Agency Name
Address

3 August 2016

MEMORANDUM FOR OFFICE UNDER SECRETARY OF DEFENSE, ACQUISITION, TECHNOLOGY AND LOGISITICS (OUSD (AT&L))

FROM:  Agency

SUBJECT:  AGENCY NON-TACTICAL VEHICLE (NTV) FLEET MANAGER APPOINTMENT LETTER

Reference:  (a) DoDM 4500.36R, “Acquisition, Management and Use of DoD Non-Tactical Vehicles,” dated July 07, 2015.
(b) ARA Memorandum – DoD Non-Tactical Fleet Management Information System, dated April 01, 2014.

	In accordance with the reference (a), Agency NTV Fleet Managers will be appointed by the Component Heads/Agency Directors to carry out all duties and responsibilities identified in Enclosure 3 and manage vehicles in the DoD Fleet Management Information System as outlined in reference (b).  Our NTV Fleet Manager will be accountable for all decisions concerning the management and use of our NTV Fleet and will be our Point of Contact to the DoD Fleet Manager.

Our appointed Fleet Manager is identified below:

Name			Office Symbol	Phone Number		Email







Signature
Title













SECOND ENDORSEMENT

FROM:

TO:  Acquisition Resources and Analysis, Property and Equipment Policy Office

	In accordance with the above memorandum, I accept the Appointment as the Agency NTV Fleet Manger and understand the roles, duties and responsibilities outlined below:

a. Ensure all owned, leased, or loaned NTVs, within the NTV fleet, are available to meet all requests by scheduling, forecasting, and surveying current user trends. 

b. Maintain knowledge and utilize all fleet information and user surveys to forecast new requirements. 

c. Arrange fleets and fleet operations staff to provide support. 

d. Perform NTV registration and generate documentation regarding the induction of new NTVs to the existing fleet.

e. Oversee routine and ad hoc maintenance in accordance with DoDI 4151.22 by providing Condition Based Maintenance Plus (CBM+) policy for the application and integration of appropriate maintenance technologies and capabilities to improve reliability and effectiveness of motor vehicles.

f. Obtain tags for new NTVs and renew old ones.
 
g. Monitor and ensure fleet operation in compliance with local, State, and country rules and regulations. 

h. Maintain and monitor data management systems to organize fleets based on various schedules and requests. 

i. Streamline and monitor fuel purchase systems with assistance of fuel cards for all NTVs and drivers. 

j. Participate in various workshops and educational programs, and maintain knowledge on all industry relevant publications. 

k. Develop and implement operational standards to maintain NTVs by advocating best practices in the industry. 

l. Provide direction to DoD Component staff to regulate budget cycle requirements and control budgeting process. 
m. Plan and prepare an annual budget, account for expenditures, and analyze all financial objectives.

n. Facilitate and implement corrective actions and capacity building to manage the entire fleet to achieve command objectives. 

o. Manage and submit a Fleet Management Plan.

p. Meet and comply with all required Federal and DoD Fleet Information Data Calls in a timely manner.

[bookmark: _GoBack]I will maintain required permissions and access to all Federal, DoD and GSA required management systems, be the Agency’s resident expert in everything Fleet related and DoDM 4500.36R and upon my relief, notify the DoD Fleet Manager.


						Signature
						Title
						

