Inspectors General Checklist

MOTOR TRANSPORT LICENSING 11240	
This checklist applies to all commands granted Licensing Authority for Motor Transport Tactical Wheeled Vehicles.

Functional Area Sponsor: LPC-1 	Name of Command
Subject Matter Expert: 	MGySgt Jeffery S. Harper 	Date
(DSN) 260-7107 (COML) 571-256-7107	Inspector
Revised: 1 January 2017	Final Assessment	Discrepancies:       Findings:     
Overall Comments:  Place Here            
Subsection 1 – INTRODUCTION
0101	Is the command’s Licensing Authority in compliance with appropriate orders and directives? 	Reference: MCO 11240.118, par 4b; TM 11240.15/3G
Result	Comments 
Subsection 2 - LICENSING ADMINISTRATION
0201	Is the Licensing Officer/Issuing Official appointed in writing by the Licensing Authority’s Commanding Officer? 	Reference: MCO 11240.118, par 5a
Result	Comments 
0202	Is the Licensing Examiner/Qualifying Official of the appropriate 	Grade/MOS and appointed in writing by the Licensing Officer/Issuing	Official?	Reference: MCO 11240.118, par 5a
Result	Comments 
0203	Is the Licensing Non-Commissioned Officer appointed in writing by the Licensing Officer/Issuing Official?	Reference: MCO 11240.118, par 5a
Result	Comments 
0204	Does the Licensing Examiner/Non-Commissioned Officer have a valid OF-346 for the equipment used for training/testing?	Reference: MCO 11240.118, par 5a; TM 11240-15/3G, par 1-3 
Result	Comments 
0205	Is the unit utilizing TECOM approved courses and material(s)?	Reference: TM 11240-15/3G, par 1-3
Result	Comments 
0206	Does the licensing office maintain a desk-top procedure and/or turnover binder for each billet appointed in writing as it pertains to licensing?	Reference: MCO P4790.2C, par 1005
Result	Comments 
0207	Does the Licensing Authority verify all permit/license applicants have met all their prerequisites?	Reference: MCO 11240.118, par 5b; TM 11240-15/3G, par 2-5
Result	Comments 
0208	Does the Licensing Authority maintain a copy of By Direction (BY DIR) authority letters for personnel designated to sign licensing documents for the Commanding Officer?	Reference: MCO 5215.1K, encl 1, chap 1, par 7
Result	Comments 
Subsection 3 - RECORDS AND REPORTS
0301	Does the Licensing Authority maintain an electronic licensing log for accountability and tracking of all licensing transactions?  	Reference: MCO 11240.118, par 5g, TM 11240-15/3G, par 1-6 
Result	Comments 
0302	Has the Licensing Authority established operators’ history files and are these files maintained for the appropriate period of time?	Reference: MCO 11240.118, par 5g; TM 11240-15/3G, par 1-6 
Result	Comments 
0303	Are the operators’ history files properly secured in accordance with the procedures for storing documents containing Personal Identifiable Information (PII)?	Reference: MCO 11240.118, par 5; SECNAV M-5210. 
Result	Comments 
0304	Do the operators’ history files contain the minimum required documentation and reports listed below: 	          A. Original NAVMC 10964 	          B. Original OF 345 	          C. MarNet IMVOC completion certificate copies (As Required)	          D. Copy of State/Host country driver’s license	          E. Copy of valid Government ID card	          F. Copy of Driver’s Improvement Card (As Required) 	          G. Med Cert or NAVMC 10969/10970	          H. Copy of MVR submission	Reference: MCO 11240.118, par 5g; TM 11240-15/3G, par 1-6 
Result	Comments 
0305	Are Motor Vehicle Record (MVR)/National Driving Record (NDR) checks being conducted and are all negative results being reported to the command for adjudication prior to and after issuing of the OF-346?	Reference: MCO 11240.118, par 5b; TM 11240-15/3G, App B 
Result	Comments 
0306	Are NAVMC 10964 completed and filed in the operators’ history files, to include Unit Diary number verifying Marine Corps Total Force System (MCTFS) entry?	Reference: MCO 11240.118, par 5g; TM 11240-15/3G, par 6-3
Result	Comments 
Subsection 4 - TESTING AND TRAINING
0401	Does the Licensing Authority use an approved training curriculum and/or 	Program of Instruction (POI) for testing and evaluating operators’ 	qualifications?  	Reference: MCO 11240.118, par 5c; TM 11240-15/3G, par 3-3
Result	Comments 
0402	Does the Licensing Authority utilize the appropriate skills and road test evaluation forms?	Reference: MCO 11240.118, par 5c; TM 11240-15/3G, App A 
Result	Comments 
0403	Has the Licensing Authority designated an area or marked course for the conduct of the basic skills test and is it in compliance with the references?	Reference: MCO 11240.118, par 5c; TM 11240-15/3G, par 4-4 
Result	Comments 
0404	Has the Licensing Authority established a road test route and is it in compliance with the references?	Reference: MCO 11240.118, par 5c; TM 11240-15/3G, par 4-5 
Result	Comments 



This checklist outlines the general elements needed for the day-to-day administration and operations of this function area. Additionally, this checklist provides guidelines for internal evaluations and standardized criteria for the conduct of inspections. Commands must also fully comply with all applicable references. 
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