


PRINCE GEORGE’S COUNTY, MARYLAND 
FIRE/EMERGENCY MEDICAL SERVICES DEPARTMENT GENERAL ORDERS  

Division 02 Apparatus and Equipment  
 

Chapter 32 - Refilling SCBA Cylinders and Hydrostatic Testing  
  January 2010 

 

 POLICY 
 
This General Order shall set forth a policy 
and procedure governing the refilling of Self 
Contained Breathing Apparatus (SCBA) 
cylinders, based upon the manufacturer’s 
safety precautions.  
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 DEFINITIONS 
 
N/A 
 
 PROCEDURES 
 
1. General Guidelines 
 
The following procedures will enhance the 
level of safety provided to all personnel in the 
Fire/EMS Department and are to be followed 
whenever breathing apparatus cylinders are 
refilled: 
 
Visually inspect the cylinder and ensure there 
is no obvious damage to the cylinder.  If there 
is any doubt as to the safety of the cylinder, it 
is to be placed out of service and sent to 
Apparatus Maintenance for inspection. 
 
During the visual inspection, ensure that the 
hydrostatic date is current.  (See the attached 
examples.)  If the cylinder is out of hydro, it 
is to be placed out of service and sent for 
hydrostatic testing.  Carbon-fiberglass 
cylinders are to be tested every five (5) years. 
 
During the visual inspection of carbon-
fiberglass cylinders, ensure that the cylinder 
is within its “useful life.”  Carbon-fiberglass 
cylinders have a useful life of fifteen (15) 

years from the date of manufacture.  (See the 
attached examples.) 
 
Fragmentation containers shall be used 
whenever 4.5 cylinders (4500 psi) are filled.   
Inspect the threads on the cylinder and the fill 
whip to ensure that they are clean and free of 
dirt, and are in good condition. 
 
Cylinders are to be filled at a slow rate to 
reduce the heating of the cylinder caused by 
compression of the air. 
 
To ensure full charge of breathing air 
cylinders, terminate the filling when the 
pressure reaches the service pressure of the 
cylinder.  Allow it to cool to room 
temperature, and then, if necessary, top-off 
the cylinder. 
 
2. Hydrostatic Testing 
 
If you have a cylinder or cylinders due for 
hydrostatic testing, the following procedures 
are to be followed: 
 

• Contact Apparatus Maintenance to 
determine which vendor is to perform 
the test. 

• Complete a shop ticket and record all 
of the cylinders’ serial numbers in 
section 2.  (Note:  multiple serial 
numbers may be recorded on one shop 
ticket.) 

• When the cylinders are delivered to 
the vendor, contact Apparatus 
Maintenance and provide the station 
number, quantity of cylinders being 
delivered and then record the shop 
ticket number in section 2. 
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• Have the vendor date and sign section 

4 of the shop ticket. 
• Retain the last copy of the shop ticket 

(goldenrod) as a receipt. 
• Upon completion of the testing, the 

vendor will contact Apparatus 
Maintenance, which will contact the 
appropriate station for pick-up. 

• The member picking up the 
cylinder(s) shall date and sign section 
3 of the shop ticket and retain the pink 
copy. 

• The vendor shall retain the yellow 
copy of the shop ticket for their 
records, and attach the white copy to 
the invoice upon submittal to 
Apparatus Maintenance for payment. 

 
These procedures shall be posted at the 
cascade system or fill station at each 
Fire/EMS Department station or work 
location. 
 
 REFERENCES 
 
N/A 
 
 FORMS/ATTACHMENTS 
 
PGC Form #58 (Rev. 8/04), Shop Ticket 
 
Cylinder Date of Manufacture and 
Hydrostatic Test Date Locations 
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QUAN DESCRIPTION

 1.

YEAR

1.

2.

3.

4.

5.

6.

  5.
INITIAL DATE:

SIGNED:

P.G.C. FORM #58 (Rev. 8/04)

 

DATE OUT

SIGNED:

 PRE-ACCEPTANCE INSPECTION
 VEHICLE RECORD

MAKE

OUTSIDE SUBLET REPAIRS

ID #:    

TOTAL SUBLET REPAIRS   3. THE ABOVE WORK HAS       OR HAS NOT 

MODEL

MILEAGE

ENGINE OIL LEVEL
ENGINE COOLANT LEVEL
BODY DAMAGE

    BEEN SATISFACTORILY COMPLETED

  4.  PROPERTY RECEIPT

SALE
AMOUNTPART NUMBER

M  __  __  __ __ __
VEHICLE I.D. NUMBER

STATION #

  2.  SHOP TICKET # - DESCRIPTION OF PROBLEM

ENGINE HOURS

ORDER WRITTEN BY:
LABOR

CHARGE

SERIAL NUMBER

DATE IN

TOTAL PARTS

ID #:

SUBLET REPAIRS

MISCELLANEOUS

FUEL LEVEL  -  1/4  -  1/2  -  3/4  -  F    (Circle)

WHITE - APPARATUS MAINTENANCE / CANARY - VENDOR / PINK - USER / GOLDENROD - RECEIPT

DATE:

NAME:

VENDOR NAME

TOTAL PARTS

PAY
THIS
AMOUNT

DATE RECEIVED:

PRINCE GEORGE'S COUNTY FIRE/EMS DEPARTMENT
APPARATUS MAINTENANCE

301-817-3761        301-817-3760 (FAX)

TOTAL LABOR
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Division 02     Apparatus and Equipment 
 

Chapter 33– SCBA Masks and Regulators 
 January 2010 

 

 POLICY 
 
The Prince George’s County Fire/Emergency 
Medical Services (EMS) Department will 
establish a procedure for the prompt 
replacement of Self Contained Breathing 
Apparatus (SCBA) masks and regulators to 
prevent members from remaining out of 
service.   
 
 DEFINITIONS 

        
N/A 

 

 PROCEDURES 
      

1. General  
 
The Fire/EMS Department recently purchased 
new SCBA and issued each 
employee/member their own mask and 
regulator to prevent any issues with infection 
control.  There will be occasions where masks 
and regulators that are lost or damaged will 
require a replacement. 
 
The Duty Chief, Battalion Chief 804 and 
Battalion Chief 803 will be provided six (6) 
regulators and six (6) facepieces of varying 
sizes, which will be maintained in the Duty 
Chief’s vehicle. 
 
2. Procedures 
 
Any employee/member requiring the 
replacement of an SCBA mask or regulator 
due to actions on an emergency incident or 
enroute to an emergency is required to 
contact their immediate supervisor to report 
the status of the equipment. 
 

The Duty Chief will issue a loaner mask 
and/or regulator to the employee/member and 
retrieve the damaged equipment for delivery 
to Apparatus Maintenance.  The Notice of 
Loss or Damage Report form will be 
completed by the Duty Chief and signed by 
the employee/member. 
 
Once the equipment is repaired or replaced, 
Apparatus Maintenance will forward the 
equipment back to the Duty Chief for 
issuance and retrieval of the loaner 
equipment. 
 
The supply of masks and regulators is 
intended for emergency situations only.  All 
other occasions must be handled through 
Apparatus Maintenance during normal work 
hours. 
 
3. Responsibilities 
 
Every employee/member shall be responsible 
to ensure his or her equipment is accounted 
for and functional prior to leaving any 
incident scene. 
 
If a situation cannot be resolved on the scene, 
the supervisor is required to contact the 
Emergency Call Center at 301-583-2200 to 
report the need for equipment replacement. 
 
The Call Center will contact the Duty Major 
with the pertinent information. 
 
 REFERENCES 
 
N/A 
 
 
 FORMS/ATTACHMENTS 
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PGC Form # 556, Notice of Loss or Damage 
Report 
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PRINCE GEORGE’S COUNTY GOVERNMENT 
NOTICE OF LOSS OR DAMAGE REPORT 
DEPARTMENT 
FIRE CODE NO.        
DATE OF LOSS OR DAMAGE 
      

DO NOT WRITE IN THIS SPACE 
 

PROPERTY AFFECTED ESTIMATE OF LOSS 
FILE NO. 

BUILDING OR STRUCTURE  $       
DATE RECORDED 

MOTOR VEHICLE  $       
COVERAGE PERIOD 

OTHER PROPERTY  $       
ACTION TAKEN 

Adjust Subrogate None 

TYPE OF LOSS  
FIRE, WINDSTORM, OR OTHER  
ACCIDENT OR COLLISION  
THEFT  

DESCRIPTION OF PROPERTY AFFECTED 
      

CAUSE OF LOSS OR DAMAGE (Attach Supporting Information) 
      

DATE  8-3-05 SIGNED TITLE  Fire Lieutenant 
DO NOT WRITE – INFORMATION NOTES 

FORWARD IN DUPLICATE TO: 
SAFETY AND INSURANCE MANAGEMENT DIVISION 

Room 5000, County Administration Building 
PGC #556 Rev. 8/78 
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Division 02 Apparatus and Equipment  
 

Chapter 34 – Shop Tickets 
January 2010 

 

 POLICY 
 
This General Order shall set forth a policy 
and procedure for the completion and 
utilization of the Shop Ticket form, P.G.C. 
Form #58 (Rev. 8/04), which will provide: 
 

• A clear description of the required 
repair to the repair facility. 

• A property receipt for the 
vehicle/small tool. 

• A mechanism for checking the 
vehicle/small tool when it is picked 
up. 

 
 DEFINITIONS 
 
N/A 
 
 PROCEDURES 
 
1. General Guidelines 
 
It is necessary that the Shop Ticket form be 
completely filled out; i.e., date, vehicle 
identification number (M number), mileage, 
engine hours, etc. This is especially important 
when the Fire/EMS Department requests 
warranty compensation for mechanical 
repairs conducted by a contract vendor. 
 
The vehicle/small tool in need of repair will 
be accompanied by a Shop Ticket form.  
When the vehicle/small tool arrives at the 
repair facility, a Shop Ticket number must be 
obtained from Apparatus Maintenance and 
placed as indicated in Section #2.  More than 
one Shop Ticket number may be utilized on a 
Shop Ticket form, provided that the repairs 
are for the same vehicle and the same vendor. 

 
Sections #1 and #2 must be completed by the 
requesting individual prior to any work being 
performed, unless otherwise designated by 
the Apparatus Maintenance Manager or his or 
her representative. 
 
When the vehicle/small tool is turned over to 
the repair facility, Section #4 is to be 
completed by the vendor.  This is the 
vendor’s opportunity to review the requested 
repair and inspect the vehicle for obvious 
damage.  The station is to retain the 
goldenrod copy of the Shop Ticket form as a 
property receipt. 
 
The repair facility performing the necessary 
repair work completes the remaining sections 
of the form, with the exception of Sections #3 
and #5.  At the time the vehicle/small tool is 
being picked up, pricing may not be 
available.  The description of the work 
performed to correct the problem should be 
included in Section #2 for the station’s 
records. 
 
The individual picking up the vehicle/small 
tool from the vendor is responsible for 
inspecting the vehicle/small tool and 
completing Sections #3 and #5.  If work is not 
satisfactorily completed, or damage is 
observed, the vehicle should be left with the 
vendor and Apparatus Maintenance shall be 
notified.  The repair facility is to retain the 
white and canary copies of the Shop Ticket 
and give the pink copy to the station 
personnel.   
 
The original white copy of the Shop Ticket 
form is to be completed and forwarded to 

DIVISION 02 – Apparatus and Equipment 
Chapter 34 – Shop Tickets  

1



PRINCE GEORGE’S COUNTY, MARYLAND 
FIRE/EMERGENCY MEDICAL SERVICES DEPARTMENT GENERAL ORDERS  

Apparatus Maintenance with the original 
invoice; the canary copy is for the vendor. 
 
 REFERENCES 
 
N/A 
 
 FORMS/ATTACHMENTS 
 
PGC Form #58 (Rev. 8/04) 
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QUAN DESCRIPTION

 1.

YEAR

1.

2.

3.

4.

5.

6.

  5.
INITIAL DATE:

SIGNED:

P.G.C. FORM #58 (Rev. 8/04)

 

DATE OUT

SIGNED:

 PRE-ACCEPTANCE INSPECTION
 VEHICLE RECORD

MAKE

OUTSIDE SUBLET REPAIRS

ID #:    

TOTAL SUBLET REPAIRS   3. THE ABOVE WORK HAS       OR HAS NOT 

MODEL

MILEAGE

ENGINE OIL LEVEL
ENGINE COOLANT LEVEL
BODY DAMAGE

    BEEN SATISFACTORILY COMPLETED

  4.  PROPERTY RECEIPT

SALE
AMOUNTPART NUMBER

M  __  __  __ __ __
VEHICLE I.D. NUMBER

STATION #

  2.  SHOP TICKET # - DESCRIPTION OF PROBLEM

ENGINE HOURS

ORDER WRITTEN BY:
LABOR

CHARGE

SERIAL NUMBER

DATE IN

TOTAL PARTS

ID #:

SUBLET REPAIRS

MISCELLANEOUS

FUEL LEVEL  -  1/4  -  1/2  -  3/4  -  F    (Circle)

WHITE - APPARATUS MAINTENANCE / CANARY - VENDOR / PINK - USER / GOLDENROD - RECEIPT

DATE:

NAME:

VENDOR NAME

TOTAL PARTS

PAY
THIS
AMOUNT

DATE RECEIVED:

PRINCE GEORGE'S COUNTY FIRE/EMS DEPARTMENT
APPARATUS MAINTENANCE

301-817-3761        301-817-3760 (FAX)

TOTAL LABOR
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Division 02 Apparatus and Equipment  
 

Chapter 35 – Support Vehicle Assignment and Usage 
  January 2010 

 

 POLICY 
 
This General Order shall set forth the policy 
and procedures governing the use of County-
owned vehicles and privately owned vehicles 
within the fleet. Moreover, this General Order 
shall govern both the emergency and 
nonemergency use of support vehicles 
operated by Prince George’s County 
Fire/EMS Department members. Personnel, 
offices, and stations assigned a County-
owned vehicle, a vehicle supported by the 
County, or operating a privately owned 
vehicle within the fleet, shall adhere to all of 
the policies and procedures herein. 
 
It is the policy of the Prince George’s County 
Fire/EMS Department that all personnel and 
volunteer members operate passenger 
vehicles and light trucks in a responsible, cost 
effective, and accountable manner.   
 
 DEFINITIONS 
 
Passenger Vehicle – A sedan registered as an 
emergency vehicle with the Motor Vehicle 
Administration and equipped with emergency 
lights and siren. 
 
Light Truck – A pick-up truck or sport 
utility vehicle (SUV) registered as an 
emergency vehicle with the Motor Vehicle 
Administration and equipped with emergency 
lights and siren. 
 
County Vehicle – A vehicle owned by the 
Prince George’s County government. 
 
County-supported Vehicle – A vehicle 
owned by a non-profit volunteer entity that is 

insured, and/or maintained, and/or fueled by 
Prince George’s County. 
 
Corporation-supported Vehicle – A vehicle 
used for emergency operational purposes 
fully supported by a volunteer corporation in 
which there are no County funds used for 
purposes including, but not limited to, 
insurance, maintenance and/or fuel for the 
vehicle.  
 
Career and Volunteer Chief Officer – 
Officers at the rank of Battalion Chief or 
above. 
 
 PROCEDURES 
 
1. General Information 
 
County-supported vehicles assigned to 
persons, offices, or stations are primarily for 
Fire/EMS usages or related County business.  
A County-supported vehicle that is insured, 
maintained, or fueled by the County shall be 
done so primarily for Fire/EMS usages or 
related County business.  Furthermore, 
privately-owned vehicles that are routinely 
used for unrelated purposes shall be 
maintained at the owner’s expense. 
 
County-owned support vehicles shall be made 
available for use by career personnel through 
mutual arrangement by the Station Chief and 
career officer. 
 
County vehicles, County-supported vehicles 
and Corporation-supported vehicles that are 
assigned directly to a person or a station, shall 
be used for operational purposes, and shall be 
properly maintained and operated in a 
responsible manner at all times.  
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Supervisors are to ensure that County 
vehicles assigned to a station or office are 
appropriately maintained and operated at all 
times. Operators of any County, County-
supported or Corporation-supported vehicle 
are responsible for payment of fines 
associated with any traffic tickets (red light, 
parking, speeding etc.) incurred while 
operating the vehicle.   
 
Vehicle operators must complete and 
acknowledge the information on the Vehicle 
Assignment Request form and complete the 
appropriate forms as outlined in County 
Administrative Procedure 610.   
 
Appropriate paperwork will be completed and 
submitted to the Apparatus Maintenance 
Division. Apparatus Maintenance will route 
the appropriate paperwork for Career 
employees through the Fiscal Affairs office.  
 
2. Authorized Operators 
 
County vehicles and County-supported 
vehicles shall only be operated by County 
employees or volunteer members, authorized 
by the company’s Volunteer Chief.  
Operators must have a valid Maryland 
Driver’s License, or a valid license from the 
military or state of residence for the class of 
vehicle assigned.  
 
Vehicle operators shall obey all laws and 
procedures pertaining to the operation of the 
motor vehicle. Vehicle operators must 
immediately report to the Fire Chief or 
his/her designee, in writing, license 
suspensions or revocations and arrange to 
turn in any County or County-supported 
vehicle upon losing his/her driving privileges.  
 
3. Use Restrictions 
 
Excluding emergency response, official 
business, or incidental travel, County vehicles 

and County-supported vehicles shall not 
normally operate outside of the County 
without prior approval of the County Fire 
Chief or his/her designee. Any instance which 
requires overnight use of a County vehicle or 
County-supported vehicle outside of the 
County must receive prior approval of the 
County Fire Chief or his/her designee. 
Furthermore, County vehicles and County-
supported vehicles shall not be used by 
volunteer members as a commuter vehicle for 
outside employment. 
 
Fuel allocation for County vehicles and 
County-supported vehicles assigned to 
Volunteer Corporations is not to exceed an 
average of one hundred (100) gallons of fuel 
per month, per vehicle.  If fuel usage is more 
than the allotted amount, it shall be the 
responsibility of the Volunteer members to 
fund additional fuel costs.  
 
County funds may not be used for additional 
fuel costs.   
 
4. License Tag and Registration 
 
Issued license tags and registration shall not 
be removed from the vehicle. 
 
5. Corporation-supported Vehicles 
 
Corporation-supported vehicles that are 
allowed to operate as part of the 
Departmental fleet, used for emergency 
operations, shall adhere to the following: 
 

• Fuel for Corporation-supported 
vehicles shall be the responsibility of 
the Volunteer Corporation.   

• County funds may not be used for fuel   
• Personnel operating any vehicle 

covered in this General Order shall 
adhere to all Departmental policies. 

• Chief Officers are responsible to 
ensure that all operational vehicles 
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undergo the appropriate preventive 
maintenance as outlined in 
Departmental policies.     

• Upon request, Volunteer Corporations 
shall provide vehicle check sheets, 
Maryland State Inspection 
certification, and/or a copy of a 
stamped Maryland Motor Vehicle 
Administration Form #VR-26 
approving the vehicle as an 
emergency vehicle. 

• Information regarding response 
capable vehicles shall be reported to 
Apparatus Maintenance. Vehicles not 
reported may not be used for 
emergency Operations.   

• Corporation-supported vehicles are 
exempt from the vehicle assignment 
requirements outlined in this policy.  

 
6. Vehicle Assignments 
 
All County-supported vehicles will be 
assigned to one of the following categories: 
 

• Personal Use 
• Take Home 
• Workday Use/Station Assigned 
• Partial Commute 

 
7. Personal Use 
 
Personal vehicle usage is reserved solely for 
the Prince George’s County Fire Chief, unless 
he or she designates and authorizes another 
Fire/EMS Department member personal use 
of a vehicle. 
 
8. Take Home  
 
Take Home usage of a vehicle permits an    
authorized operator to take a County vehicle 
or a County-supported vehicle home and 
commute between home and office/station.   
 

Take Home usage of a vehicle is permitted as 
follows: 
 

• Take Home usage is restricted to 
personnel who reside in Prince 
George’s County, with the exception 
of Canine Handlers and personnel 
authorized by the Fire Chief, who may 
exercise take home vehicle usage 
whether County or non-County 
residents.   

• Career/Volunteer Chief Officers, Fire 
Investigators, and Bomb Technicians 
who reside in Prince George’s County 
are allowed Take Home usage.      

• Career/Volunteer Chief Officers, 
Bomb Technicians, Canine Handlers 
and Fire Investigators who are 
participating in Take Home vehicle 
usage must be available to respond to 
calls, while off duty or when not 
normally performing volunteer duties.   

• Take Home usage for all other County 
and County-supported vehicles is 
prohibited. 

 
9. Workday Use 
 
Workday use of a vehicle is reserved for 
some Volunteer Officers/members, Captains, 
Lieutenants, Special Hazards Inspectors, Fire 
Inspectors, Civilians, or support personnel 
and is allowable solely for carrying out the 
day-to-day business of the Fire/EMS 
Department. 
 
Vehicles assigned to authorized operators for 
workday use shall be parked at his or her 
respective work site at the close of each 
regularly scheduled workday.   
 
County vehicles and County-supported 
sedans and utility vehicles are assigned to 
Fire/EMS Department fire stations. These 
vehicles shall only be operated by the 
authorized operators assigned to the 
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respective fire station. Use is allowed solely 
for the purpose of conducting Fire/EMS 
Department business.  
 
10. Partial Commute 
 
Partial commute use of a vehicle is reserved 
for Volunteer and Career Command Officers, 
Fire Investigators and Bomb Technicians who 
are not County residents. Vehicle usage for 
partial commuters is allowable only during 
his/her scheduled hours or for conducting 
official Fire/EMS Department business. 
Vehicles assigned to authorized operators for 
partial commute shall be parked at any Prince 
George’s County facility that is convenient 
for the individual to whom the vehicle is 
assigned. Assigned vehicles shall be parked at 
the chosen site at the close of each regular or 
assigned workday, or at any time when the 
authorized operator is not conducting official 
Fire/EMS Department business. Furthermore, 
assigned vehicles may be retrieved at the start 
of the authorized operator’s regularly 
scheduled workday or times when he/she will 
be conducting official Fire/EMS Department 
business. 
 
11. Battalion Support Vehicles 
 
Battalion support vehicles are County 
vehicles assigned to the Battalion Chiefs and 
are available to any station within the 
respective battalion, when needed. It is the 
Battalion Chief’s responsibility to determine 
where the vehicle will be housed, and ensure 
that daily upkeep and preventative 
maintenance is performed on the vehicle.  
This assigned vehicle will aid in fulfilling the 
duties and responsibilities of the respective 
station’s day-to-day operations. 
 
12. Maintenance 
 
Authorized operators and supervisors shall 
ensure that sedans and light duty trucks are 

inspected for mechanical operation and that 
the proper maintenance is performed on such 
vehicles. 
 
Preventative Maintenance  
  
For County vehicles and County-supported 
vehicles, in order to comply with the 
preventive maintenance (PM) schedule, it is 
suggested that appointments are scheduled 
with Central Services, Fleet Management 
Division, every six (6) months or 5,000 miles, 
whichever comes first. Fleet Management is 
authorized to prohibit vehicles that are 
overdue for PM from receiving fuel 
privileges, until the vehicles are serviced.         

 
Each vehicle shall be inspected on a biweekly 
basis. Moreover, the supervisor shall 
administer and maintain the biweekly reports 
and ensure that any deficiencies are corrected. 

 
Mechanical Repairs 
 
Mechanical deficiencies that affect safety or 
impede the operation of the vehicle shall be 
immediately reported and/or repaired.  For 
County vehicles and County-supported 
vehicles arrangements shall be made through 
the Central Services Fleet Management 
Division to have the vehicle repaired. 
However, those deficiencies that do not affect 
the safety of the operator shall be addressed 
during next regularly scheduled preventive 
maintenance appointment. 
 
13. Vehicle Readiness 
 
To ensure that every vehicle operates 
properly, all personnel and volunteer 
members shall adhere to the following: 
 

• Fuel level shall not be lower than one-
half tank. 

• Oil level shall be kept at the full mark 
and checked at each fueling. 
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• Battery shall be inspected to ensure 

that the battery water level is at its 
proper level, or on "maintenance free 
batteries," the green light is being 
transmitted through the inspection 
indicator. 

• Radiator coolant shall be maintained 
at no less than the cold level marking 
on the coolant overflow tank. 

• Power steering level shall be kept on 
full mark. 

• Maintain cleanliness of vehicle, 
interior and exterior. 

• Maintain the air pressure in the tires in 
accordance with the manufacturer's 
recommendations. 

• Vehicle shall be locked when left 
unattended. 

• No modifications shall be made to 
County vehicles without the approval 
of the Fire Chief. 

• The vehicle shall be serviced for 
preventive maintenance every six (6) 
months or 5,000 miles, whichever 
occurs first. 

 
 REFERENCES 
 
Administrative Procedure 610 
 
 FORMS/ATTACHMENTS 
 
PGC Form #923, Vehicle Assignment 
Request  
 
PGC Form #3279, Vehicle Operator’s 
Official Log  
 
 



---------

--- --- ---

------------- ----------

-------------- -------- -----------

PRINCE GOORGE I S CXXJNI"f GOVERNMENI' 
VEHICLE ASSIGNMENT REOUEST 

(Passenger Vehicles Only) 

'ro: Chief Administrative Officer	 Date 

'llIRU: Director, central services (Attn: County Fleet Administrator) 

FRCM: Agency	 Flgency Number _ 

1.	 Type Assignment: 2. Vehicle Class: 
a.	 Designated Workday Use a. Administrative 
b.	 Designated Partial Commute b. Emergency Marked 
c.	 Designated Take-hone c. Emergency Unmarked 
d.	 Designated Personal 

3.	 Vehicle Description: 
a.	 Type: Sedan , Truck , Other ---::---,.-----=b.	 Size: Standard , Intermediate , Compact , SUbcompact 
c.	 Year , Manufacturer , Mcd.el . _ 
d.	 Dept. Vehicle No. Tag No. 
e.	 Vehicle purchased with: County , State , Federal funds. 
f.	 Tv.o-Way Radio yes __ no, Car fhone --- yes no. 

4.	 Assignment: 
a.	 individual's Name b. Duty Position 

5.	 Location: Vehicle Parked During Non-lAIty Iburs at 
Street City County 

6.	 Estimated Vehicle Utilization: 
a.	 Business use per day: miles, hours. 
b.	 Round Trip mileage fran location shown in par. 5, arove to initial officially assigned 

\\ark location at Miles -.....,...--­
c.	 Personal Use other than CO'mlUting - Average per day: miles, hours. 
d.	 Total per day: miles~ hours. 
e.	 Number of after duty hour "on-call" resp::>nses per nonth: 
f.	 Maintenance and operating costs: County , State , Federally funded. 

7.	 Justification: 

Signature of Assigned Vehicle Operator 

Distrib..1tion: White - CAD-CFA 
Green - CAO-Finance Signature of Agency Head 
Canary - CAo-Agency 
Pink - CFA 
Goldenrod - Agency 

Chief Administrative Officer 

PGC Form #923 (Rev. 9/88)	 Approved/Disapproved Date: 



PAYROLL CONTROL NUMBER 
PAGE OF 

THE PRINCE GEORGE'S VEHICLE J.D. NUMBER u· ~ 0 z • c: 
~.; z COUNTY GOVERNMENT ""., ....'. -<IIIIIJJJII {;"'RYl...j.o/ VEHICLE OPERATOR'S OFFICIAL LOG 

AGENCy: _ 

DATE OPERATOR 
DESTINATION AND 
NATURE OF TRIP 

ODOMETER MILEAGE BREAI<DCMN 
BEGIN END OFFICIAL PERSONAL 

BEGINNING ODOMETER ----------) 

ENDING ODOMETER -----------------------)
TOTAL MILES DRIVEN 

NOTE: To comply with Internal Revenue Regulations and 
Prince George's County Administrative Procedures, this 
log must be kept current and turned into your Agency. 

OPERATOR'S SIGNATURE 

DISTRIBUTION: WHITE Copy - Payroll 
YELLOW Copy - Agency 

PINK Copy - Operator 
AGENCY VEHICLE COORDINATOR 

POe Form #3279 (Rev. 5/91) 
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Division 02 Apparatus and Equipment  
 

Chapter 36 – Tire Pressure  
  January 2010 

 

 POLICY 
 
This General Order shall set forth a policy 
and procedure to establish tire pressures for 
all vehicles, in order to alleviate insufficient 
tire inflation. 
 
 DEFINITIONS 
 
N/A 
 
 PROCEDURES 
 
1. General Guidelines 
  
Passenger vehicles, utilities and similar units 
will maintain the recommended tire pressure 
as indicated by the manufacturer of the 
particular vehicle. This information can be 
obtained from the identification sticker on the 
driver’s door, door assembly, or glove 
compartment door. 
 
Ambulances equipped with 245/70R19.5 tires 
shall maintain 85 psi for the front and rear 
tires. 
 
Pumpers, squads, ladder trucks, and 
specialized heavy duty apparatus shall 
maintain the following suggested tire 
pressures: 
 

• LT215/85R16/Load Range “D” rated 
tire-65 psi 

• 10 ply/Load Range “E” rated tire-70 
psi 

• 12 ply/Load Range “F” rated tire-90 
psi 

• 14 ply/Load Range “G” rated tire-100 
psi 

• 16 ply/Load Range “H” rated tire-115 
psi 

• 18 ply/Load Range “J” rated tire-115 
psi 

 
Correct tire pressure is determined by the 
amount of weight the tire is carrying.  If 
unusual wear is noted due to under/over 
inflation, or if there is a special tire 
application not listed, contact Apparatus 
Maintenance. The vehicle will be weighed 
and the tire pressure adjusted accordingly. 
 
 REFERENCES 
 
N/A 
 
 FORMS/ATTACHMENTS 
 
N/A 
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Division 02 Apparatus and Equipment  
 

Chapter 37 – Tire Replacement Standards  
January 2010 

 

 POLICY 
 
This General Order shall set forth a policy 
and procedure established governing the 
standard for tire replacement, in order to 
maintain safe performance and optimum 
wear. 
 
 DEFINITIONS 
 
N/A 
 
 PROCEDURES 
 
1. General Guidelines 
 
Tires shall be measured, utilizing a tire tread 
depth gauge, at the points illustrated on the 
attached sheet. Use the tread pattern on the 
attached sheet most similar to the tire tread 
pattern on the vehicle, if an exact match is not 
possible. The tread depths shall be measured 
in the grooves illustrated and at three (3) 
equally spaced intervals around the 
circumference of the tire, and then averaged. 
 
Tires not meeting minimum tread depth shall 
be replaced with new tires as soon as 
detected. 
 

• Support Vehicles (Utility vehicles and 
passenger cars) 

 Tires shall not be replaced 
when tread depth is in excess 
of 5/32 of an inch.   

 
• Emergency Response Apparatus 

(Pumpers, ladder trucks, squads, 
ambulances, special units and brush 
trucks) 

• Tires on the steering axle shall not be 
replaced when tread depth is in excess 
of 6/32 of an inch.  Steering axle tires 
shall be equipped with a highway 
design, minimum of three (3) major 
grooves or appropriate tread design as 
approved by the Manager at 
Apparatus Maintenance. 

• Tires on the drive axle shall not be 
replaced when tread depth is in excess 
of 4/32 of an inch.  Tires installed on 
the drive axle shall be equipped with a 
“block” tread design.   

• Each axle shall carry the same type of 
tread pattern. 

 
Damaged tires shall be repaired when the 
repair leaves the tire in a safe condition. Tires 
that have been removed due to damage or 
depth wear will be disposed of by the contract 
vendor. 
 
 REFERENCES 
 
N/A 
 
 FORMS/ATTACHMENTS 
 
Tire Tread Depth Measurement Points Sheet 
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Goodyear G149 Goodyear G286 Goodyear G647 Goodyear G291

Continental HTR Continental HSR Goodyear G622 Goodyear G164

Goodyear G124 Goodyear RHD Continental HDL Continental HDR

A tire tread depth gauge should be used to measure the tread depths of 
the tires at the positions indicated above. These measurements should 
be taken at three equally spaced positions around the circumference of 
the tire and then averaged. If a picture of the exact tread pattern is not 
present above, utilize the tread pattern closest to the tire on the vehicle.
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Division 02 Apparatus and Equipment  
 

Chapter 38 – Vehicle Modifications/Alterations  
  January 2010 

 

 POLICY 
 
This General Order shall set forth a policy 
and procedure established in order to 
maintain a threshold of safety when 
nonstandard parts or components are utilized 
for evaluation purposes on any and all 
Fire/EMS apparatus. 
 
 DEFINITIONS 
 
N/A 
 
 PROCEDURES 
 
1. General Provisions 
 
Apparatus Maintenance must approve all 
vehicle modifications/alterations that would 
be considered experimental and/or 
prototypes. 
 
This approval must be requested in writing 
prior to the modifications/alterations being 
made to the apparatus.  The request must 
include the following: 
 

• Description of the 
modification/alteration. 

• Who is requesting the modification/ 
alteration (i.e., component 
manufacturer, chassis manufacturer, 
etc.). 

• The reason for the 
modification/alteration. 

• The established criteria to monitor and 
evaluate the modification/alteration. 

• Period of time the 
modification/alteration will be 
evaluated. 

• Probable consequences if the 
modification/ alteration was to fail or 
malfunction. 

• The person(s) and/or corporation 
accepting the liability for any and all 
damage and personal injuries resulting 
from a failure due to the 
modification/alteration. 

 
Once the approval is granted, all 
documentation in accordance with the 
established criteria to monitor and evaluate 
the modification/alteration must be submitted 
to Apparatus Maintenance with the monthly 
Vehicle Inspection Report Form. 
 
Should any failure, malfunction or unusual 
operation or appearance occur, the vehicle is 
to be placed out-of-service, and Apparatus 
Maintenance is to be notified immediately. 
 
 REFERENCES 
 
N/A 
 
 FORMS/ATTACHMENTS 
 
PGC Form #3947, Monthly Vehicle 
Inspection Report Form  
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Division 02 Apparatus and Equipment  
 

Chapter 39 – Vehicle Exhaust Systems  
  January 2010 

 

 POLICY 
 
This General Order shall establish 
requirements for exhaust systems, in 
accordance with the Maryland Vehicle Law. 
 
 DEFINITIONS 
 
N/A 
 
 PROCEDURES 
 
1. General Provisions 
 
Under Maryland Vehicle Law, there are two 
(2) sections that mandate requirements for 
exhaust systems. 
 
Under Title 23, Subtitle 3, Preventative 
Maintenance Program: 
 
Vehicles upon inspection will be failed if the 
exhaust system is found to be broken, 
cracked, leaking, missing or perforated. 
 
Under Title 22, Sections 22-609,   
Modifications of Exhaust System: 
 
A person may not modify the exhaust system 
or any other noise abatement device in such a 
way that the noise emitted by the vehicle 
exceeds that emitted by the vehicle as 
originally manufactured nor will a person 
drive a vehicle on any highway of the State 
with an exhaust system or noise abatement 
device modified. 
 
No Fire/EMS Department vehicles shall have 
their exhaust systems modified.   
 

Should any Fire/EMS Department vehicles 
already be modified, those vehicles are to be 
placed out of service until such time as the 
exhaust systems are in compliance with the 
Maryland Vehicle Law. 
 
 REFERENCES 
 
Maryland Vehicle Law, Title 23, Subtitle 3, 
Preventative Maintenance Program 
Maryland Vehicle Law, Title 22, Sections 22-
609, Modifications of Exhaust System 
 
 FORMS/ATTACHMENTS 
 
N/A 
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Chapter 40 - Apparatus Acquisition and Major Repairs 
 January 2010 
 

 POLICY 
 
This General shall provide guidelines for 
Volunteer Corporations purchasing apparatus 
for operational uses and/or to provide fire 
suppression, rescue and/or emergency 
medical services within Prince George’s 
County.   
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 DEFINITIONS 
 
Apparatus - Vehicles with greater than 
10,000 pounds Gross Vehicle Weight, used 
for emergency operations to provide 
Fire/EMS services within Prince George’s 
County.   
 
Deadlining – Instances in which a piece of 
apparatus is permanently placed out of 
service for a variety of  reasons including, but 
not limited to, age, costs of maintenance, 
costs of repair, or damages beyond repair.   
 
Specialty Vehicles - Vehicles, trailers, or 
combination units used for emergency 
operations to deliver Fire/EMS services 
within Prince George’s County. 
 
Apparatus Review Committee - A 
committee established by the Fire Chief to 
develop and maintain apparatus 
specifications, review requests for the 
acquisition of apparatus and determine the 
feasibility of maintaining older apparatus.   
 
The committee will consist of the Lieutenant 
Colonel for Support Services, the Manager of 
Apparatus Maintenance, the Safety Officer, 
representatives from the Fire Commission, 

Local 1619, the Prince George’s County Fire 
and Rescue Association, Emergency 
Operations, and Fiscal Affairs. Moreover, the 
committee may select subject matter experts 
(i.e. individuals specializing in water crafts, 
ambulances or other specialty units) to serve 
on the committee as non-voting members.      

 

 PROCEDURES 
     

1. General Provisions 
 
The Apparatus Review Committee shall 
develop the minimum apparatus 
requirements, which will to be used by all 
Department personnel who operate apparatus 
for the purposes of fire suppression, rescue, 
and emergency medical services.  The 
established minimum requirements will 
ensure that all acquired apparatus meet safety 
and industry standards, as well as set a 
County standard for apparatus. 
 
Furthermore, the established minimum 
apparatus requirements will aid in the 
coordination of Prince George’s County 
Fire/EMS Department activities with those of 
the Volunteer Corporations that operate under 
the Department.   
 
2. Newly Acquired Apparatus 
 
Irrespective of the funding sources of 
apparatus purchases, all apparatus must meet 
the requirements as outlined by the Apparatus 
Review Committee and be approved by the 
Fire Chief prior to responding on any 
emergency operation calls. Apparatus that is 
not approved shall be prohibited from 
responding on emergency operation calls. 

Chapter 40 – Apparatus Acquisition and Major Repairs 
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Before signing an agreement to acquire fire 
and rescue apparatus, volunteer corporations 
must provide the Fire Chief with a written 
notice of the Corporation’s intent. The 
notification must include: 
 

• The type of apparatus to be 
acquired/purchased  

• Technical information, including 
specifications 

• Impact statement indicating how the 
apparatus will improve service to the 
community; how it will affect the 
Department’s goals for service 
delivery 

• Whether the Volunteer Corporation is 
requesting County assistance with 
funding for the apparatus  

• Whether the Volunteer Corporation is 
requesting County funding for 
insurance, maintenance, and/or fuel 

• An estimate of the complete annual 
operating costs, including 
maintenance 

 
The Apparatus Review Committee will 
ensure compliance with this General Order 
and may request additional information or 
clarification on submitted information in 
order to appropriately make recommendations 
to the Fire Chief.   
 
3. Major Apparatus 
 Repairs/Maintenance 
 
Apparatus repairs meeting the following 
criteria shall require the Apparatus Review 
Committee to make recommendations to the 
Fire Chief regarding repairs or deadlining the 
apparatus: 

DIVISION 02 – Apparatus Maintenance 2

 
• Apparatus in need of major repairs. 

Major repairs are to be defined as any 

apparatus that is within 5 years of its 
recommended replacement cycle: 

 15 years for Engines 
 15 years for Squads 
 20 years for Aerial Apparatus 
 25 years for Specialty 

Equipment 
• Repair costs are over 25% of the fair 

market value over a two year period 
or when the cost is over 50% of the 
fair market value in any given year.  
Fair market value will be determined 
by the committee by prorating the cost 
of the vehicle with the age of the 
vehicle using the proposed life span of 
the vehicle as a base, i.e., an engine, 
with a proposed life span of 15 years 
purchased for $100,000 is worth 
$50,000 when it is 7½-years old.          

 
The Apparatus Review Committee should 
take into account any requests for new 
apparatus when making recommendations 
about repairing existing apparatus.   
 
The Apparatus Review Committee may 
periodically request information from 
Volunteer Corporations to determine the 
original cost of the apparatus.  If the 
information can not be obtained, the 
Apparatus Review Committee can make its 
own determination of the value of the 
apparatus.  In such instances, the Apparatus 
Review Committee will be required to advise 
the Fire Chief by what means they made their 
determination.    
 
 REFERENCES 
 
N/A 
 
 FORMS/ATTACHMENTS 
 
N/A 
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Chapter 41 – Opticom Program  
  January 2010 

 

 POLICY 
 
This General Order shall ensure that all 
Prince George’s County citizens and 
members of the Prince George’s County 
Fire/Emergency Medical Services 
Department are equally protected by the 
benefits of the Opticom system. This General 
Order addresses the policy that the 
Department Coordinator(s), appointed by the 
Fire Chief, will be responsible for 
maintaining an accurate list of current and 
newly installed intersections. Each new traffic 
light installation, as supplied by State 
Highway Administration (SHA) officials, will 
be added to a list for evaluation of inclusion. 
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 DEFINITIONS 
 
N/A 
 
 PROCEDURES 

              
1. Requests for Installation 
 
All requests for intersection inclusion should 
be sent through the chain-of-command to the 
Department Coordinator. The Department 
Coordinator will forward the appropriate 
information to the Fire Chief for final 
approval and submission to the State. SHA 
will not accept individual requests from other 
sources. 
 
NOTE: Requested Intersections – Only state 
maintained roads and/or intersections are 
considered for installation by SHA. 
 
Intersections for which personnel request 
Opticom installation will be evaluated for 

inclusion in the program based on the 
following criteria: 
 

• Ongoing physical evaluation by the 
Department coordinator or his/her 
designee 

• Local and/or State criteria and 
warrants, as well as other traffic 
information, i.e. changes in traffic 
patterns or new housing developments 

 
The selection process for inclusion in the 
annual submission to SHA will be based on 
the following information: 
 

• Meets Statewide criteria/warrants 
• Specific local information 
• Department Coordinator’s information  

that is in the best interest of all 
citizens of Prince George’s County, as 
appropriate 

 
NOTE:  The final decision for installation 
rests with SHA, which coordinates all 
requests from the entire State. 
 
2. Distribution of Hardware 
 
Receiving Cameras  
 
SHA workers will install receiving cameras at 
strategic points, in selected intersections.  
Camera positioning will be dictated by 
appropriate response routes, as provided by 
station personnel, and evaluated by the 
Department Coordinator. 
 
NOTE:  Personnel should be aware that SHA 
also installs non-preempting Opticom 
cameras to aid in mass transit traffic 
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movements. While these devices appear the 
same as public safety preempting ones, they 
do not receive the same signal and are not 
affected by our emergency emitters. The 
devices are able to receive both signals and 
differentiate between the two, but they are not 
currently set up in that fashion. There are 
approximately 20 mass transit cameras 
installed in the County. We are working to 
upgrade the Opticom performance at these 
intersections. 

 
2. Apparatus Emitters 

 
Individual volunteer corporations may 
purchase apparatus emitters through a “3M” 
vendor of their choice. SHA may supply a 
limited number of emitters for each installed 
intersection, based on State funding levels.  
Any emitters supplied in this manner will be 
distributed by the Department Coordinator on 
an as needed basis. In either case, installation 
of emitters should be coordinated through the 
Department Coordinator and Apparatus 
Maintenance. 

 
3. Training Requests 
 
Requests for training should be directed to the 
Department Coordinator, and will be 
conducted on an as needed basis. 
 
 REFERENCES 

 
N/A 
 
 FORMS/ATTACHMENTS 
 
N/A 
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