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Summary of Revision 
 
DMNA Regulation Number 56-1, 30 December 2011. 
Facilities Management and Engineering - Fleet Vehicle 
Operation. 
 
 

 This regulation supersedes DMNA Reg 56-1, 30 January 2004 
and all changes.  This is a re-write of the original regulation. 
 

 General.  Vehicles in the NYS DMNA fleet are owned or leased  
    and will be operated in compliance with the NYS Budget Policy and 
    Reporting Manual, Bulletin, D-750, State Vehicles, as modified by 
    this regulation and the vehicle owner's manual.  A copy of the 
    vehicle owner's manual is provided with each vehicle and will be 
    referred to for information not specified by DMNA directive. 
 
 Enforcement.  This regulation prohibits unauthorized use of 

vehicles.  The unauthorized use of a NYS DMNA fleet vehicle is 
    a violation of NYS Budget Policy and Reporting Manual, Bulletin 
    D-750, State Vehicles and DMNA Regulation 27-11, Motor Vehicle 
    Accident Investigation and Claims Procedure.  Penalties for 
    violations will be determined in accordance with local laws and/or 
    the current labor agreement. 
 
 
 
 
 
 
 
 
 
 
 
 



  

                                    *DMNA Reg 56-1 
 

STATE OF NEW YORK 
DIVISION OF MILITARY AND NAVAL AFFAIRS 

330 Old Niskayuna Road 
Latham, New York  12110-3514 

 
DMNA Regulation                   30 December 2011 
Number 56-1 

FLEET VEHICLE OPERATION 
 

Summary.  This regulation establishes policy and procedures for the NYS (NYS) Division of 
Military and Naval Affairs (DMNA) Fleet Vehicle Operation. 
 

TABLE OF CONTENTS 
 
                Paragraph  Page 
CHAPTER  1       GENERAL      
         Purpose ..........................................................    1-1  1-1 
         Scope..............................................................    1-2  1-1 
         Responsibilities...............................................    1-3  1-1 
   
         2       POLICY 
        Authorization....................................................    2-1  2-1 
        Operation.........................................................    2-2  2-1 
        Restrictions on Use of NYS DMNA Fleet                 
          Vehicles………………………………………..    2-3  2-1 
        Safety..............................................................    2-4  2-1 
        Utilization Policies............................................    2-5  2-2 
        Minimum Use Criteria......................................    2-6  2-3 
        Accident Reporting (Non State Active Duty)...    2-7  2-3 
             National Defense Emergency..........................       2-8  2-4 
        State Active Duty Accident Reporting      
          and Procedure...............................................    2-9  2-4 
     
         3      ASSIGNMENT OF NYS DMNA FLEET 
       VEHICLES 
       General.............................................................    3-1  3-1 
       Request for Trip-Pool Assignment....................    3-2  3-1 
 
 
 
 
____________________________________ 
*SUPERSESSION.  This regulation supersedes DMNA Reg 56-1, 30 January 2004; Change 
1, 27 February 2004; Change 2, 20 July 2009 and Change 3, 15 October 2009. 



  

DMNA Reg 56-1                           30 December 2011 
 
                Paragraph   Page 
CHAPTER  4     MAINTENANCE 
       General............................................................    4-1  4-1 
       Usage Reporting..............................................    4-2  4-1 
       Daily Maintenance...........................................    4-3  4-1 
       Periodic Maintenance......................................    4-4  4-1 
       Warranty Information.......................................    4-5  4-2 
       Unscheduled Repairs......................................    4-6  4-2 
       Emergency Repairs.........................................    4-7  4-2 
       Cost Limits for the Maintenance 
         and Repairs...................................................    4-8  4-2 
       Forwarding Repair Invoices.............................    4-9  4-2 
   
         5      REPLACEMENT CRITERIA 
       Responsibilities.................................................    5-1  5-1 
       Disposal Criteria for NYS DMNA Fleet 
         Vehicles..........................................................    5-2  5-1 
       Guidelines for Acquisition of NYS DMNA 
         Fleet Vehicles………………………………….    5-3  5-2 
       DOB Approval of Fleet Vehicle Acquisitions…    5-4  5-2 
     
         6     NYS GASOLINE CREDIT CARD 
      General............................................................    6-1  6-1 
   
         7     E-ZPASS TAGS 
      General............................................................    7-1  7-1 
      Assigned E-ZPass Tags………………………..    7-2  7-1 
 
         8     EMERGENCY WATERCRAFT AND TRAILER 
      TRANSPORT 
      General............................................................    8-1  8-1 
      Training............................................................    8-2  8-2 
      MNNM Comprehensive Instructions-NYNMINST 
        3120.1A……………..………………………….       8-3  8-2 
      Ground Transportation…………………………    8-4  8-2 
      Trailing the Boat………………………………..        8-5  8-4 
      Wide Loads………………………………………    8-6  8-4 
      Pre-Trailing Checklist…………………………..    8-7  8-5 
 
 
 
 
 

ii 



  

30 December 2011            DMNA Reg 56-1 
 
          Paragraph   Page 
 
CHAPTER 9 EXTERNAL REPORTING GUIDELINES 
       Fleet Management Reports..............................      9-1  9-1 
       DMNA Breakeven Fleet Mileage Analysis…....      9-2  9-1 
               
  10 EXECUTIVE DEPARTMENT PARKING 
   PLACARDS FOR USE IN NEW YORK CITY 
       General………………………………………….      10-1 10-1 
             Assignment Criteria……………………………      10-2 10-1 
   Requests for Parking Placards…………….....      10-3 10-1 
   Issuance of Parking Placards…………………      10-4 10-1 
       Return of Expired Parking Placards………….      10-5 10-1 
      Notice and Effect of Violations………….…….      10-6 10-1 
 
FIGURE 3-1 State Vehicle Request Form     3-2 
   
      5-1 Fleet Vehicle Replacement Guidelines...........         -  5-3 
 
          8-1   MNNM Comprehensive Instructions-NY 
     NMINST 3120.1A, Chapter 11……………….         -  8-2 
 
             9-1   DMNA Breakeven Fleet Mileage Analysis……         -  9-2 
 
APPENDIX A Sample of Vehicle Cost Record…………..…...         -  A-1 
 
  B Glossary……………….………………….……..         -  B-1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

iii 



  

DMNA Reg 56-1               30 December 2011 
 

CHAPTER 1 
 

GENERAL 
 

1-1.  Purpose.  This regulation establishes policies and procedures for the DMNA use, control 
and management of NYS DMNA’s agency fleet vehicle operation. 
 
1-2.  Scope.  The provisions of this regulation apply to all facilities and/or persons who 
operate NYS DMNA fleet vehicles. 
 
1-3.  Responsibilities. 
 
      a.  The Director of Facilities Management and Engineering (MNFE) is responsible for:  
 
           (1)  Staff management of the NYS DMNA fleet vehicles. 
 
           (2)  Appointing a Fleet Manager to be the point of contact for the daily management 
and administration of the NYS DMNA fleet vehicles. 
 
           (3)  Fund management and resolution of NYS DMNA fleet vehicle needs. 
 
      b.  The Fleet Manager is responsible for: 
 
           (1)  Establishing operating procedures of NYS DMNA fleet vehicles to ensure full 
compliance with all NYS laws. 
 
           (2)  Ensuring that all eligible drivers are civilian or military employees of DMNA or 
are otherwise authorized personnel, and have a valid NYS driver’s license.  The Federal 
Driver’s Protection Act (DPPA) permits government agencies access to motor vehicle 
records for use in carrying out agency functions.  Vehicle operators/drivers using NYS 
DMNA’s fleet vehicles will be required to submit their NYS Department of Motor Vehicle 
(DMV) driver’s license to the Fleet Manager.  The Fleet Manager is required to use the NYS 
DMV License Event Notification Service (LENS) to ensure vehicle operators/drivers of the 
NYS DMNA fleet vehicles currently hold a valid NYS license.  All personal driver abstract 
information will NOT be shared outside of DMNA. 
 
           (3)  The accounting, control, assignment, and transfer of NYS DMNA fleet vehicles 
within DMNA. 
 
           (4)  Monitoring fleet vehicle usage and services to ensure proper utilization and 
maintenance of the NYS DMNA fleet vehicles. 
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           (5)  Maintaining required operational, statistical or historical records and providing 
usage reports to the Office of General Services (OGS). 
 
    (6)  Ensuring NYS DMNA fleet vehicles are properly acquired to include performing 
the necessary registration related activities and other vehicle related preparation on new 
fleet vehicles. 
 
    (7)  Reporting automobile accidents to the OGS Bureau of Risk and Insurance 
Management as referenced in the fleet vehicle’s log book. 
 
      c.  Vehicle operators/drivers are responsible for: 
 
           (1)  Becoming completely familiar with the vehicle owner’s manual to ensure proper 
use and maintenance of the vehicle.  This shall also include the proper use of the NYS 
gasoline credit card (Exxon/Mobil Fleet Credit Card) and EZ-Pass Tags as outlined in 
Chapters 6 and 7 of this regulation and the vehicle operator's/driver’s responsibility in accident 
reporting as directed by paragraph 2-7 of this regulation. 
 
           (2)  Using NYS DMNA fleet vehicle for official business only.  These vehicles are not 
to be used for private business, personal errands, recreation, domicile to duty, or transporting 
non-governmental employees. 
 
           (3)  Performing the day-to-day care of the NYS DMNA fleet vehicle.  This will include 
(but not be limited to) maintaining all fluid levels, inspection and proper inflation of tires, and 
checking for and reporting of body damage in accordance with Chapter 4 of this regulation.  
 
           (4)  Safeguarding the fleet vehicle, the fleet vehicle's Exxon/Mobil Fleet Credit Card 
and the EZ-Pass Tag against theft or misuse. 
 
           (5)  Adhering to all DMNA, local and NYS Vehicle and Traffic Law, ordinances, 
regulations and safety directives: 
 
           (a)  Smoking in NYS DMNA fleet vehicles is prohibited. 
 
           (b)  Driving the NYS DMNA fleet vehicle under the influence of drugs/alcohol is 
prohibited. 
 
           (c)  Possession and/or use of alcohol, illegal drugs or other intoxicating substances in 
the NYS DMNA fleet vehicle are strictly forbidden. 
 
           (6)  Use of cellular phones, blackberries and other electronic devices by vehicle 
operators/drivers without a hands-free adaptor are prohibited. 
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CHAPTER 2 
 

POLICY 
 

2-1.  Authorization.  NYS DMNA fleet vehicle allowances are established by The Adjutant 
General (TAG) of the State of New York.  All NYS DMNA fleet vehicles will be managed by 
the Director of MNFE and assigned to functional areas, i.e. MNAS, J3-DO-CD, J3-DO, 
MNNM, Superintendents and Regional Supervisors-Facilities Operations (RS-FO) as 
appropriate.  Change in the DMNA fleet support location or vehicle assignment will not be 
made without prior approval from MNFE. 
 
2-2.  Operation.  Operation of NYS DMNA fleet vehicles must be in full compliance with 
all NYS laws.  The Fleet Manager will provide safe, efficient and economical motor vehicle 
service to the NYS DMNA fleet vehicles.  The Fleet Manager will maintain a vehicle log for 
respective functional areas. 
 
2-3.  Restrictions on Use of NYS DMNA Fleet Vehicles. 
 
      a.  NYS DMNA fleet vehicles are “FOR OFFICIAL USE ONLY”  (FOUO), and will not be 
used for private business, personal errands, recreation, domicile to duty, or transporting 
employees not within their scope of employment for official NYS business.  Transportation by 
NYS DMNA fleet vehicle from home to official duty station or from official duty station to home  
is not authorized under any circumstances.  The official duty station is the location of the 
facility to which the employee is assigned.  

 
b.  As head of the agency, TAG shall not be assigned a permanent vehicle, but shall  

have unrestricted use of the agency’s fleet vehicles.  If used, TAG’s staff is responsible to 
ensure travel and cost records are provided to the Fleet Manager in a timely manner. 

 
c.  NYS DMNA may not dedicate NYS DMNA fleet vehicles to specific individuals except in 

extraordinary circumstances approved by TAG and Deputy Secretary for Public Safety and 
the use of such vehicle shall strictly be for carrying out agency duties.  
 
       d.  DMNA employees with physical disabilities who own specially equipped personal 
vehicles are authorized to use their personal vehicles when automobile transportation is 
required to perform official NYS functions. 
 
2-4.  Safety.  Safety programs established by NYS DMV, local or state ordinances.  Public 
Employee Safety and Health Bureau (PESH), Title 49 Code of Federal Regulations 
(49CFR) Parts 100-177, and DMNA Reg 420-1 will be followed at all times. 
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2-5.  Utilization Policies. 
 
      a.  Supervisor’s Responsibilities.  To ensure the efficient use and control of NYS DMNA’s 
fleet vehicles, the following actions are in effect.  The supervisor will ensure that the following 
questions are answered and/or considered before approving a travel request: 
 
           (1)  Is the trip essential for DMNA’s mission?  Fleet users should use mass transit 
whenever possible as a first choice. 
 
           (2)  Are there other means to accomplish the mission?  Conference calls, 
teleconferences, and webinars are viable means to conduct business. 
 
           (3)  Car pooling agency wide should be considered to avoid the need for rental cars 
and the reimbursement of personal car mileage.  Consolidating trips with other employees 
saves DMNA fleet funding. 
 
      b.  Supervisors will review the cost of fleet vehicle vs. rental vehicle vs. privately owned 
vehicle (POV) usage to obtain the best use for the least cost. 
 
      c.  In circumstances where neither mass transit nor a fleet vehicle is available, employees 
may use the least expensive option of either a rental car suitable under the circumstances or 
their personal car.  Employees must use a “trip calculator” to determine which mode is 
cheaper.  Employees may opt to use their POV in non-optimal situations, but will only be 
reimbursed for the value of the car rental.  NYS Governor’s Office of Employee Relations 
(GOER) preprogrammed trip calculator may be found at http://www.goer.state.ny.us and click 
on the State Employee Resources for Travel Information.   
 
Note:  This mandate would not apply to an employee who has a physical disability and must 
use a specially equipped personal vehicle. 
 
      d.  Fuel Efficiency Maximization.  To the greatest extent possible, acquisitions of sport 
utility vehicles (SUV) will be avoided and alternate fuel vehicles will be made. 
 
      e.  Risk Management.  When information is available, Directors or functional area 
supervisors have the responsibility to inform MNFE and the Fleet Manager when an 
employee’s driving record suggests operation of a NYS DMNA fleet vehicle will be prohibited 
in order to reduce overall NYS liability as well as reducing the number and severity of 
accidents.  In addition, the Fleet Manager is required to use NYS DMV LENS to ensure 
vehicle operators/drivers currently hold a valid NYS license. 
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      f.  Fraud Prevention.  The Fleet Manager monitors the usage of fleet credit cards by 
comparing the agency’s monthly travel and cost records to the monthly fleet products report 
provided by Exxon/Mobil Fleet Credit Card Services.  The report is reviewed for unusual 
activities to identify unauthorized uses such as excessive transactions at one station or on a 
card within a short period of time, unusual charges outside approved business or travel hours, 
vehicle odometer readings that is too high or too low, suggesting that a card is being used to 
fill up other vehicle tanks.  Besides costing DMNA money, inaccurate odometer readings also 
affect the ability to monitor vehicle efficiency. 
 
      g.  In addition, access to the Exxon/Mobil fleet online account management service allows 
the Fleet Manager to view the agency’s latest account information.  Other management 
actions regarding the account may be made, such as: 
 
           (1)  Display card listings. 
 
           (2)  Add or remove drivers from the fleet listing. 
 
           (3)  Add or terminate a card. 
 
           (4)  Report a card lost or stolen. 
 
           (5)  Replace a damaged card. 
 
2-6.  Minimum Use Criteria. 
 
      a.  Vehicle authorizations are predicated on adherence to minimum annual mileages.  
 
      b.  The only exceptions to the minimum use criteria are:  Service vehicles, i.e. grounds 
keeping, lift trucks, etc., operated under waivers granted by MNFE. 
 

2-7.  Accident Reporting (Non State Active Duty). 
 
      a.  Accidents involving NYS DMNA fleet vehicles, acquired or leased, will be reported in 
accordance with DMNA Reg 27-11, DMNA Pam 1-2 and NYS DMV regulations. 
 
      b.  In addition to the requirements of DMNA Reg 27-11, the vehicle operator/driver will 
immediately report any accident, theft, or vandalism involving the NYS DMNA fleet vehicle 
through his or her supervisor to the Fleet Manager and the state, county, or municipal 
authorities as required by law. 
 
      c.  Within 24-hours the vehicle operator/driver will complete all the necessary forms for 
reporting a vehicle accident and submit them to the Fleet Manager.  For the vehicle  
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operator’s/driver’s convenience, an Accident Reporting Kit, containing the necessary forms 
(DMNA Form 77, DMNA Form 102, SF-91 and MV-104) to report an accident when property 
damage or personal injury is involved, can be found in the fleet vehicle’s log book.  Once the 
Fleet Manager receives the completed Accident Reporting Kit, it will be submitted to DMNA’s 
Legal Office (MNLA).  This will be accomplished within the time frame directed by DMNA Reg 
27-11.   
 

      d.  If the vehicle operator/driver is injured and cannot comply with paragraphs 2-7b and c 
above, the immediate supervisor is responsible for reporting the accident and completion of 
the required forms and submitting to the Fleet Manager.  The immediate supervisor will 
assemble and forward the completed Accident Reporting Kit by transmittal memorandum to 
the Fleet Manager within five working days.  Once the Fleet Manager receives the completed 
Accident Reporting Kit, it will be submitted to MNLA.  This will be accomplished within the time 
frame directed by DMNA Reg 27-11.   
 
      e.  The State of New York is self-insured for motor vehicle liability.  A suit for property 
damage, personal injury, or death resulting from the operation of a motor vehicle becomes a 
suit against the State of New York rather than against an individual, providing the vehicle 
operator/driver of the motor vehicle was within the scope of employment.  The prompt 
reporting of the accident and forwarding the required forms is important in this connection. 
Inquiries from claimants and/or their insurance companies, as well as any medical bills for 
passengers of NYS fleet vehicles should always be directed through the Fleet Manager to 
MNLA.  In the event a non-DMNA third party sues a DMNA vehicle operator/driver, this 
individual must contact MNLA immediately. 
 
      f.  There is no separate budget for repairing damage to NYS DMNA fleet vehicles.  Money 
spent in this area will directly affect the daily operating budget.  Per DMNA Reg 27-11, an 
informal investigation may be conducted if the damage was caused through no fault of the 
vehicle operator/driver (e.g., willful or negligent act of a third party not employed by the State 
of New York, mechanical failure, etc.).  The immediate supervisor will enter on the accident 
report transmittal memorandum, “I have reviewed the circumstance surrounding the damage 
and find no evidence of negligence or willful misconduct by the DMNA employee.”  
 
2-8.  National Defense Emergency.  In the event of a national defense emergency, all 
inquiries/correspondence relating to NYS DMNA fleet vehicles will be sent to the Director, 
MNFE, 330 Old Niskayuna Road, Latham, NY 12110-3514. 
 
2-9.  State Active Duty Accident Reporting and Procedure. 
 
      a.  Service members in a State Active Duty (SAD) status must ensure accountability and 
safety during the operation of state funded vehicles.  For the purpose of this section, the 
definition of a state funded vehicle is any vehicle that is DMNA owned or leased (i.e. General 
Services Administration (GSA)) or rental that is fiscally supported by a NYS allocation. 
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           (1)  Any service member assigned to operate a motor vehicle must have a valid NYS 
driver’s license. 
 
           (2)  Vehicles funded through a NYS resource are for “FOR OFFICIAL USE ONLY”  
and will not be used for private business, personal errands, recreation, and domicile to duty. 
 
           (3)  The Task Force/unit commander is responsible for ensuring that the vehicle 
operator/driver signs vehicles in and out; and that a vehicle usage log is maintained.  Vehicle 
operation records will be retained by the Task Force/unit commander or responsible 
directorate. 
 
      b.  In the event of a vehicle accident, the vehicle operator’s/driver’s privilege to operate a 
state funded vehicle will be immediately suspended.  The vehicle operator/driver will 
immediately complete and submit an accident report (DA Form 285 or equivalent) to the Task 
Force/unit commander for review.  If necessary, the Task Force/unit commander may also 
consult his or her chain of command, along with MNLA, MNBF and MNFE in regards to a 
vehicle accident. 

 
           (1)  After the incident or accident report is reviewed by the Task Force/unit commander 
and it is determined that the vehicle operator/driver of the vehicle was not at fault, the 
suspension may be rescinded.     
 
           (2)  If the incident or accident report review determines that the vehicle operator/driver 
of the vehicle was negligent, the Task Force/unit commander of the mission must counsel the 
service member in writing and a copy must be kept on file for the record.  Based on the 
severity of the incident or accident, the Task Force/unit commander or DMNA may take other 
measures to include an extension of the suspension to operate NYS funded vehicles while on 
SAD; permanent suspension of driving privileges for NYS funded vehicles while on SAD; or 
removal from SAD. 
 
           (3)  A service member will be removed from SAD if it is determined that he/she has 
been negligent in the operation of a NYS funded vehicle resulting in a second incident or 
accident. 
 
           (4)  Copies of the incident or accident report with corrective actions, if applicable, must 
be forwarded to JOC, MNBF, MNFE, MNLA, and MNAV-OS for the record no later than 60 
days after the date of the incident. 

 
           (5)  The use of DMNA fleet vehicles that are the sole property of the State of New 
York is governed by the provisions of DMNA Reg 27-11, DMNA Pam 1-2 and DMNA Reg 
56-1, Section 2-7. 
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      c.  The Task Force/unit commander is responsible for the accountability and operation of 
all NYS DMNA fleet vehicles used in the SAD mission.  The Task Force/unit commander and 
individual OIC&C must stress vehicle safety during all aspects of the mission.  NYARNG, New 
York Guard and Naval Militia service members on SAD must be briefed in relation to the 
current AR 385-10, The Army Safety Program, prior to assuming duties as a motor vehicle 
operator/driver.  NYANG service members on SAD must be briefed in relation to FM 21-305/ 
AFJMAN 24-306, Manual for the Wheeled Vehicle Driver, prior to assuming duties as a motor 
vehicle operator/driver. 
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CHAPTER 3 
 

ASSIGNMENT OF NYS DMNA FLEET VEHICLES 
 
3-1.  General.  Individual permanent and DMNA pool-use assignments will be approved on 
the basis of the following: 
 
      a.  DMNA Pool-Use Assignment.  A vehicle assigned to DMNA and used routinely by 
more than one individual. 
 
      b.  Temporary Assignment.  A vehicle assigned for specific DMNA functions that will 
involve duration of less than one month. 
 
      c.  An employee whose job duties require the constant use or continuous use or 
availability of specialized equipment directly related to their routine functions.  
 
      d.  An employee on 24-hour call who must respond to emergencies on a regular or 
continuing basis.  An emergency response is normally to a location other than the employee’s 
official workstation.  
 
      e.  A NYS DMNA fleet vehicle to be used for essential administrative functions of DMNA 
for which it is demonstrated that the use of temporary assignment or personal mileage 
reimbursement is neither feasible nor economical.   
 
3-2.  Request for Trip-Pool Assignment.  Requests for a trip-pool vehicle are initiated by 
contacting the Fleet Manager by calling (518) 786-4961 at least 24-hours prior to reserving 
the NYS DMNA fleet vehicle and then completing the State Vehicle Request Form, see Figure 
3-1.  Reservations are accepted and the need filled on a first come, first served basis.  All trip-
pool vehicles must be picked up and returned to the DMNA, 330 Old Niskayuna Road, 
Latham, NY 12110-3514.  The vehicle must be returned to the specific parking area located in 
the parking lot behind the main facility. 
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Facilities Management and Engineering 
330 Old Niskayuna Road 
Latham, NY 12110-3514 
Phone:  (518) 786-4961 

 
State Vehicle Request Form 

 
REQUESTOR:________________________________  DATE:___________________________ 
 
OFFICE:__________________ TELEPHONE EXT: ________  CELL PHONE #____________________ 
 
DATES:_____________________________________ 
 
DESTINATION:_______________________________ 
 
OUT OF STATE TRAVEL REQUIRES SUPERVISOR’S APPROVAL PRIOR TO DEPARTURE 
 
 
_____________________________________   Date:____________________________ 
SUPERVISOR’S SIGNATURE 
 
REQUIREMENTS FOR ALL USERS 
 
1.  WILL NOT USE VEHICLES FOR PRIVATE BUSINESS, PERSONAL ERRANDS, RECREATION, DOMICILE TO DUTY, 
OR TRANSPORTING NON-GOVERNMENT EMPLOYEES. 
 
2.  ADHERING TO ALL DMNA, LOCAL AND NYS ORDINANCES, REGULATIONS, AND SAFETY DIRECTIVES: 
 
     (a)  USERS WILL NOT SMOKE IN VEHICLES. 
 
     (b)  USERS WILL NOT DRIVE UNDER THE INFLUENCE OF DRUGS OR ALCOHOL. 
 
     (c)  CELLULAR PHONE USE BY DRIVERS WITHOUT A HANDS-FREE CELLULAR PHONE ADAPTOR IS 
PROHIBITED. 
 
     (d)  THE POSSESSION OF AND/OR USE OF ALCOHOL, ILLEGAL DRUGS OR OTHER INTOXICATING SUBSTANCES 
IN THE VEHICLE ARE STRICTLY FORBIDDEN. 
 
3.  VEHICLES WILL BE RETURNED WITH A FULL TANK OF GAS AND CLEANED. 
 
4.  SAFEGUARDING THE VEHICLE, THE VEHICLE’S NYS FUEL CREDIT CARD AND THE EZ-PASS TAG AGAINST 
THEFT OR MISUSE. 
 
 
               ________________________________________ 
               SIGNATURE OF REQUESTOR 
               (I HAVE READ THE ABOVE RESPONSIBILITIES) 
 
APPROVED______ DISAPPROVED_______________________________ DATE______________ 
      (REASON) 
 
STATE ID #______________    ______________________________________ 
       SIGNAT URE OF APPROVING AUTHORITY 
 
 

FIGURE 3-1.  State Vehicle Request Form 
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CHAPTER 4 
 

MAINTENANCE 
 

4-1.  General.  Procedures for day-to-day and periodic maintenance care, to include warranty 
and unscheduled repairs, are outlined in the vehicle owner's manual.  Modification of a NYS 
DMNA fleet vehicle is not authorized.  (Modifications include but are not limited to adding, 
deleting or modifying vehicle components such as trailer hitches, snowplows, electrical 
systems, antennas, lights, etc.)  Requests for modification of NYS DMNA fleet vehicles will be 
directed to MNFE and the Fleet Manager.  Maintenance will be performed on NYS DMNA 
fleet vehicles through a local licensed repair facility for routine and preventive maintenance or 
as directed/approved by MNBF-PC through MNFE and the Fleet Manager.  
 
4-2.  Usage Reporting.  The respective functional area supervisor must submit the NYS 
DMNA Vehicle Cost Record, see Appendix A, together with gas receipts and provide copies of 
maintenance invoices for all NYS DMNA fleet vehicles, by license number, to the Fleet 
Manager not later than the 15th of each month.  If the odometer fails, call the Fleet Manager 
for instructions.  The NYS DMNA Vehicle Cost Record can be found in the fleet vehicle’s log 
book.  Failure to comply with reporting vehicle usage record could result in the NYS DMNA 
fleet vehicle being reassigned or loss of DMNA fleet privileges.  
 
4-3.  Daily Maintenance.  The vehicle operator/driver must perform normal operator 
preventive maintenance checks.  This will include maintaining all fluid levels, inspection and 
proper inflation of tires, checking/reporting body damage and maintaining the cleanliness of 
the interior of the NYS DMNA fleet vehicle.  The outside of the NYS DMNA fleet vehicle to 
include a thorough cleaning of the interior must be done at least once per month by the 
respective assigned functional area i.e. MNAS, J3-DO-CD, J3-DO, MNNM, Superintendents 
and RS-FOs.  The Fleet Manager is responsible for the NYS DMNA fleet vehicles that are 
assigned to MNFE. 
 
4-4.  Periodic Maintenance.    
 
      a.  All maintenance above the vehicle operator/driver level is accomplished by a local 
vendor.  Preventive maintenance and all repair records for NYS DMNA fleet vehicles are 
maintained by the respective functional area supervisor with copies forwarded to the Fleet 
Manager on a quarterly basis.  Services are determined by the type, mileage, and 
maintenance history of the NYS DMNA fleet vehicle. 
 
      b.  The functional area supervisors will ensure that the NYS DMNA fleet vehicles are 
serviced no later than the listed due date at an authorized service facility to include the annual 
NYS vehicle inspection.  Failure to comply could void the NYS DMNA fleet vehicle's factory 
warranty and could result in the vehicle being damaged. 
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4-5.  Warranty Information.  The NYS DMNA fleet vehicle is warranted as noted in the 
vehicle’s operator’s manual.  If the NYS DMNA fleet vehicle is under warranty, it must be 
taken to the nearest authorized service center for repair.  If the warranty has expired, the 
functional area supervisor will proceed as outlined in paragraph 4-6, Unscheduled Repairs. 
 
4-6.  Unscheduled Repairs.  In the event of any unexpected breakdown, the vehicle 
operator/driver must obtain an estimate for the repairs and inform the functional area 
supervisor.  Every effort will be made to have repairs accomplished at a contracted repair 
shop.  The functional area supervisor will approve such requests and is required to follow the 
current purchasing guidelines.   

 
4-7.  Emergency Repairs.  In an emergency situation, where the NYS DMNA fleet vehicle is 
disabled and away from the assigned location, the vehicle operator/driver would be required 
to notify the functional area supervisor to effect corrective action.  Vehicle operators/drivers 
are then responsible to record and report all emergency repair data in accordance with this 
regulation. 
 
4-8.  Cost Limits for the Maintenance and Repairs.  Functional area supervisors must 
authorize all expenditures.  Projected maintenance and/or repairs costing in excess of $2,500 
will require a written signed approval by the functional area supervisor.  All proper state 
contracting procedures must be followed in relation to maintenance and repairs.  This 
approval will be maintained in the functional area's vehicle files and a copy will be submitted 
to the Fleet Manager with the next monthly report. 
 
4-9.  Forwarding Repair Invoices.  Payments for repairs will be processed in accordance 
with DMNA Fiscal Procedures.    
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CHAPTER 5 
 

REPLACEMENT CRITERIA 
 
5-1.  Responsibilities. 
 
      a.  The Fleet Manager will be responsible for compiling an annual list of suggested NYS 
DMNA fleet vehicle replacements.  This list will be based on age, mileage, reliability, 
maintenance and repair costs and condition associated with the NYS DMNA fleet vehicle as 
outlined in Figure 5-1, Fleet Vehicle Replacement Guidelines.  This list will be provided to the 
Director of MNFE for review and approval. 
 
      b.  The Director of MNFE will prioritize the annual list of NYS DMNA fleet vehicles that are 
suggested to be salvaged and replaced.  This list will be provided through the Director of 
MNBF to the NYS Division of the Budget (DOB) in the form of a request for fleet management 
funding.  Once this list is approved and funding provided, an order for NYS DMNA fleet 
vehicles will be submitted in compliance with NYS purchasing policy. 
 
      c.  The Director of MNBF will ensure that all purchases of NYS DMNA fleet vehicles are in 
compliance with NYS contracts and the NYS Alternative Fueled Vehicles (AFV) Program. 
 
      d.  The Fleet Manager will take actions to ensure that NYS DMNA fleet vehicles to be 
salvaged are turned over to the OGS, Surplus Property for processing and records 
management. 
 
5-2.  Disposal Criteria for NYS DMNA Fleet Vehicles.  Generally, NYS DMNA fleet vehicles 
will be considered for disposal when either age or mileage criteria shown below have been 
met: 
 

Vehicle Description      Age in Years         Maximum Mileage 
                                                         
Sedans, Sub Compact 
Cars        6      90,000 
 
Station Wagons, SUVs, and 
Trucks less than 8,500 lbs.     6    100,000 
 
Vans, Passenger      8    100,000 
 
Trucks, Heavy Duty      8    100,000 
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5-3.  Guidelines for Acquisition of NYS DMNA Fleet Vehicles.   
 
      a.  The acquisition of NYS DMNA fleet vehicles must be based on a cost/benefit analysis 
of alternatives and a determination that acquiring a fleet vehicle will result in the lowest DMNA 
cost for transportation.  This analysis should consider such factors as the cost of reimbursing 
personnel for the use of their personal cars, using the DMNA vehicle pool, short-term rentals 
and using public transportation.  Part of this analysis will also reflect an on-going assessment 
of DMNA’s fleet and a determination of which fleet vehicles may be reassigned, taken off 
highway travel or surpluses. 
 
      b.  In addition, new fleet vehicles that increase the size of DMNA’s fleet can only be 
acquired when new or additional program responsibilities requiring travel have been assigned 
to DMNA; there are no fleet vehicles available in DMNA’s current fleet; and there are no other 
cost-effective travel options available, i.e. short-term rentals. 
 
      c.  Larger vehicles, such as station wagons, 4x4s, small trucks, vans and SUVs must be 
approved by DOB and will only be permitted when additional passenger and/or cargo room is 
required and/or other special circumstances apply. 
 
      d.  Both rentals and special equipment (i.e., optional equipment beyond the standard NYS 
contract) on any class of vehicle should be limited to what is necessary to meet health and 
safety or occupational requirements. 
 
5-4.  DOB Approval of Fleet Vehicle Acquisitions.  Fleet vehicles may only be acquired 
after approval by DOB.  DMNA may propose acquisition through the Fleet Overview 
Application for consideration during development of the Executive Budget for the upcoming 
fiscal year.  However, DMNA must also receive approval prior to the purchase through the 
process required by Budget Bulletin B-1184. 
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FLEET VEHICLE REPLACEMENT GUIDELINES 
 

   
Factor  Points 

   

  Age  
  One point for each year of chronological age, based on in-   
  service date. 

  Miles/Hours    One point for each 10,000 miles of use. 

  Frequency Use  

  Points are assigned based on the DMNA Breakeven Fleet 
  Management Analysis (See Figure 9-1): 
  1 - Any vehicle with an annual mileage less than 14,000. 
  3 - Any vehicle with an annual mileage ranging from 14,001 –     
….  19,999. 
  5 - Any vehicle with an annual mileage over 20,000. 

  Reliability  

  Points are assigned as 1, 3, or 5 depending on the frequency 
  that a vehicle is in the shop for repair.  A 5 would be assigned 
  to a vehicle that is in the shop two or more times per month on 
  average, while a 1 would be assigned to a vehicle in the shop 
  on average once every three months or less. 

  Maintenance and  
  Repair (M&R) Costs  

  1 thru 5 points is assigned based on total life of the M&R costs 
  (not including repair of accident damage).  A 5 is assigned to a 
  vehicle with life M&R costs equal or greater to the vehicle's  
  original purchase price, while a 1 is given to a vehicle with life 
  M&R costs equal to 20% or less of its original purchase cost. 

  Condition  

  This category takes into consideration body condition, rust,  
  interior condition, accident history, etc.  A scale of 1 thru 5  
  points used with 5 being poor condition. 

   
  Point Ranges   
  Under 18 points    Condition I            Excellent 
  18 to 22 points    Condition II           Good 
  23 to 27 points    Condition III          Qualities for replacement 
  28 points and above    Condition IV          Needs immediate consideration 
 
 

 
 

 
FIGURE 5-1.    Fleet Vehicle Replacement Guidelines 
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CHAPTER 6 
 

NYS GASOLINE CREDIT CARD 
 
6-1.  General.  An Exxon/Mobil Fleet Credit Card (NYS gasoline credit card) is provided for 
each individual NYS DMNA fleet vehicle.  Fraudulent use of the fuel credit card may subject 
the user to criminal charges. 
 
      a.  The use of the Exxon/Mobil Fleet Credit Card is restricted to fuel/oil and windshield 
washer fluid purchases at any Exxon and Mobil location. 
 
      b.  The Exxon/Mobil Fleet Credit Card must be kept away from magnets or other credit 
cards to protect the magnetic strip. 
 
      c.  The person using the Exxon/Mobil Fleet Credit Card is responsible for safeguarding the 
card at all times.  It must never be left in an unattended vehicle. 
 
      d.  When an Exxon/Mobil Fleet Credit Card is lost or stolen, it is imperative that the card 
user notify the Fleet Manager, who will immediately cancel the card with the vendor. 
 
      e.  The NYS DMNA Vehicle Cost Record will be forwarded to the Fleet Manager by the 
15th of each month together with copies of the fuel credit card receipts for reconciliation. 
 
      f.  Functional area supervisors are encouraged to develop a local SOP to ensure the 
security of the Exxon/Mobil Fleet Credit Card.  The vehicle operators/drivers have the 
responsibility for the execution of the security measures in this regard. 
 
NOTE:  The NYS contract for NYS DMNA fleet vehicle gasoline is currently with Exxon/Mobil 
Fleet Credit Cards.  In the event there is a change in the NYS contract (with NYS gasoline 
credit cards), NYS DMNA fleet vehicle credit cards would be updated. 
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CHAPTER 7 
 

E-ZPASS TAGS 
 

7-1.  General.  E-ZPass Tags may be supplied with the NYS DMNA fleet vehicles.  In cases 
involving E-ZPass, the following items will be noted: 
 
      a.   Vehicle operators/drivers must obey speed limits posted at E-ZPass lanes. 
 
      b.  Violations involving E-ZPass equipped vehicles are reported by E-ZPass directly to the 
Fleet Manager.  Supervisors will be notified of these violations through the chain of command.  
 
      c.  Repeated violations will result in an automatic suspension of the E-ZPass Tag by the 
E-ZPass system. 
 
      d.  E-ZPass notifies the Fleet Manager when an E-ZPass Tag requires maintenance or 
replacement.  Failure to respond to the Fleet Manager to handle the matter will result in an 
inoperative E-ZPass Tag. 
 
      e.  Lost, stolen or non-functional E-ZPass Tags will be coordinated with the Fleet 
Manager. 
 
7-2.  Assigned E-ZPass Tags.  E-ZPass Tags assigned to NYS DMNA fleet vehicles are to 
remain in the assigned fleet vehicles.  Swapping or usage in other unassigned vehicles is 
strictly forbidden. 
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CHAPTER 8 
 

EMERGENCY WATERCRAFT AND TRAILER TRANSPORT 
 

8-1.  General.  This chapter provides necessary guidance to DMNA, military and other 
authorized personnel directly involved in over the road movement of watercrafts and trailers.   
 
      a.  Safety.  A minimum of two persons is required to ensure proper protection of 
equipment and to minimize risks.  For consistency, they will be referred to as the "driver"  
and "spotter." 
 
      b.  Backing of Vehicle.  This provision applies when a vehicle is being moved for the 
purpose of connecting to a trailer and whenever a vehicle is connected to a trailer.  The driver 
will not attempt to back up a vehicle involved in such activity without the spotter being in such 
a position to be directly observed by the driver.  The driver must be able to see the spotter 
without the aid of a mirror. 
 
      c.  Connecting of Trailer.  Vehicle backing to position hitching mechanism is to be done 
with utmost care.  Spotter, at no time, will stand in direct line with moving vehicle and trailer.  
The driver will shut down and set parking brake when proper position is achieved.  Driver will 
dismount and work, in conjunction with spotter, to make connections.  Safety chain 
connections are mandatory.  Driver and spotter will concur that all connections are correctly 
made before driver returns to the operating position.  The spotter will verify proper operation 
of signal lights and braking system on the connected trailer and signal lights on the towing 
vehicle in conjunction with the driver. 
 
      d.  Loading and Unloading of Watercraft.  Driver will shut down and set parking brake 
when proper position is achieved.  Driver will dismount and work, in conjunction with spotter, 
to make transition of watercraft to/from water.  Either spotter or driver may operate the 
watercraft during the process. 
 
      e.  Movement of Trailer and Towing Vehicle.  The loaded or unloaded trailer may be 
driven over the road solely by the driver.  This is permitted when the trip can foreseeable be 
made without the need to move in reverse.  If a situation does develop and a reversing 
movement must be made, driver is responsible to determine if there are persons present who 
can be of assistance in ensuring that safety is maintained during the reversing movement. 
When the driver uses this option, the functional area supervisor is to be informed as soon as 
practical after the completion of the movement.  Functional area supervisors will use this 
knowledge to minimize risk for future operations. 
 
      f.  Responsibility.  The driver is solely responsible to ensure that the trailer and towing 
vehicle is operated according to NYS Vehicle and Traffic Law. 
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8-2.  Training.  Functional area supervisors are responsible to insure that assigned drivers 
moving the trailer and towing vehicle described in this chapter are appropriately trained and 
licensed in the operations described.  They are to be made totally familiar with operating 
trailer/towing vehicle combinations of the size and weight to be moved.  Training is to be 
recorded and certified in a written signed memorandum to the individual, with concurrence 
endorsed by that individual.  A copy is to be maintained in the functional area's files, and, in 
the event of accident or incident, will be included in the package of documentation required to 
be submitted in accordance with DMNA Reg 27-11, DMNA Pam 1-2 and NYS Vehicle and 
Traffic Law. 
 
8-3.  MNNM Comprehensive Instructions-NYNMINST 3120.1A.  See Figure 8-1 below. 
 
8-4.  Ground Transportation. 
 
      a.  General.  Delivering a boat to the water by road, ramp or lift or towing trailers are 
significant evolutions that carry risk and should be attempted only after training.  The following 
sections should help build the base of knowledge necessary to assist in training for these 
evolutions. 
 
      b.  Trailer Specifications.  Trailers are divided into classes based on the total weight of 
the trailer and its load.  The load includes all the miscellaneous gear, which is stowed in the 
boat, such as the engines, fuel tank, fuel, and required safety equipment.  For watercrafts, the 
capacity of the trailer should be greater than the combined weight of the boat, engine(s), fuel, 
and equipment.  Information for an individual trailer’s specification and capacity are found on 
the capacity label: 

 
 
 

FIGURE 8-1.  MNNM Comprehensive Instructions-NYNMINST 3120.1A 
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      c.  Capacity Rating.  For watercrafts, the capacity rating of the trailer should be greater 
than the combined basic weight of the boat, engines, and equipment (including fuel).  Federal 
law requires that all trailers have certain important capacity information displayed.  The Gross 
Vehicle Weight Rating (GVWR) for the trailer must be displayed.  This includes the trailer and 
all weight it is expected to carry.  The Gross Axle Weight Rating (GAWR) capacity information 
specifies the proper tires needed to carry the load for which the trailer is rated.  On multi-axle 
trailers, the combined GAWR of all axles must be equal to or greater than the GVWR for the 
trailer. 
 
      d.  Weight.  The vehicle operator needs to know at the very least, two important weights, 
gross vehicle weight and tongue weight.  Safe maneuvering of the trailer requires that the 
trailer be properly balanced and loaded.  Overloading a trailer on the highway is as dangerous 
as overloading a boat on the water. 
 
      e.  Gross Vehicle Weight.  To determine the gross vehicle (trailer) weight, load the trailer 
with everything that normally would be on it during transportation.  Take the rig to the nearest 
scale that has a platform, such as a NYS Police weighing station, and weigh the rig without 
the towing vehicle, unhitched and supported on a jack.  This will give the gross trailer weight.  
It is important that the gross trailer weight (Gross Vehicle Weight) does not exceed the Gross 
Vehicle Weight Rating as shown on the capacity label.  Keep the trailer in a level position by 
adjusting the jack-caster assembly.  Carrying Search and Rescue (SAR) gear in the tow 
vehicle may reduce the gross weight of the trailer.  The amount of fuel and any water in the 
boat (from rain, for example) may add substantially to the trailer's gross weight and play 
havoc with the load distribution.  Pull out the boat's drain-plug to make certain there is no 
water in the boat before towing.  
 
      f.  Tongue Weight.  The difference between the Gross Trailer Weight and the Gross Axle 
Weight is the Tongue Weight.  In loading the trailer, it is important that the weight distribution 
on the trailer is such that the recommended tongue weight is maintained. 
 
      g.  The Hitch.  Choosing the proper class of hitch for the weight of the trailer being towed 
is very important.  There are two basic types of hitches, the weight carrying hitch and the 
weight distribution (or load equalizer) hitch.  The class of hitch required will depend on the 
Gross Trailer Weight and its tongue weight: 

 
Class I  Designed for light loads generally less than 2,000 lbs.  
Class II  Frame mounted hitches and rated for up to 3,500 lbs.  
Class III  Up to 5,000 lbs.  
Class IV  Up to 10,000 lbs.  

Class III and IV hitches are weight distribution hitches and are designed to spread the  
tongue weight to both the front and rear wheels of the tow vehicle. 
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8-5.  Trailing the Boat. 
 
      a.  More damage can be done to a boat by the stresses of road travel than by normal 
on-the-water operation.  A boat hull is designed to be supported evenly by water.  When 
transported on a trailer, the boat should be supported structurally as evenly across the hull 
as possible.  This will allow for even distribution of the weight of the hull, engine(s), fuel, and 
equipment.  It should be long enough to support the whole length of the hull, but short enough 
to allow the lower unit(s) of the boat’s engine(s) to be extended freely. 
 
      b.  Rollers and bolsters must be kept in good condition to prevent scratching and gouging 
the hull.  Tie-downs and lower unit supports must be adjusted properly to prevent the boat 
from bouncing on the trailer.  The bow eye on the boat should be secured with a chain or 
turnbuckle in addition to the winch cable.  Additional straps may be required across the beam 
of the boat. 
 
      c.  Ensure that the driver and spotter knows the height of the boat on the trailer.  This is 
important when travelling on roads that may have a low clearance.   All Military Emergency 
Boat Service (MEBS) boats/trailers are configured to meet height clearance requirements of 
NYS roads.  However, certain secondary roads may have posted lower height restrictions. 
 
8-6.  Wide Loads. 
 
      a.  Some MEBS boats are considered “wide loads” while being on a trailer.  The driver 
and spotter must ensure that all wide-load requirements are met, including light, sign, and flag 
display. 
 
      b.  The tow vehicle must be capable of handling the weight of the trailer (with boat and 
equipment), as well as the weight of the passengers and equipment carried inside the vehicle.  
This may require that the tow vehicle be specially equipped with the following:  
 
           (1)  Engine of adequate power. 
 
           (2)  Transmission and rear-end designed for towing.  
 
           (3)  Larger cooling systems for the engine and transmission. 
 
           (4)  Heavy duty brakes. 
 
           (5)  Load bearing hitch attached to the frame, not the bumper. 
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      c.  Towing Precautions.  Pulling a trailer presents several problems:  more time is 
required to brake, accelerate, pass, and stop.  The turning radius is also much greater; curbs 
and roadside barriers must be given a wide berth when negotiating corners.  Prior to 
operating on the open road, the driver should practice turning, backing up, and other 
maneuvers on a level, uncongested parking area.  Backing a trailer is a challenge even to the 
most experienced drivers and requires considerable practice. 
 
8-7.  Pre-trailing Checklist. 
 
      a.  Ensure the tow ball and coupler are the same size and bolts (with washers) are tightly 
secured.  
 
      b.  Confirm the coupler is completely over the ball and the latching mechanism is locked 
down and secured. 
 
      c.  Ensure the safety chains are attached, crisscrossing under the coupler, to the frame of 
the tow vehicle.  If the ball were to break, the chains will allow the trailer to follow in a straight 
line and prevent the coupler from dragging on the road and would hold up the tongue. 
 

Safety Chains 
 

 
      d.  Lights and Signals.  The driver and spotter need to check all lights and signals on the 
trailer to ensure they function properly.  Trailer lights on a boat trailer that are submerged 
during launching/recovery will have a more frequent failure rate and should be serviced 
frequently.  Trailer lighting problems are often caused by poor ground connection between the 
tow vehicle and the trailer. 
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      e.  Check the Brakes.  On a level parking area, have the driver roll forward and apply the 
brakes several times at increased speeds to determine a safe stopping distance. (Do not tow 
any trailer faster that NYS speed limits.)  The side-view mirrors of towing vehicles should be 
large enough and adjusted to provide an unobstructed rear view on both sides of the vehicle. 
 
      f.  Check Tires (including spare) and wheel bearings.  Improper inflation may cause 
difficulty in steering.  When trailer wheels are immersed in water (especially salt water) the 
bearings should be inspected and greased on a regular basis. 
 
      g.  Loading the Trailer Evenly.   Ensure the trailer is loaded evenly from front to rear as 
well as side-to-side.  Too much weight on the hitch will cause the rear of the tow vehicle to 
sag and may make steering more difficult.  

 
Too Much Weight on Hitch 

 
      h.  Fishtail.  Too much weight on the rear of the trailer will cause the trailer to “fishtail” 
and may reduce traction or even lift the rear wheels of the tow vehicle off the ground. 
 

 
Too Much Weight on the Rear of the Trailer 
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Load Distributed Evenly 
       
i.  Launching. 
 
           (1)  Inspect the vessel and trailer prior to launch. 
 
           (2)  Raise the lower unit of the engine(s) to the proper height for launching so as not to 
hit bottom.  
 
           (3)  Make sure the drain plug is installed securely.  
 
           (4)  Remove tie downs and make sure that the winch is properly attached to the bow 
eye and locked in position.  As an added safety feature, a redundant line may be added to the 
trailer eye to reduce risk in the event of a winch or winch cable failure. 
 
           (5)  Disconnect the trailer lights to prevent shorting the electrical system or burning out 
the bulb.  
 
           (6)  Attach a line to the bow and the stern of the boat so that the boat cannot drift away 
after launching and can be easily maneuvered to a docking area.  
 
           (7)  Visually inspect the launch ramp for hazards such as a steep drop off, slippery 
areas and sharp objects.  
 
           (8)  After everything has been double checked, have the driver back slowly to the ramp 
remembering that the boat is just resting on the trailer and attached only at the bow by the 
winch cable and safety line.  The ideal situation is to have one person in the boat and one 
spotter at the water's edge to help guide the driver of the tow vehicle. 
 
           (9)  Set the parking brake. 
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           (10)  Make sure someone else on shore (or the dock) is holding the lines attached to 
the boat. 
 
           (11)  Once in the water, have the boat operator lower the engine(s) (be certain there is 
sufficient depth as not to damage the prop) and prepare to start the engine. 
 
           (12)  Start the boat engine and make sure that water is passing through the engine 
cooling system. 
 
           (13)  Release the winch and disconnect the winch line from the bow when the boat 
operator is ready. 
 
           (14)  At this point, the boat can be launched with a light shove or by backing off the 
trailer under power.  Finish loading the boat at a sufficient distance from the ramp so that 
others may use the launch ramp. 
 
      j.  Recovery. 
 
           (1)  The steps for removing the boat from the water are basically the reverse of those 
taken to launch it.  However, keep in mind that certain conditions may exist during retrieval 
that did not exist during launching.  When approaching the takeout ramp, take special care to 
note such factors as:  
 
           (a)  Change in wind direction and/or velocity.  
 
           (b)  Change in current and/or tide.  
 
           (c)  Increase in boating traffic.  
 
           (d)  Visibility. 
 
           (2)  Note that proper water depth of the trailer for recovery is important.  The trailer 
needs to be submerged far enough to allow the boat to drive onto the guide rails and up to the 
bow stop.  However, submerging the trailer too far will prevent the guide rails from providing 
the necessary guidance to allow the boat to sit properly on the trailer. 
 
           (a)  For all boat classes, submerge the trailer to the point where the top of the forward 
tires are barely beneath the water. 
 
           (b)  If the boat ramp is not even, some adjustment will be needed. 
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           (3)  After maneuvering the empty trailer into the water at the boat ramp: 
 
           (a)  Maneuver the boat carefully to the submerged trailer.  
 
           (b)  Partially raise the lower unit(s). This is to avoid hitting the bottom with the props. 
 
           (c)  MEBS boats are too large to simply winch all the way aboard a trailer.  Using 
steering and engine control; drive the boat onto the trailer.  Avoid ramming the bow guard.  
The boat must be level on the trailer.  This can be difficult to accomplish when there is cross-
wave action. 
 
           (d)  Secure the engine(s), then winch the boat to the trailer and secure it. 
 
           (e)  Finally, drive the trailer with the boat aboard carefully to a designated parking area 
for cleanup, reloading, and an equipment safety check. 
 
           (f)  Remove drain plug and place it near the helm console. 
 
           (g)  Ensure that the winch strap/cable is snug, and that safety chain for the bow is in 
place with a small amount of slack. 
 
           (h)  Ensure that transom tie-downs are in place and tight. 
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CHAPTER 9 
 

EXTERNAL REPORTING GUIDELINES 
 

9-1.  Fleet Management Reports.  DMNA’s Fleet Manager must submit the following reports: 
 
      a.  Electronically to Department of Budget (DOB), a Fleet Overview Report containing 
information on DMNA’s strategy for managing its passenger fleet along with additional data 
and information on fleet usage and performance costs.  Accordingly, DMNA is required to 
electronically submit the Fleet Overview Report by September 15th of each year, with monthly 
updates.  
 
      b.  To the Clean Fueled Vehicles Program Coordinator an updated Energy Policy Act of 
1992 Report to include any alternative fuel vehicles.  This report will be submitted by 
November 15th of each year. 
 
      c.  To OGS, Risk and Insurance Management, an updated inventory of NYS DMNA fleet 
vehicles will be supplied along with any additions and/or deletions within the current year 
This update will be submitted by March 15th of each year. 
 
9-2.  DMNA Breakeven Fleet Mileage Analysis.  See Figure 9-1, page 9-2. 
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FIGURE 9-1.  DMNA Breakeven Fleet Mileage Analysis 
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DMNA BREAKEVEN FLEET MILEAGE ANALYSIS   

        

Vehicle 
Description 

   Number of 
Vehicles  
Per Type  

Annual Replacement 
Disposal Mileage 

Total    
Mileage 
Per Type     

 
Sedans, Sub 
  Compact Cars 1 15,000   15,000     
Station Wagons,  
  SUVs, Trucks  
  under 8,500 lbs. 11 16,667 183,333     
Vans, Passenger 8 12,500 100,000     
Trucks, Heavy 
Duty 3 12,500   37,500     

TOTAL 23 vehicles divided by  335,833   = 14,601 
  Breakeven  
Mileage Point 

        
   
        
        
        
Disposal Criteria        

Vehicle 
Description Age in Years  Maximum Mileage  

Annual 
Disposal
Mileage    

 
Sedans, Sub 
  Compact Cars 6 90,000  15,000    
Station Wagons, 
  SUVs, Trucks 
  under  8,500 lbs. 6 100,000  16,667    
Vans, Passenger 8 100,000  12,500    
Trucks, Heavy 
Duty 8 100,000  12,500    
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CHAPTER 10 
 

EXECUTIVE DEPARTMENT PARKING PLACARDS 
FOR USE IN NEW YORK CITY 

 

10-1.  General.  The Executive Chamber annually provides a limited number of vehicle 
parking placards to the Office of The Adjutant General (OTAG) for agency vehicles  
assigned to the Civil Support Teams, the Joint Task Force Empire Shield and the OTAG for 
official use in specified areas of New York City (NYC).  The proper display of an 
Executive Department parking placard exempts the holder from the payment of parking 
meter fees for an agency vehicle on official business. 
 
10-2.  Assignment Criteria.  A parking placard is assigned to a specific vehicle and signed 
for by a responsible officer or employee who uses or supervises the use of a specific agency 
vehicle.  Improper use of the parking placard will be reported to the Director of Legal Affairs 
(MNLA) for appropriate disciplinary action. 
 
10-3.  Requests for Parking Placards.  DMNA personnel whose work requires driving and 
parking agency vehicles in NYC may request an Executive Department parking placard by 
submitting a memorandum  to the Special Assistant, State (MNAG-SAS); listing his/her name, 
directorate, contact information (telephone number, cell number and E-mail address), work 
assignment, vehicle make/model, vehicle license plate number and a justification for the 
request for a NYC parking placard.  The Adjutant General or his/her designee will approve or 
deny requests for Executive Department parking placards. 
 
10-4.  Issuance of Parking Placards.  MNLA is responsible for the issuance of Executive 
Department parking placards.  MNLA will obtain from each person to whom a NYC parking 
placard is issued a signed custody letter identifying the serial number of the NYC parking 
placard and vehicle license plate for the vehicle to which the parking placard is assigned.  
Proper use of the placard should also be acknowledged. 
 

10-5.  Return of Expired Parking Placards.  Expired parking placards must be returned to 
MNLA before the holder may be issued a new parking placard. 
 
10-6.  Notice and Effect of Violations.  If the New York Police Department reports to the 
Executive Chamber that an agency vehicle displaying an Executive Department parking 
placard has violated a vehicle or traffic regulation/law (e.g., double parking or parking in an 
unauthorized area) of the Department of Transportation of the City of New York or of the State 
of New York, the parking placard must be surrendered to MNLA and the responsible holder of 
the parking placard may be subject to appropriate disciplinary action by DMNA. 
 
 
 
 

10-1 



  

30 December 2011             DMNA Reg 56-1   
 

APPENDIX A 
 
 

 
 
 

Sample of Vehicle Cost Record 
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APPENDIX B 
 

Glossary 
 
B-1. AFV -  Alternative Fueled Vehicles. 
 
B-2. CFR -   Code of Federal Regulations. 
 
B-3. DMNA  -  Division of Military and Naval Affairs. 
 
B-4. DMV -  Department of Motor Vehicles. 
 
B-5. DOB -  Division of the Budget. 
 
B-6. DPPA - Driver’s Protection Act. 
 
B-7. FOUO - For Official Use Only. 
 
B-8. GAWR - Gross Axle Weight Rating. 
 
B-9. GSA -  General Services Administration. 
 
B-10. GVWR - Gross Vehicle Weight Rating. 
 
B-11. GOER - Governor’s Office of Employee Relations. 
 
B-12. J3-DO - Domestic Operations Directorate. 
 
B-13. J3-DO-CD - Counter Drug Branch 
 
B-14. LENS - License Event Notification Service. 
 
B-15. MEBS -  Military Emergency Boat Service. 
 
B-16. MNAG-SAS  Special Assistant State 
 
B-17. MNAS - Administrative Support Directorate. 
 
B-18. MNAV-OS - Safety and Occupational Health Branch. 
 
B-19. MNBF - Budget and Finance Directorate. 
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B-20. MNFE - Facilities Management and Engineering Directorate. 
 
B-21. MNHS - State Human Resources Management Directorate. 
 
B-22. MNLA - Legal Affairs Office. 
 
B-23. MNNM - New York Naval Militia. 
 
B-24. M&R -  Maintenance and Repair. 
 
B-25.  NYANG - New York Air National Guard. 
 
B-26.  NYARNG - New York Army National Guard. 
 
B-27.  NYC -  New York City. 
 
B-28. NYS -  New York State. 
 
B-29.  OGS -  Office of General Services. 
 
B-30. OIC&C - Officer in Charge and Control. 
 
B-31.  OTAG -  Office of The Adjutant General. 
 
B-32. PESH - Public Employee Safety Health Bureau. 
 
B-33. POV -  Privately Owned Vehicle. 
 
B-34. RS-FO - Regional Supervisor-Facilities Operations. 
 
B-35. SAD -  State Active Duty. 
 
B-36.  SAR -   Search and Rescue. 
 
B-37.  SUV -   Sport Utility Vehicle. 
 
B-38. TAG -  The Adjutant General. 
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The proponent of this regulation is the Director of Facilities Management and 
Engineering.  Users are invited to send comments, suggested improvements 
and changes on DA Form 2028 (Recommended Changes to Publications and 
Blank Forms) directly to The Adjutant General, ATTN:  MNFE, 330 Old 
Niskayuna Road, Latham, New York 12110-3514. 

OFFICIAL:     PATRICK A. MURPHY 
      Major General, NYARNG 
      The Adjutant General 

  
KATHRYN G. BOHACEK 
Director, Administrative Support 
  
DISTRIBUTION: 
AA   Directors 1 ea 
BB   1 ea 
BR   2 ea 
C,D,E   1 ea 
F5-F8   1 ea 
  
  
  
  
  
  
  
  
  
This publication is available in the DMNA Electronic Library 


