
 
Operation 
The Warning Triangle Set comes in a heavy plastic case and obviously must be removed prior to use. Each triangle is 
then assembled and erected in triangular fashion and turned perpendicular to its weighted base so that it will stand 
upright when placed on the ground. If on a two lane undivided road and on the traffic side of the disabled vehicle, the 
triangles are to be placed approximately 100 feet behind and ahead of the vehicle on the shoulder or in the lane you are 
stopped in. The third triangle should be placed within ten feet of the front or rear corner in the direction that traffic wil l 
be approaching from, in order to mark the location of the disabled vehicle. 
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If the disabled vehicle is located on a divided road back beyond any hill, curve, or other obstruction that prevents other 
drivers from seeing the disabled vehicle, triangles are to be placed behind the disabled vehicle at 10 feet and 500 feet 
with the third triangle 100 feet in front. 

 
 

                       

 
 
If you must stop on or by a one-way divided highway, place the warning triangles at 10 feet, 100 feet and 200 feet 
toward the approaching traffic. 
 
Caution: Always watch for, and avoid oncoming traffic. When putting out the triangles, hold them between yourself and 
the oncoming traffic lane for your own safety, and so other drivers can see you. 
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