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STANDING OPERATING PROCEDURE


DUTY DRIVER/ FT. DETRICK RUN
I.
PURPOSE:
To establish procedures for conducting morning and afternoon mail runs and weekly Ft. Detrick run.

II.
SCOPE:
Applicable to Division and Contract Personnel.

III. RESPONSIBILITIES:

A.
The Chief, Department of Animal Husbandry, shall be responsible for reviewing and updating this SOP annually.

B.
All DVM and contract personnel shall be responsible for reading and complying with the provisions herein.

C.
The Animal Care Contract Supervisor shall ensure the provisions of this SOP are adhered to.

IV.
PROCEDURES:

A.
GENERAL PROCEDURES:  

1.
The Contract Supervisor/designee will appoint the individual(s) responsible for conducting each duty run.

2.
The Chief, DAH, or the Contract Supervisor are the only persons authorized to change the duty run or time.

3.
All duty runs will be conducted in a Government vehicle.  No personal business, to include lunch, will be taken during this run without prior approval from the Chief, DAH, or the Contract Supervisor.

B.
SPECIFIC PROCEDURES:

1.
The individual(s) designated as duty driver shall:

a.
Check the Hand Carry box in the lobby of Bldg.  511 for additional instructions;

b.
Conduct the afternoon duty run no later than 1230 hours;
c.
Contact the Chief, DAH, the LACUC Coordinator, and the Distribution Boxes prior to departing for further instructions and/or additional mail;

2.
The following stops are to be made during each duty run:

a.
Bldg. 40- Basement- Mail room,1st Floor – Command Suite, 3rd floor - Vets office (Rm. 3131) Clin Path (3022), 4th floor- Vet Techs' office (Rm. 4020) and offices (Rms. 4019, 4097).

b.
Bldg. T-20- Military and Civilian Personnel and  the Orderly Room (Rm. 280);

c.
MAVS (Bldg 40, Rm. B070)

d.
Logistics (Bldg 40, Rm. B052)

e. 
Supply Store (Bldg 40, Rm. B055)

 
C.
OTHER PROCEDURES:

1.
The vehicles used for the duty run shall be clean at all times both interior and exterior.

2.
The vehicles shall be inspected daily by the Duty Driver to ensure safe operation and fluid levels shall remain at a safe level.  The vehicles shall be fueled as required.  Fuel receipts shall be forwarded to DAH.

3.
The Duty Driver shall notify the Contract Supervisor and the Chief, DAH if he/she is on any medications which may impair driving skills.  If his/her driver's license is inactivated for any reason, the Chief, DAH must be notified immediately.

4.
Other official stops shall be designated as the need arises. 

5.
On a weekly basis a driver will hand-carry designated items to Ft. Detrick, Fredrick Maryland. Stops may include USAMRIID, Bldg 820, Farm etc. as determined by Chief, DAH. The day of the run will be determined by Chief, DAH, but is usually Tuesday. 
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