TXWG CAPF73 USER GUIDE

1.0 TXWG CAPF73 PROCESSES:

1.1 TXWG CAPF73s are submitted to ORMS by the 5% of the month. SWR consolidates multiple Wing
COV [Corporate Owned Vehicle] reports and submits these to NHQ by the 10" of the month.

1.2 Signature block entry on front of CAPF73 is only utilized by personnel completing the monthly
inspection. Personnel should include CAP ID in the signature block to assist TXWG DOL / TXWG CC
information inquires.

1.3 Hard Copy CAPF73 Vehicle Information entries include:

Month & Year Make End of Month Odometer Read
TXWG / SWR Model Custodian Unit Charter
VIN Year CAP Vehicle ID

1.4 COV inspection must be completed prior to first operation for each day CAP vehicle is utilized with
frequency and hours recorded on the CAPF73. Driver CAP ID or Inspector CAP ID is entered on back of
CAPF73 adjacent to the appropriate calendar date.

1.5 COV discrepancies are logged on the back of the CAPF73 under the Vehicle Operator Discrepancy
Report and will include an item number, description and date found.

2.0 COV MILEAGE and USAGE DATA ACQUISITION:

2.1 The CAPF73 captures COV usage data including mileage, frequency, hours and type.

2.2 Mileage is captured via the odometer entry, frequency and hours are entered in category columns.
2.3 Column category types include ADMIN, CADET ACTIVITIES, MISSION SUPPORT and OTHER.

2.4 Hours should be logged under each type of activity as appropriate. Frequency and hour totals are
tallied at the bottom of the columns for subsequent data entry.

2.5 If a vehicle is fully engaged and dedicated to a given function or mission, which includes overnight,
then a full 24 hours may be logged. The vehicle must not leave the specific function or mission to be
engaged for an alternate unrelated activity. Additionally, the COV must be properly inspected &
maintained daily for these hours to be valid.

2.6 Examples for use of “Other Category” may include functions such as maintenance and Logistics COV
Rotation, etc.

2.7 The Description entry should include mission number when available. If COV is utilized for the same
function for multiple days, the dates may be entered under description for greater efficiency ex:
Mission T101-1-101 Dec 10 — 15.

3.0 ORMS [OPERATIONAL RESOURCE MANAGEMENT SYSTEM] DATA ARCHIVE PROCEDURE:

3.1 Front & back of CAPF73 should be scanned as a single pdf document for ORMS Vehicle Usage Report
archive upload.

3.2 Utilize the “reduced pdf file size” option when “saving as”. ORMS has limited file size capability.

3.3 Data entry is located: eServices / ORMS / Drop Down List / Vehicles / Vehicle Usage Entry / Unit /
COV ID.
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