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STANDARD OPERATING PROCEDURES 
USE OF LEASED VEHICLES 

 
Purpose:  To establish procedures for use of leased vehicles. The use of leased vehicles 
is encouraged to improve government efficiency.   
 
Applicability:  Employees performing official business are authorized the use of the 
vehicle.   
 
Authority:  Reference DoD 4500.36-R, March 1994.   
 
Procedures:   
 

1. Employees using DoDDS leased vehicles are responsible for ensuring the vehicles 
are properly maintained, used responsibly, and secured at all times.   No one shall 
be issued or allowed to operate a DoDDS owned or leased vehicle unless properly 
licensed.  In accordance with USAFE Air Force Instruction, IAW USAFE AFI 
31-204, 3rd AF Instruction 31-205 and local regulations. 

 
2. Unattended vehicles shall be locked and windows rolled up.  Never leave or hide 

keys in a vehicle.  Items subject to theft such as tools, briefcases, and laptop 
computers shall not be left in vehicles. 

 
3. Prior to and after any use, operators are responsible for inspecting vehicles for 

physical and operational condition and for ensuring all fluid levels are within 
acceptable ranges. The vehicle usage log should be filled in with accurate data. 
The vehicle can fluids and air added at any US government facility at no cost. 
Failure to ensure proper fluid levels, air pressure, or not reporting safety problems 
of the vehicle (eg: lights, brakes) may result in the loss of future operating 
privileges of any government or leased vehicle.  

 
4. If during the use of the vehicles, the fuel level falls below to 1/ 4 mark or below, 

drivers must plan for refueling to return the vehicle with a full tank of gas. 
 

5. Vehicles must be returned free of trash and debris. Drivers are responsible for 
taking the vehicle to the appropriate location for washing and vacuuming when 
the vehicle becomes dirty.    

 
6. Absolutely NO SMOKING allowed in the leased vehicle. 

 
 



Accidents and Traffic Violations 
 

If you have an accident while driving the vehicle, please follow these instructions 
completely: 

 
1. Stop immediately. If able, assess the condition of occupants in the other 

vehicle and render assistants if you can. Do not move injured unless 
absolutely necessary for their safety/protection. If the accident involves 
another driver or damaged property, the police MUST be contacted from the 
scene to fill out an accident report. Warn other motorists of any existing 
highway hazard. During hours of darkness or poor visibility, flares or 
reflectors shall be used. Complete a Standard Form 91, “Motor Vehicle 
Accident Report.” The accident report must be submitted to the Feltwell 
Transportation Office – Leased Vehicle Contract COTR/Vehicle Control 
Officer (VCO) within 24 hours of the accident. 

 
2. As the driver of a government leased vehicle, DO NOT make any comments 

regarding who was responsible for the accident.  DO NOT make oral or 
written statement to claimants or their agents concerning the liability, 
investigative findings, or the possibility of a claim or its approval. 

 
3. Notify your supervisor of the accident immediately, who will notify the VCO. 

 
4. If possible, take pictures of the leased vehicle and other vehicles involved. 

 
The contractor will forward all citations for traffic violations to the VCO/COTR 
immediately upon receipt.  The government operator is NOT responsible for payment 
of any fines and restitution resulting from the issued traffic citation. 
 
 
Maintenance and Repairs 
 
Drivers are responsible for ensuring fluid levels and general operator preventive 
maintenance checks are complete, e.g. oil levels, coolant, windscreen wash fluid, etc. 
 
All maintenance and repairs shall be the responsibility of the contractor – Willhire Auto 
Leasing, and shall be coordinated through the VCO/Feltwell SBO Office.  Normally this 
is not required during the period of contract.  Should repairs become necessary, please 
contact the VCO, Mr. William Marks at 01638-527-319 or DSN 226-7319.  
 
In the event your vehicle becomes disabled, including lockout, you can call the 24/7 
Willhire Emergency Assistance toll-free number:  0800-526-375. 
 
 
 



Fuel 
 
Drivers must be sure of the type of fuel required by their respective vehicles before 
fueling.   
 
On RAF Lakenheath, fuel may be obtained at the Fuel Point.  Directions to the fuel point 
are: 
 
After arriving on RAF Lakenheath via Gate 1, take a right at the first roundabout (just 
past gate 1.)  Continue on this road passing the Shoppette/Taco Bell on the right, until 
you reach the second roundabout.  At the second roundabout, go straight through the 
entrance to Operations Support section for approximately ¼ mile.  You will see the fuel 
point on the left side of the road. 
 
To use the Fuel Key supplied with your vehicle, find the Fuel Control station located on 
the center island.  After determining your desired pump, key in that pump number (e.g. 
04 for pump 4), press enter; when prompted, insert your fuel key and turn ¼ turn 
clockwise.  Follow the prompts on the screen. 
 
The fuel point at RAF Mildenhall is located adjacent to the Vehicle Operations Center.  
Which is located on the right just past the Security Forces Building. 
 
The fuel point at RAF Alconbury is located at RAF Molesworth.  Directions and Map 
are included at the back of this book. 
 
The fuel point at High Wycombe/Daws Hill is located at the AAFES Shoppette Gas 
Station.  Fuel is funded by MIPR between DoDDS and AAFES.  Fuel the vehicle and go 
to the cashier.  Identify yourself and your vehicle as “official” DoDDS, and they will 
have you sign for the fuel. 
 
The fuel point for Menwith Hill is located at the Vehicle Operations Center (Motor Pool) 
The procedure for fueling is the same as RAF Lakenheath & RAF Mildenhall 
 
 
Willhire Emergency Numbers 
 
For an accident or a disabled vehicle, Willhire Leasing will coordinate all recovery 
operations and will respond immediately to ensure your safety is maintained.  Call them 
24 hours a day at: 0800-526375.  
 
 
 
 
 



 
USE OF MOBILE TELEPHONES  
 
The use of Mobile Telephones while driving is specifically forbidden by Air Force Safety 
Regulations, and Ministry of Transportation Laws and Regulations.  You may not use a 
mobile telephone while driving an official vehicle.  Unless a hands free unit is installed, 
you MUST stop your vehicle in a safe location and only resume driving after the call is 
complete.    
 
NOTE:  When unsure of the legitimacy of any intended use of a leased vehicle, consult 
your supervisor. 
 
 
 

// SIGNED // 
                                                             RONALD G. MCINTIRE 
                 SUPERINTENDENT 
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