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         8 March 2016
Summary of due dates for Logistics (LG) Reports &/or Requirements.  (Note; Regulation references are listed in parentheses). 
· Monthly by the 5th of the month or sooner, Vehicle logs (CAPF 73) are due, email to CTWGLGT (CAPR 77-1, Para 5-1 & CT Wing Supplement to CAPR 77-1, Para 16).

· Annually by the 7th of October (date may vary), unit Commanders/Property Managers must validate their unit’s Vehicle and Real Property inventories (CT Wing Supplement to CAPR 174-1, item 10).

· Annually by the 1st of November (date may vary), unit Commanders/Property Managers must validate their unit’s Equipment/Supply & Communication inventories (CT Wing Supplement to CAPR 174-1, item 10).

· Annually hand wax your vehicle (CT Wing Supplement to CAPR 77-1, item 14).
· Every six months or as required by the vehicles service manual, change the oil & filter in your vehicle, along with vehicles First Aid Kit inspection, if the vehicle has one (CAPR 77-1, Para 3-1b).
· As needed, notify CTWGLG/LGS/LGT of any changes to your units Logistics, Supply and/or Transportation Officer Assignments. 

LOGISTICS (LG)
Members with duty assignments for Logistics, Supply, Transportation and Communications Officer will automatically have access to Operational Resource Management System (ORMS) utilized by CAP LG to manage its assets (CAPR 174-1, Para 2-12a). 
Copies of Wing LG forms are available as attachments to the LG Supplements or on the Wing LG Web site (Home>Departments>Logistics).  
· Any unit that does not comply with National or Wing directives can be placed on LG Property Freeze as outlined in CAPR 174-1 Para 1-9 & 6-10.  Units will not be issued any equipment or funds reimbursement (CT Supplement to CAPR 174-1, Para 10).
Real Property (CAPR 174-1, chapter 6)
References; CAPR 174-1 “Property Management and Accountability”, CAPR 900-5 “Civil Air Patrol Insurance/Benefits Program“& CT Wing Supplement to CAPR 174-1.
· Annually by 7th of October, unit Commanders/Property Managers must validate their unit’s Real Property inventory information.  (CT Wing Supplement to CAPR 174-1, item 8).
· Any changes in a units meeting location or lease/agreement, will require updating in ORMS Real Property Survey module along with uploading any related documents.  Notify CTWGLG of any changes (CAPR 174-1, Para 6-9).
· When expired in October (date may vary), request from Wing, a current copy of your unit locations Certificate of Insurance. (CAPR 174-1, Para 6-5c, 900-5 Section A, Para 4 & CT Wing Supplement to CAPR 174-1, item 13).   
· All units are required to establish and maintain written procedures for managing the issuing of both unit building keys and gate assess codes (if required).  CTLG will review these procedures during LG visitation/inspections.  CTLG can provide sample copies of established procedures & tracking sheets.  Also required is the management of vehicle keys/remotes which can be incorporated into the above written procedures. (CT Wing Supplement to CAPR 174-1, item 12).    
Supply (LGS)
References; CAPR 174-1, “Property Management and Accountability”, CT Wing Supplement to CAPR 174-1, CAPR 10-2, “Files Maintenance and Records Disposition”& CAPR 173-4 “Fund Raising/Donations”.
Forms; CAPF 37 “Temporary Issue Receipt”, Online CAPF 111 “Online Expendable Federally-sourced Property Transfer Sheet” (not active in ORMS yet) & Online CAPF 111a “Expendable Federally-sourced Property issue Sheet” (CAPR 174-1, Para 2-3, 2-4a, 2-15a & 3-5).   

Report; S-3, ORMS annual inventory worksheet
Annual LG records processing
· After the beginning of the fiscal new year, complete the following procedures:   
· Complete, by 1 November, the ORMS annual inventory worksheet and validate/inventory all units non-expendable property along with their condition in ORMS as; “Serviceable”, “Needs Repair”, “Unserviceable” or “Missing/Damaged”.  (CAPR 174-1, Para 2-16 & CT Wing Supplement to CAPR 174-1, item 8).    
a) Physically (Touch the item) verify annually in ORMS, any unit member having procession of assigned equipment.  Through ORMS, log into the “Revalidate Ind. Issues” module and complete the verification.  This validation can be preformed by any Property Manager (i.e.; Unit Commander/LG/Supply Officer), from any unit.  
b) If the equipment cannot be located, check the item as “missing/Damaged”, this will begin the Report of Survey process. (CAPR 174-1, Para 2-16a).
c) Units may annually; print each member’s equipment issued report listing both non-expendable and expendable items issued.  
· As needed, notify CTWGLG, LGS &/or LGT of any changes to your units Logistics, Supply and/or Transportation Officer Assignments, along with updating above assignments in eServices.  
· When a change occurs in the Unit Commander and/or LG/Supply Officer, the incoming LG/Supply Officer must log into ORMS and complete the changeover inventory.  Notify CTLG via email of the change. (CAPR 174-1, Para 2-17)
Processing receipt’s for non-expendable equipment  
· Upon receipt of a new equipment at the unit level, the unit must complete the following steps;
1. Consult with CTWGLGS before adding any equipment to ORMS.  (CT Wing Supplement to CAPR 174-1, item 2)
2. With wing approval, add the new equipment in ORMS with all the pertinent information and upload a copy of the sales receipt or Donation Receipt, CAPF 164 (CAPR 174-1, Para 2-8 & 2-9).
3. If the equipment does not have a serial number, contact CTWGLGS to assign a serial number from the Wing serial number log.  This number will be affixed to the equipment and entered into ORMS. 
4. Request from CTWGLGS a property tag marked with the National assigned property tag number.  (CT Wing Supplement to CAPR 174-1, item 4).
5. When received, the unit must attach the property tag to the recently received item.  
· For donated property complete the following (CAPR 174-1, Para 2-9);
6. Follow instructions outlined in CAPR 173-4, “Fund Raising/Donations”, section B7.  
7. Complete a Donation Receipt, CAPF 164 obtaining the Wing Commanders signature.

8. Complete steps 1 to 4 above.

Processing transfer’s for non-expendable equipment (CAPR 174-1, Para 2-13)
· Request from CTWGLGS the transferring of any property/items in ORMS  (CT Wing Supplement to CAP174-1, item 5)
· If approved by Wing, CTWGLGS will Transfer the equipment in ORMS (between two units &/or Wing).  Use CAPF 37 “Temporary Issue Receipt” as an interim transaction, if necessary.  
· The accepting unit must receive the equipment within 10 working days.  

Processing the issuing of non-expendable equipment to individuals (CAPR 174-1, Para 2-15b)
· Issue the equipment to the individual member within ORMS.  Use CAPF 37 “Temporary Issue Receipt” as an interim transaction, if necessary.   
· Member must receive the equipment in ORMS within 7 days
· Units are responsible for the retrieval of non-expendable equipment from individuals upon their resignation/termination from Civil Air Patrol.  Refer to sample letter available on the CTWGLG web site or as an attachment to the CT Wing Supplement to CAPR 174-1.  Upload any related documents into ORMS  (CAPR 174-1, Para 2-24 & CT Wing Supplement to CAPR 174-1, item 9)
Disposal of all non-expendable & expendable equipment (CAPR 174-1, Chapter 2, Section E & CT Wing Supplement to 174-1, item 10)

· Submit a request to CTWGLGS to dispose of any non-expendable equipment listed in ORMS.
· All disposals will be processed by Wing.

· If approved by Wing and after receipt of the equipment, Wing will transfer the item(s) in ORMS form the unit to Wing for dispose action.  Use CAPF 37 “Temporary Issue Receipt” as an interim transaction, if necessary. 
· If the equipment is not being transferred back to wing (large equipment), the Unit Commander completes the disposal letter for both the Wing LG/LGS and Wing commanders approval.  The CTWGLG/LGS may complete the letter for the unit commander.
· If a Report of Survey is needed for missing, stolen or damaged equipment, initiate the request within ORMS.  ORMS will notify the Wing Commander to appoint an Investigating Officer.  Upload all related documents into ORMS.  
Processing transactions for expendable equipment/property (CAPR 174-1, Para 2-3, 2-4a, 2-15a & 3-5)                                               
· Use CAPF 37 “Temporary Issue Receipt” for issues/transfers of expendable property between units.
· For individuals, utilize the ORMS online CAPF 111a for issues/turn-in.
· Units are responsible for the retrieval of expendable & non-expendable equipment/property from individuals upon their resignation/termination from Civil Air Patrol.  Refer to sample letter available on the CTWGLG web site or as an attachment to the CT Wing Supplement to CAPR 174-1.  Upload all related documents into ORMS (CT Wing Supplement to CAPR 174-1, item 9).
Transportation

References; CAPR 62-2 “Mishap Reporting and Investigation”, CT Wing Supplement to CAPR 62-2, NER Supplement to CAPR 62-2, CAPR 77-1“Operation and Maintenance of CAP Vehicles”, CT Wing Supplement to CAPR 77-1 & CAPR 900-5 “Civil Air Patrol Insurance/Benefits Program”.

Forms; CAPF 73 “CAP Vehicle Inspection Guide and Usage Data” (CAPR 77-1), CTLGT amended checklist to CAPF 73 & CAPF 101 “Civil Air Patrol Specialty Qualification Card”.
· Monthly by the 5th of the month or sooner submit to CTWGLGT via email, the previous months CAPF 73’s vehicle usage (CT Wing Supplement to CAPR 77-1, Para 16).
· Annually by 7th October, unit Commanders/Property Managers must validate their unit’s vehicle inventory (CT Wing Supplement to CAPR 174-1, item 8).
· Vehicle operators will use CTWGLGT amended checklist to CAPF 73 (along with a CAPF 73) when performing the daily vehicle checking (CT Wing Supplement to CAPR 77-1, Para 11 and attachment 5).   
· For Wing vehicles that have a First Aid Kit (unit discretion), will inspected it at each scheduled servicing or six months, whichever occurs first.  Additional all vehicle First Aid kits must have a component list and components will be inspected against this list as part of the inspection.  All expired items will be disposed of and replaced as necessary. Units will be required to respond to CTWGLGT upon completion of the required servicing, that the First Aid Kit inspection was completed, along with recording on the First Aid Kit inspection checklist.  This inspection checklist will be maintained in the vehicle log book.  (CT Wing Supplement to CAPR 77-1, Para 12 and attachment 13).   
· CAP vehicles will only be used for CAP activities, no personnel use.  CAP vehicles will be made available for any unit requesting its use, if the home unit is not in need of the vehicle during the time period the vehicle is requested (CAPR 77-1, Para 1-8a & CT Wing Supplement to CAPR 77-1, Para 9 and attachment 4).

· Unit Commanders approval letter is required for use of a member’s Privately Owned Vehicle (POV).  A form letter is available on the CTWGLG web site or as an attachment to CT Wing supplement to CAPR 77-1, for authorizing the use of private vehicles on CAP activities.  CAP vehicles must be used, if available, before using member’s private vehicles.  Proof of insurance is required and a CAPF 73 must be completed daily, before the POV’s utilization.  Individual units may elect to reimburse fuel for members using POVs that are properly authorized & approved, however this reimbursement will come out of the individual unit funds.  Reimbursement of fuel for members using a POV will not be authorized above unit level.  (CAPR 77-1, Para 1-8b, 2-1a & CT Wing Supplement to CAPR 77-1, Para 10 and attachment 8).
· Smoking is prohibited in any CAP corporate vehicle or any private vehicle used for CAP activities and the use of hand-held cellular phones or texting devices while operating CAP vehicles is also prohibited (CAPR 77-1, Para 2-2 n & o).
· The Vehicle Insurance Card is replaced annually by October 1st.  If not received, request a copy from CTWGLGT.  Keep a copy at all times in the unit vehicles log book (CAPR 77-1, Para 1-3d & CT Wing Supplement to CAPR 77-1, Para 3).
· When a change occurs in the Unit Commander &/or Transportation Officer, have the incoming Unit Commander &/or Transportation Officer log into ORMS and complete the changeover inventory of the unit’s vehicle.  Notify the CTWGLG via email of the change (CAPR 174-1, Para 2-17).
· Update vehicle log book, as required, when changes occur to CAP regulations, Wing Supplements, Forms and/or directives. (CT Wing Supplement to CAPR 77-1, Para 3).  
· All units are required to establish and maintain written procedures for managing the issuing of vehicle keys/remotes.  CTWGLG will review these procedures during LG visitation/inspections.  CTWGLG can provide sample copies of established procedures & tracking sheets.  Also required is the management of building keys.  This can be incorporated in the above written procedures (CT Wing Supplement to CAPR 77-1, Para 12).  
Receiving/Transferring of a CAP vehicle 
· When receiving or transferring a vehicle, the Wing will transfer and the Unit Commander or Transportation Officer will accept the vehicle through ORMS, along with signing a CAPF 37 (CAPR 174-1, Para 2-3a, retain a file copy)  

Maintenance of CAP Vehicles (CAPR 77-1, Para 3-1, 3-2& 3-5 & CT Wing Supplement to CAPR 77-1, Para 13)                                                                      
· All units will utilize the WEX card assigned to each vehicle for all vehicle maintenance/repairs.
· WEX Cards will NOT be used for fuel purchases and only utilized for COVs.
· An email request asking for approval must be sent to the Wing CTWGLGT prior to each use of the WEX card, except for regular oil/filter servicing.  The request should include the estimated amount and the part/service requested.  A written estimate document is not required (for repairs under $500), only the estimated cost.  
· Within 72 hours after the card is used, a detailed paid receipt will be sent to the Wing LGT Officer.  The detailed receipt must clearly state the location, date, amount and the maintenance/parts service completed.
· The unit assigned the vehicle will be responsible for any purchases that are not properly authorized or not paid by National Headquarters.  These costs will be deducted from the squadron wing banker account.
· The unit commander and is responsible to ensure that the card is properly utilized and its security.
· For repairs $500 & over, contact CTWGLGT. 
· Units will record regular maintenance and repairs under the Maintenance section in ORMS for each vehicle’s maintenance and/or repair.  Units will print & file a copy of the ORMS maintenance & repairs report in the vehicle log book.  

· Annually hand wax your vehicle (CT Wing Supplement to CAPR 77-1, item 14).
· Every six months or as required by the vehicles service manual, change the oil & filter in your vehicle (CAPR 77-1, Para 3-1b).
· Complete state of CT DMV vehicle emission inspection as needed.  Cost is at unit expense, do not the WEX card (CT Wing Supplement to CAPR 77-1, item 3).
· Only CAP authorized markings are allowed on CAP vehicles.

CAP Motor Vehicle Operators privileges to the CAPF 101 (CAPR 77-1, Para 1-5 & CT Supplement to CAPR 77-1, Para 4, 5, 7 & 8)
· Upon joining CAP members may apply to add driver privileges to their CAPF 101 card by requesting and uploaded the following;
· In the CT Wing, members must be 21 years of age or older to obtain CAP Driving Privileges.
· Application or renewal for CAP driving privileges will be submitted/uploaded through eServices Operations Qualification Module, under driver’s license, to the Wing LGT through the Unit/Group Commander &/or LGT.  Members will upload a READABLE copy of their State Driver’s license and a copy of their State Drivers History Record.  Members can obtain their Driver’s History Record by applying to the DMV and paying a fee of $20.00.  
· Alternately, the member may authorize CT Wing to obtain this record by completing the CT Wing release authorization for State Drivers Record Form, at no cost to the member, uploading the authorization form in lieu of the History Record.  The Wing, through an agreement with the State of CT DMV (only CT DMV), can obtain the member’s driver’s history, free of charge.  The authorization form is available online at the CTWGLG web site and is included as an attachment to the CT Wing Supplement to CAPR 77-1.  NOTE; members must upload two documents in Opers. Qual. for a request to process.  

· If a CAP member has an out of state driver’s license, then the member is required to obtain their drivers history from their respective state DMV (i.e. New York, RI, Mass, etc.) along with incurring any charges associated with obtaining their drivers history record (CT Wing Supplement to CAPR 77-1, Para 4) (CAPR 77-1, Para 1-5b & CT Wing Supplement to CAPR 77-1, Para 4, attachments 2).
· Members requesting to operate CAP’s 12/15 passenger vehicles must have at least an “F” endorsement on their Connecticut state driver’s license.  This endorsement is not required if the vehicle is carrying no passengers.  Any member with CAP driver’s privileges for the Wings 12 passenger vehicles must review the power point presentation on passenger Van Safety Awareness Program listed on the CTWGLG web page.  

· Also, a medical card renewable every two years is required by the CT DMV for an “F” endorsement.  This card must also be uploaded in Oprs Qual with either the member’s driver’s license of driver’s history/request. 

· Request to add driving privileges for special purpose vehicles &/or towing trailers over/under 2000 pounds, require Wing level approval.  CTWGLGT will consult with the Wing Commanders before privileges are granted.  Note; Per CT State law a CDL is required for towing a trailer over 26,000 pounds.
· Do not email copies to CTWGLGT, unless requested.

· Upon renewal of a members State Drivers license, members are required to reapply utilizing the above procedures.  
· Members who do not respond with the required information or upon notification by the unit commander that a member(s) is/are no longer active in CAP, CTWGLGT will revoke that members CAP drivers privileges. (CT Wing Supplement to CAPR 77-1, Para 4c).  
· Monthly, CTWGLGT will provide of list of members whose state driver’s license &/or medical card is due for renewal.  Driver’s history record must also be checked when renewing state drivers’ license.   

· CAP drivers privileges may be suspended/revoked by CTWGLGT for reasons related to the operation and safety of driving a CAP vehicle.  Members whose CAP privileges have been revoked/removed CAN/WILL NOT drive any CAP vehicles. (CAPR 77-1, Para 1-5e & & CT Wing Supplement to CAPR 77-1, Para 4,
· Unit Commanders and Transportation Officers can obtain a list of unit drivers and their driver privileges via reports module in Operations Qualifications Driver’s license report.

· National HQ automatically removes CAP driver privileges on members CAPF 101 card if the following occurs; state driver’s license expires/lapses &/or membership lapses.  Members whose CAP privileges have been revoked/removed CAN/WILL NOT drive any CAP vehicles.  Unit Commanders/Transportation officers should print a driver’s license report at the beginning of each month and compare with the previous month in identifying any deleted drivers (CT Wing Supplement to CAPR 77-1, Para 4).  
· Members involved in any vehicle accident involving a CAP vehicle will not operate a CAP vehicle and may have their CAP drivers privileges suspended until an investigation is completed (CAPR 77-1, Para 4-1f).
· Unit Commanders/Transportation officers must ensure that members driver privileges list authorization to drive a 12/15 passenger vehicle (or towing of a trailer) along with ensuring that these drivers hold a public service “F” endorsement, at the minimum, on their State of CT license.  However this requirement only applies if the vehicle is carrying passenger(s).  If the driver is the only occupant, then the public service endorsement is not required (CT Wing Supplement to CAPR 77-1, Para 4b, attachment 9).
· Unit Commanders, Transportation officers and mission staff must confirm type of vehicle members are qualified to driver via that members CAPF 101 or the driver’s license report in Operations Qualifications.  
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