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NORFOLK SOUTHERN CORPORATION

PREFACE

These rules and instructions govern the use, operation,
and care of all trucks and automobiles of Norfolk Southern
Corporation, Norfolk Southern Railway Company, and affil i-
ated companies, all referred to herein collectively {or conve-
nience as the "Company." Every driver operating a Company
vehicle must be familiar with these rules and instructions
and carry a copy of them in the vehicle for ready reference.

While rules and instructions are written t0 provide clear
direction, occasionally situations arise that are not specifi-
cally covered. Under these conditions, the operator of a vehi-
cle should pursue the safest course of action'

Further instructions may be issued by proper authority.

osR
D. R. Goode
Chairman, President and Chief Executive 0fficer
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GUIDELINES TO SAFE VEHICLE OPERATION

1. DRM A SAFE VEHICLE. Before using a vehicle,
check the brakes, tires, lights, rearview mirrors, and seat
belts. Make weekly inspections of windshield wipers, steer-
ing, speedometer, horn, turn signals, and stop lights.
Correct any item not in proper working order.

2. MAINTAIN plenty of ventilation in your vehicle.
Smoking is not permitted in company vehicles.

3. DRIVE DEFENSIVELY - There are numerous potential
accident situations. Practice thinking of all possible danger
situations and how to cope with each as you drive along.

4. DRIVE C0URTE0USLY - Give the other driver a
break. This pays dividends emotionally.

5. DRIVE SKILLFULLY - Look well ahead, keep the
whole traffic scene in view, and avoid driving in the blind
spot of other vehicles.

6. DRIVE UNDER CONTROL

. Do not speed.

. lf affected by drowsiness, highway hypnosis or
daydreaming - STOP.

. When on longer trips, stop approximately every
two hours, get out of vehicle, and exercise (stretch
and walk) to reduce fatigue and increase alenness.

. Don't let traffic conditions or other drivers irrilate
v0u.



GENERAT RULES AND REGULATIONS

1. Vehicles are furnished for handling Company busi-
ness only. Non-business trips are prohibited. Unauthorized
persons may not ride in or on Company vehicles.

2. lt is the responsibility of the driver to be fully quali-
fied and have the proper, current operator's license when dri-
ving any Company vehicle. A passenger occupying the front
seat must be alert to driving conditions and remind the dri-
ver of safe driving procedures when conditions require.

3. Any employee driving a Company vehicle must com-
ply with all applicable traffic laws and government regula-
t ions.

4. An employee must not operate a vehicle while phys-
ically unfit, or while ability or alertness is impaired by fatigue
or il lness, or while under the influence of alcohol, other
intoxicants or prohibited drugs or substances, or while tak-
ing any medication that may influence one's ability to drive.

5. The driver is responsible for the safety of passen-
gers. The following must be observed:

. Passengers may not enter 0r exit a moving vehicle
except in case of emergency.

. Passengers must enter and exit by curbside
door(s) where practicable.

. Passenger and load capacity of the vehicle must
not be exceeded.

. Throwing anything from a moving vehicle is pro-
hibited.

. No one may ride on 0r near material that has the
ootential to shift.

. g6supants must not ride with any part of their
body outside the vehicle.

. Passengers may not ride in a closed vehicle body
where opening doors from inside is not possible'

. Passengers may not ride in the body of a dump
truck or the bed of a truck while the vehicle is
being operated on public roads or highways.

N0TE: Before riding in the body of a dump truck,
the dumping mechanism must be made inopera-
tive and the dump bodY made secure.

6. Operators must see that all occupants are seated and
that when vehicles so equipped are in motion, seat belts are
used. Exception: The use of seat belts are not required when
vehicle is operated on-track (equipment for rail mounted
operation of highway vehicles is in use).

Vehicles with Air Bags - The driver must be familiar
with the information contained in the vehicle manufacturer's
manual and with all air bag warning labels contained in the
vehicle. The driver must ensure cornpliance by passengers in
the vehicle. lf a Company vehicle is equipped with an
"0N/0FF" switch for passenger side air bags, then it is the
responsibility of the operator to ensure that the switch
remains in the '0N' position unless transporling a passen-
ger in the front passenger seat who meets federal govern-
ment deactivation criteria - that is, people with certain med-
ical conditions and infants or young children.

7. Before moving a vehicle, the driver must adiust mir-
rors to provide maximum visibility and look back, to each
side, and ahead to see if clearances are adequate. Backing a
vehicle withoul providing back-up protection, consisting of a
person on the ground for that purpose, is prohibited.
Exceptions: (a) Does not apply to automobiles and other
vehicles wiih an unobstructed view t0 the rear, (b) When the
operator is alone, vehicle speed may not exceed normal



walking speed and the movement must be preceded by a
visual check of the back-up route.

8. Drivers must place a red flag 12 inches square (day)
or red light visible 500 feet (night) on end of material that
extends 3 feet or more beyond the end of a vehicle.

9. Gasoline or other flammable liquids must not be
stored or transported in the passenger compartment, 0r any
non-vented compartment, of company vehicles. When
duties require transporting such material, SAFETY CANS
bearing approval labels from Underwriters Laboratory (UL)
or Factory Mutual (FM) must be used and properly secured.
Fire extinguishers must be readily available, ventilation must
be maintained, and protection against fire assured.

10. lt is the driver's responsibility to display warning
devices for disabled vehicles as required by applicable laws.

The following equipment must be placed on each vehi-
cle, so it will be immediately accessible in an emergency:

.0n vehicles rated 10,001 pounds and/or fuel
trucks, mechanics truck, welders trucks and on all
vehicles carrying flammable liquids, at least one
13.2 lb., properly fil led, Class B/C dry chemical fire
extinguisher must be mounted on the vehicle at a
conspicuous location and where readily accessi-
ble.

. Where weather conditions warrant, tire chains or
snow tires. Chains and snow tires should be used
simultaneously if severe weather conditions exist.

. Three red fusees properly stored in approved
metal carrying case. See NS Safety Catalog.

. One red flag.

. Reflective triangle warning device(s) conforming

with standards set by the National Highway Traffic
Safety Administration.

. Jack of correct capacity and all necessary tools
(including chocks) required to change tires 0n
vehicles equipped with spare tires.

11. Every vehicle must have inside its glove compart-
ment:

. Gurrent insurance card.

. Registration certif icate.

. Vehicle manufacturer's manual and warranty
book.

. Any other credentials required by the Company or
by other authoritY.

12. Before a Company vehicle is operated on private
property, permission and conditions of use must be obtained
from the property owner or propefty owner's authorized rep-
resentative. Care should be exercised to operate the vehicle
within the agreed conditions and to protect the propefty from
0amage.

13. Company vehicles may be operated only by autho-
rized persons. The employee to whom a vehicle is assigned
is responsible for its operation, maintenance, and appear-
ance.

14. When not in use, a vehicle should be parked in a
conspicuous location in order to discourage vandalism and
theft. When garages are provided, vehicles should be housed
in them. Do not park vehicles equipped with catalytic con-
verters 0n areas with dead vegetation. Where possible, do
not oark within 1 0 feet of anv track.

15. When a vehicle is parked, the engine must be



turned off, "low" or "reverse" gear engaged ( park" if auto-
matic transmission), emergency brake set, and wheels
turned toward the curb. lf necessary, blocks must be placed
under the wheels. The ignition and doors must be lockeci and
keys removed. Windows must be closed. Allowing a vehicle
engine to idle while unattended (driver not at the controls) is
prohibited except for rail gear equipped vehicles when on rail
and vehicles whereby running the engine is necessary to
power auxiliary systems. When required for such work, shift
lever musl be properly seated in the park (automatic trans-
mission) position or neutral position (manual transmission),
parking brake applied and wheels chocked as required.
Employee in charge of the idling maintenance vehicle must
remain in view of the vehicle.

16. When making an emergency stop, the driver must
take appropriate action at once to indicate the ernergency
stop and safeguard against traffic as required by law (reflec-
tive triangle, flags, and/or emergency flashers).

17. When a Company vehicle becomes disabled and
the defect renders the vehicle unsafe to operate, it must not
be moved by other than towing, except to avoid obstructing
traffic or being struck by other vehicles. All known details of
the problem concerning a disabled vehicle must be prompt-
ly reported by the driver to his/her supervisor.

18. lf a flat tire occurs while the vehicle is under way,
the driver must immediately pull off the highway and not
stoo until the vehicle is well clear of traffic lanes. Before a
vehicle is jacked, all occupants must get out, the engine
must be shut off, and one wheel must be double-chocked.
Until the jack is removed, no one must enter the vehicle or
start the engine.

Any use of poftable emergency aerosol tire inflators
which are not specifically labeled "nonflammable" is prohibit-
ed. The use of nonflammable aerosol tire inflators must be
limited to true emergency situations.

19. Employees must not place any part of their body
h

under a iacked vehicle unless vehicle is securely blocked
against falling.

20. The driver must turn on the headlights when he/she
is unable to see a person or object 500 feet ahead (usually
one hour before sunset and until one hour after sunrise).
Headlights must also be turned on as required by state law'
or when windshield wipers are in use due to rain or snow, 0r
when visibility is restricted by fog or other c0nditions.
Daytime running lights do not constitute compliance with the
reouirements of this rule.

2'1. All Company vehicles must be operated slowly and
with caution when passing through school zones and areas
where children play, visibility is limited, or conditions require
eKra care.

22. When approaching a rail-highway grade crossing,
turn the radio off or its volume down and partly open a win-
dow. Before proceeding across any railroad track, the driver
must determine that no trains, engines, cars, 0r on-tract(
equipment are seen or heard approaching from EITHER
DIRECTI0N. The driver must be absolutely sure that traffic
conditions will let the vehicle continue across and clear all
tracks and gates. The driver should not shift gears while
crossing tracks. Under no circumstances should a vehicle be
stopped and permitted t0 stand on a railroad-highway grade
crossing without protection against trains.

23. Vehicles must be kept in gear with clutch engaged
while traveling down grade. Trucks must shift to a lower gear
if conditions warrant. Coasting is prohibited. 0perators
must review owners manual for recommended gearing for
each operating condition.

24. Vehicles musl not be moved while tailgaies or body
doors obscure the taill ights or the driver's vision to the rear.
Tailgates and all doors must be secured so they will not
swing when the vehicle is in motion.



25. Loads must be balanced. Material that has the
potential to shift must be secured. Loads must be placed so
they will not interfere with operation of the vehicle.

26. The driver must be familiar with the load being car-
ried, with the height, width, load limit, and with the weight
limit of the vehicle. The driver must also be familiar with
clearance restrictions applicable to the route. Exceeding any
of these limits is prohibited.

Drivers must exercise care to avoid low bridges, wires,
trees, 0r obstructions. A bridge with a posled load limit less
than the cornbined weight of the vehicle and its contents
must not be crossed.

27. lnteriors of vehicles must be keot clean and free of
nonessential items. When possible, loose articles should be
transpofted in other than the passenger compartment and
objects must not be transported on the rear window deck of
automobiles. Unapproved devices or accessories may not
be applied to any company vehicle.

28. Vehicles must be operated with caution s0 as t0
avoid skidding and hydroplaning.

29. When a vehicle must be operated through water,
the driver should apply the brakes lightly while in the water,
After leaving the water, the brakes should be applied several
times to assure that normal braking power is available.

0perators whose vehicles are so equipped, must
review owners manual for specific instructions governing the
operation of anti-lock brakes.

30. To avoid danger of carbon monoxide poisoning,
vehicle engines must not be run inside a closed building
unless ample ventilation for exhaust fumes is provided.

31. In areas where theft of balteries 0r other engine
parts is a problem, responsible Supervisors will install hood
locks.

32. The driver must always maintain a safe stopping
distance between the Company vehicle and the vehicle
ahead. Drivers must stay far enough behind any vehicle
being followed to enable a vehicle overtaking and passing the
Company vehicle to swing back into line ahead of it without
0anger.

33. Except in case of an emergency, the driver must not
make a sudden stop or swing out of line. Before changing
lanes, moving from shoulder of road to a traffic lane, or mov-
ing from acceleration ramp to traffic lane, the driver should
see that all traffic is clear and give an appropriate warning
signal.

34. The driver must make certain the road is clear far
enough ahead before attempting t0 pass another vehicle trav-
eling in the same direction, and must not pull back into the line
of traffic until far enough ahead of the vehicle being passed to
assure safety. Company vehicles must not pass other vehicles
on hills, curves, or where visibility is obstructed.

35. Any accident involving a Company vehicle, no mat-
ter how minor, must be repofted immediately to the driver's
supervisory officer or headquafters and the local Claim
Agent or District Claim Agent. lf Casualty Claims cannot be
reached promptly, the driver must notify the nearest Chief
Dispatcher or NS Police Communication Center. lf damage
exceeds the limit set by law concerning reporting accidents,
a report must be made to the appropriate law-enforcement
agency.

36. As promptly as possible following an accident,
Form 11250, "Worksheet for Completing Report of Motor
Vehicle Accident," must be compleled by the driver and fur-
nished to his/her supervisor. (A copy of this report appears
at the end of this section.) The supervisor, in accordance
with Corporate Procedure 402.1 and depaftmental instruc-
tions, will arrange to have the information provided on the
Form entered into the Motor Vehicle Accident Reporting
System. The System resides on the mainframe computer
under lDMS02 and is accessed through task code "MVA".

o



37. When a Company vehicle is involved in an accident,
it is the duty of the driver to stop at once and:

. Assist injured persons.

. Be courteous and not argue 0r assume a hostile
attitude, but make no admissions of liability or
fault.

. Give his/her name and address, employer's name
and address, and the license number of Company
vehicle, t0 persons requesting this information'

. Take all necessary precautions to prevent further
accidents at the scene by placing lighted flares or
fusees where available, or using other means as
prescribed by law.

. Make injured persons as comfortable as possible,
but they should not be moved by persons not
trained in first aid except to prevent further injury.
The driver should request medical aid if neces-
sary.

. 0btain as many as possible of the names and
addresses of the persons who witnessed the acci-
dent or who were at the scene iust prior to or iust
after the accident.

.0btain the names and addresses of the drivers
and owners of other vehicles involved and license
tag numbers of those vehicles.

.Obtain the names and headquarters of city, coun-
ty or state police who may appear at the scene of
the accident.

. lf company radio is available, advise Norfolk
Southern Police Department, local yard tower, or
Chief Disoatcher of the accident and accident location.

. Under circumstances where it is not advisable to
exit vehicle, remain inside vehicle with doors
locked as necessary.

38. Damage to vehicles resulting from other than acci-
dents involving other vehicles or striking a fixed obiect must
be reported in accordance with departmental instructions.

39. Employees receiving traffic citations while operat-
ing company vehicles are required t0 report the incident and
circumstances leading thereto, to their immediate supervi-
sor. The supervisor will review the incident and employee's
overall driving record to determine the necessary training to
prevent recurrence.

Employees holding a Commercial Driver's License
(CDL) must notify their immediate supervisor of any viola-
tion or conviction of Federal, State, and local laws or regula-
tions including those applicable to rail-highway grade cross-
ings. Any employee whose CDL has been revoked or has
been disqualified as a driver will not be permitted to operate
a commercial motor vehicle.

40. Do not drive fouling a live track or drive into a close
clearance situation without proper protection against train
movement.

41. In advance of making turns or lane changes, the
vehicle operator will activate the proper turn signals to give
the appropriate advance notice to other drivers.

42. 0n vehicle seats so equipped, head rests must be
adjusted to provide neck protection in the event of a collision
from the rear.

43. Moving any vehicle under a veftically operated door
or gate while it is in motion is prohibited.

44. Vent windows (if so equipped) on highway motor
vehicles must not be opened to a position greater than 90
degrees to the side of the company vehicle. Care must be
exercised in adjusting vent windows to ensure that debris
does not blow into the vehicle and strike the occupants.
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RULES FOR RAIL MOUNTED OPERATION
OF HIGHWAY VEHICLES

1. Operators of rail gear equipped vehicles are gov-

erned by ihe Operating Rules and by the vehicle rail gear

manufacturer's manual, where provided'

2. Before placing rail gear equipped vehicles on the

track, the following equipment must be inspected:

. Tires.

. Lights (front, rear and strobe), windshield wipers
-and washers.

' Rail gear equipment, for loose, broken, or missing
0ans.

. Rail wheels, for security in the locked positions'

3. A rail gear equipped vehicle must be placed on the

track at a location where the ball of the rail is approximately
the same height as the road surface, such as at a grade

irossing. Rttei tne guide wheels are lowered to rail position'

lined, and locked, all locking pins, if so equipped, must be

inspected to see that they are secure. L-ock the .steering
wnbet, it required, when front wheels are in line with the rails'

4. Before proceeding on the track, the vehicle must

move slowly for a short distance to determine that it is track-

ing properly. ln addition, the following must be inspected:

. Guide wheels and vehicle wheels, for correct
alignment on the rails.

. Guide wheels, for cracks, flat spots, and sharp
flanges.

. Guide wheel arms, levers, derail clips (when pro-

vided) and brackets, for damage, misalignment'
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loose pins, bolts, and locking devices.

. Rail sweeps shall be placed in proper working
position.

5. Headlights, hazard lights, flashing yellow lights and
Wig-Wags, where provided, must be turned on when a vehi-
cle rail gear equipped unit is on the rails.

6. Reverse movements must be kent to a minimum to
prevent damage to the vehicle's transmission.

7. When speed is to be reduced, standard brakes
should be appl ied with a pumping motion. 0n vehicles
equipped with anti-lock brakes, brakes should be applied
using steady pressure.

8. When operating on the track, Hi-rail inspection vehi-
cles must not exceed 35 MPH. 0ther units with vehicle rail
gear equipment must not exceed 30 MPH. Where operating
rules permit, approach maximum speed gradually to observq
any unusual swaying, bouncing, or rolling of the vehicle. 0n-
track equipment must at all times be prepared to stop within
half the range of vision.

9. Caution must be used on wet rails as the vehicle
requires additional distance for decreasing or increasing
s0eeo.

10. 0n vehicles equipped with manual light duty rail
gear, the holding lever rod should not be released by hitting
with lifting bar or kicking. Insert lifting rod and relieve the
tension and release holding lever by hand.

11. l f  a vehicle with rai l  gear equipment is involved in
an accident that affects the vehicle rail gear equipment, the
vehicle must not be used for on-rail service until the vehicle
rail gear equipment has been checked for alignment and/or
damage, and any necessary repairs made.

12. Moving parts of vehicle rail gear equipment will be
lubricated as recommended in the manufacturer's manual.
When no manual is provided, the equipment is to be lubri-
cated every 2,000 miles, or each time the basic vehicle is
serviced. Repack guide wheel bearings each 10,000 (road)
miles, or when the basic vehicle's front wheel bearings are
repacked and adjusted, whichever is more frequent.

TRAILERS AND TOWING

Norfolk Southern has four approved towing packages that
may be added to company vehicles. These towing packages
have respective capacities of 5,000 lbs., 10,000 lbs., 14,000
lbs. and 40,000 lbs. which must not be exceeded. Tongue
weights must not exceed ten per cent of the maximum rated
hitch capacity. Safety chains and compatible electrical con-
nections must be used.

Before starting a trip with a trailer, ensure the following
checks are satisfactory:

. Hitch ball (or pintle hook) and trailer coupling fit
properly and latch is secured.

. Safety chains are proper size and securely
attached. Safety chains must be sufficiently
slack to allow the two vehicles to articulate with-
out placing tension on chains, but shorl enough
to prevent the trailer tongue from contacting the
ground during uncoupl ing. Dragging the trai ler
tongue 0n the pavement will cause loss of stabili-
ty of both the trailer and the towing vehicle. lf
chains are too long t0 keep trailer tongue from
striking roadway during an unintentional discon-
nect, crisscross safety chains so trailer tongue is
crad led.

. Load is secure, properly balanced, and within
weight limits for trailer and towing vehicle.

I I16



. Tires are in good condition and properly inflated'
lf possible, carry a spare tire for the trailer'

. All electrical connections between trailer and
towing vehicle are correct and that all running
lights, signal lights and trailer brakes are working
pr0perly.

. Where applicable, all external electrical, water
and sewer lines have been disconnected and
properly stored. All LP gas bottles are t0 be
iecureO and closed at the valve during trailering'
Ensure steps are retracted and doors locked'

. Before pulling any trailer, check the towing vehi-
cle for proper fluid levels, belt tension and ser-
viceabiiity, all lug nuts in place and properly
tightened, and proper mirror adiustment'

At each rest break and fuel stop during the trip, check safety

chains and electrical connection integrity and tire service-'
ability before continuing.

MAINTENANCE

Good maintenance practices help prevent accidents
and extend equipment life. Along with sound operating pro-

cedures, common sense must be used concerning the main-

tenance of vehicles. Frequent inspection and regular mainte-

nance of the entire vehicle is required' THE VEHICLE DRIVER
is iespor'rslsLE FoR sEEING THAT THE vEHlcLE ls lN

SAFE, SERVICEABLE CONDITION.

Follow the recommendations in the Vehicle 0wner's
and Service manual, EXCEPT:

1. Motor oil level is to be checked regularly' Driver is

responsible for ensuring proper level'

2. Fuel filters of diesel-powered vehicles are to be
changed every 6,000 miles.

3. Tune-ups must not be performed on the basis of
time or miles. lf your vehicle starts properly and gets rea-
sonable gas mileage, a tune-up is not required.

4. Tires should be rotated per tire manufacturer's rec-
ommendation and when wear is uneven.

5. Vehicle fluids and tire pressure, including spare tire,
must be checked for proper levels at each oil change.
Vehicle iack, if so equipped, must also be checked for ser-
viceability at each oil change.

6. Brakes should be checked for proper adiustment in
accordance with manufacturer's recommended maintenance
schedule or each time tires are rotated or replaced, which
ever is less.

7. Transmission oil and filter must be changed in accor-
dance with the manufacturer's recommended maintenance
schedule that is appropriate for the vehicle operating condi-
tions, or every 25,000 miles, which ever is less.

8. Clean and wash vehicle when necessary.

9. Drivers of corporate pool vehicles are responsible
for returning vehicles clean inside and out and fil led with
fuel. Any mechanical problems are to be reported upon
return 0r dealt with sooner if the problem might cause
unsafe ooeration.

10. Vehicle procedures for purchase of vehicle repairs or
tires, accidents, warranty repairs, NS Purchasing card and
purchase of license plates and titles are included in the ser-
vice contracts' (Fleet Administration) instructions, dated
June, 1997. A copy of these instructions appears at the end
of this section.
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Service Contracts
(Fleet Adm i n istration)

Vehicle Procedures:

. Purchase of Vehicle
Repairs orTires

o Accidents
o Warranty Repairs

o NS Purchasing Card

o Purchase of License
Plates and Titles

20



Purchase of Tires and Tubes for Highway
Vehicles

1. Tires and tubes may be purchased from any reputable

vendor. Mounting, valve stems, balancing and/or alignment

may be considered part of the purchase of the tires' No

authorization from Fleet Administration is required, regard-

less of cost.

2. Use of National Account stores is not required, howev-

er, National Account billing is available with the following

comoanies:

Account Center, the purchaser will attach a properly com-

pleted Form 11018V to the formal invoice and process the

invoice through proper channel to Accounts Payable in

Roanoke, VA. Delivery receipts, work orders or tickets will

not be accepted in lieu of invoices.

Purchases of Repairs or Service for Highway
Vehicles

1. Purchases of repairs and services may be made without

prior authorization from Fleet Administration. Each depad-

ment has guidelines as to levels of authority for vehicle

repairs. If you are unsure of your department guidelines

contact your supervisor or vehicle coordinator. Competitive

bids must be obtained for service over $1,000.

The Purchasing Card is to be used for gasoline, oil,

lubrication, filter changes, washes, tires, or repairs up to

$1000.00

2. If purchase is being made at other than a National

Account Store, Purchaser must first verify that credit has

been established. Purchases must be made frorn a reputable

vendor and at the lowest price if the vendors are compiua-

ble

3. If the vendor requires a purchase order number, use a

V followed by your vehicle number minus the second digit

(ex.,296123's po number w11lbeY26123). This composite

number will be used on form 11018V each time vehicle is

serviced.

4. The purchaser will supply the vendor with the follow-

ing information for billing purposes:

Cooper
General
Goodyear
Keily Springfield
Michelin
Uniroyal Goodrich

45266
0282706100
NA-6111
60801
No Number
926307

3. The purchaser will supply the store with thb following

information for billing purposes:

a. Complete narne, title, work address & phone

b. Vehicle Number
c. Odometer Reading
d. Name of Dept. Vehicle Assigned

e. RIN#

The purchaser will verify the billing address and sign

the delivery receipt if satisfied with the merchandise and

service. The NationalAccount Billing Department will mail

the formal invoice to the address given by purchaser.

4. When the invoice is received from the National
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a. Complete name, title, work address & phone

b. Vehicle Number
c. Odometer Reading
d. Name of DePt. Vehicle Assigned

e. RIN #

The purchaser will verify the billing address and sign the

deliviry receipt if satisfied with the merchandise and ser-

vlce

5. Use of National Account Stores is not required, how-

ever, National Account Billing is available with the follow-

ing companies:

subsidiary companies. Our arrangernent with the insurance

company continues to be based on an understanding that no

claim will be referred to it for disposition. Responsibility

for the investigation, setJlement, or litigation of any person-

al injury or loss of a company vehicle continues to rest with

the Casualty Claims Department. It is, therefore, essential

that any accident involving a company vehicle or privately-

owned vehicle, rental or leased vehicle being used for com-

pany business be properly reported in the following man-

nef:

1. Notify local police and see that injured receive first aid.

2. Obtain the names and addresses of driver axd passen-

gers of other involved vehicle(s) as well as any wit-

nesses.
3. When called upon by governmental officials to show

evidence of insurance applicable to vehicles being used

on company business, refer them to the insurance iden-

tification cards.
4. Immediately report the accident by telephone to your

supervisor.
5. Immediately notify by telephone the local Claim Agent

or District Claim Agent in whose territory the accident

occurred. If neither the local Claim Agent nor District

Claim Agent can be promptly contacted, the nearest

Chief Dispatcher, or NS Police Communications
Center must be notified.

6. Report the accident promptly on Norfolk Southem
Form 11250-Highway Vehicle Accident Report, with

copies sent to the employee's department, Local

Claims Agent, District Claims Agent, Fleet

Administration, Director Safety, and Director-Police.

Warranty Repairs

Familiarize yourself with warranty policies which are con-

tained in the owner's manual fumished with your new vehi-

cle. During the warranty period, all repairs other than nor-

mal maintenance service must be accomplished by a fran-

chise new car or truck dealer that sells and services your

make of vehicle. During the warranty period there should
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Cooper
General
Goodyear
Kelly Springfield
Michelin
Uniroyal Goodrich

45266
0282706100
NA-6111
60801
No Number
926307

The National Account Billing department will mail the for-

mal invoice to the address given by purchase'

6. The purchaser will attach a properly completed Form

ll0l8V to the repair invoice and process the invoice

through proper channels to Accounts Payable in Roanoke,

VA. Delivery receipts, work orders or tickets will not be

accepted in lieu of invoices.

lnsurance and Accidents

The fleet automobile liability risk is covered by a policy

and/or policies of insurance procured by Norfolk Southern's

Risk Management Department in Norfolk, VA' To obtain

your identification cards and/or certificates, please contact

Risk Management. This policy has been issued to include

the interest of Norfolk Southern Colporation, Norfolk

Southem RailwaY ComPanY, and their
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be no charge for parts required because of defective mater-

ial, parts oi workmanship. This applies to all original parts

with the exception of tires, batteries, and those pafis

replaced in normal maintenance service' The warranty does

,rot aou"a normal maintenance service such as tuneups' oil

changes, lubrications, etc. If there is some question as to

what may or may not be covered under warranry' contact

Fleet Administration.

NS Purchasing Card

All credit cards are distributed by Accounts Payable'

Roanoke, VA. Fuel cards are transferrable as vehicles are

replaced: you should contact )zour departmental Pulqhasing

Cild coordinator to update the profrle of the card' If a card

is 1ost. stolen, or destroyed call the 800 number'

A11 purchases of gasoline are to be made at self-service

punrps. Premium gasoline should not be purchased'

License Plate Renewal

Each department is responsible for the renewal of license

plates, city/county decals and inspection stickers' where

applicable and transfer of vehicle titles for the vehicles

unier their jurisdiction. All titles are kept by Fleet

Administration. Payment for both titles and license plates

may be requested from Accounts Payable using form

11d18A, or the NSPurchasing Card' When submitting

Form 110184, show the vendor as the appropriate State

Motor Vehicle Office' c/o Assistant Track Supervisor' 5

East Main Street, Anywhere, VA 12345' All titles when

obtained are to be sent to Fleet Administration'

JUMP STARTING VEHICLES

Batteries produce explosive gases, contain c0rrosive
acid, and supply levels of electrical current high enough t0
cause burns. To rerluce the risk of personal injury when
working near a battery:

. ALWAYS wear eye protection.

. Remove metal adornments such as rings and
watch bands to prevent inadveftent electrical
c0ntact.

. Do not expose battery t0 open flame, sparks or
lighted tobacco Products.

. Do n0t lean over battery when making any elec-
trical connection.

. D0 not allow battery acid io contact skin or eyes.
lf acid splashes in eyes or on skin, flush contam-
inated area with water immediately and thor-
oughlY.

. Provide adequate ventilati0n to prevent build-up
of explosive gases.

. Ensure that battery is properly fil led and fil ler
caps restored before attempting to jump start
vehicles.

. Do not use a booster battery or any other b00st-
er source with voltage output which exceeds the
rating of the discharged batterY.

lnstructions for iump starting a vehicle are as follows:

1. When boost is provided by a battery in another vehi-
cle, position the vehicle within booster (iumper) cable reach,
but never let the vehicles touch.
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2. Turn off heater, radio and all other electrical acces-
sories on both vehicles except as necessary for safety rea-
s0ns.

3. Inspect booster cables prior t0 use t0 ensure cables
do not have any loose or missing insulation.

4. Connect one end 0f the first booster cable to the pos-

itive (+) terminal of the discharged battery' Connect the
other end of the same cable to the positive (+) terminal of the
booster batterY.

5. Connect one end of the second booster cable t0 the
negative (-) terminal of the booster battery' Make the final
coinectton'to a heavy metal brackel or other good metallic
contact spot 0n the engine of the vehicle to be started (at

least 18 inches from the discharged battery)' Make sure the
booster cables are not on or near pulleys, fans or other parts

that will move when the engine starts.

WARNING: Do not make the final connection t0 the
negative (-) terminal of the dtscharged battery
because a spark could occur and cause an explo-
sion of gases normally present around the battery'

6. Start the engine of the vehicle which has the b00st-
er baltery. Run the engine at moderate speed for several
minutes. Then start the engine of the vehicle that has the
discharged batterY.

7. While removing the booster cable clamps, take care
they do not touch any metal surface while the other end
remains attached. Be careful of moving belts and fans'
Remove the booster cable clamps in the reverse of applica-
tion, (as per below sequence):

. Remove negative connection at metallic pafi of
engine receiving the boost.

. Remove negative connection at negative (-) ter-

minal of the booster battery.

. Remove positive connection at positive (+) termi-
nal of the booster batterY.

. Remove positive connection at positive (+) termi-
nal of the discharged batterY.

HAZARDOUS MATERIALS

1. The transoortation of hazardous materials classified
as Divis ion 1.1,1.2, and 1.3 Explosives;Divis ion 2.3 Poison
Gas; Division 4.3 Dangerous When Wet; Division 5.2 0rganic
Peroxide, Type B; Division 6.1, Packing Group l, Poison
Inhalation Hazards; and Class 7 Radioactive Materials are
prohibited in company vehicles. The transportation of
Division 2.1 Flammable Gas in quantities greater than 119
gallons/container is also prohibited in company vehicles.

2.  Class 3,  8,  9,  Div is ion 2j ,2.2,4.1,  or  0RM-D con-
sumer commodities are considered materials of trade when
transported in company vehicles for company use. These
materials are exempt from shipping paper, labeling, placard-
ing, and DOT registration requirements, when the total gross
weight of all these materials is not over 440 pounds (this
exception does not apply to hazardous waste).

All "Material of Trade" packages must be securely
closed, secured against movement, and protected against
damage. The motor vehicle operator must be knowledgeable
about the presence of all hazardous materials on the vehicle
including "Materials of Trade."

Hazardous materials which cannot take advantage ol
the "Materials of Trade" exception described above because
the 440 pound threshold is exceeded or materials being
transported are described by other hazard classifications,
must be accompanied by proper shipping papers whenever
the vehicle leaves company property. All material must be
described, not just those exceeding 440 pounds.

za
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3. Fusees transported in company vehicles may be nan-
dled as "Materials of Trade" (as described above), are not
subject to shipping paper, labeling, placarding, and DOT reg-
istrition requirements if each package of fusees is less than
66 pounds. Fusees should be transporled in either a "Fusee

Meial Box" available in the NS Safety & Health Equipment
Catalog, the manufacturer's original package, or a package of
equal or greater strength and integrity.

4. A copy of NS Form 11453 Hazardous Materials
Shipping Faper and Manifesl (copy of which appears at the
end of this section), which list many of the c0mmonly nan-
dled hazardous materials transported in company vehicles
should be used when shipping papers are required' Forms
are available from department supervisors, 0r can be
ordered from the NS Material Management system under
Class 420, ltem 1.14530.

The vehicle number and date must be included on the
shipping paper. The date can be January 1st of the current
year and the same paper can be used for the entire year

unless the commodities being transported change'

lf you are handling a hazardous commodity that is not
included on NS Form 11453, you must write the complete
hazardous materials shipping description in one of the blank
spaces provided on the form'

5. The driver shall ensure ihat shipping papers are
readily accessible io authorities in the event 0f an accident 0r
inspeition when they are required' The shipping paper must
be within the driver's reach when at the vehicle controls and
readily visible t0 a person entering the driver's compartrnent'
When not at the controls, the driver must make sure the
shipping paper is on the driver's seat or mounted inside the
driver's door.

6. Emergency response information must be available
at all times when shipping papers are required' A current ver-
sion of the Emergency BeEponse Auidehoakshould be used
for this purpose.

2S

7. A copy of the D0T Hazardous Materials Certificate of
Registration should be carried in the glove compaftment or
other accessible location in the truck when hazardous mate-
rial shipping papers are required. The registration will be
renewed annually.

Company vehicles used to transport hazardous materi-
als in l l l inois,  Michigan, 0hio, or West Virginia,  must also
have a copy of Ihe Hazardous Materials Unitorm
Credentials for Nortok Southern Railway. This certificate
should be carried in the glove compartment 0r other acces-
sible location in the truck when hazardous material shipping
papers are required. The registration will be renewed annual-
ry.

L A driver must ensure that a vehicle transporting haz-
ardous materials is not moved unless the hazardous materi-
al containers are properly and clearly marked and/or labeled,
secured, and the vehicle is placarded if required. Make sure
manufacturer's labels are on commercial products and apply
appropriate labels io company owned containers. Placarding
reouirements are included on the reverse side of NS Form
1 1 453.
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HAzARDodSfi l?$;?!11''$|'33FI9SX8$ uo"'""
VEHICLE NO.:

RWSSE , FORM 1 ($ 6d 6rc4

'ABLE 
2

of Itatorlal Placard Name

Divls ion 1.4 . . . . .  . . . . .  - . . .
Div is ion 1.5 . . . .  . . . .  -  - . . .
Div is ioo 1.6 . . .
Divis lon 2.1 . . .
Div ls lon 2.2. . . . . . . . . . . . . . .
C16s3.. . . . .
Combusl ib le Liquid. . . . . . . . .
Div is ion4.1 . . . . . . . . . . . . . . .
Dlv is ion 4 2. . . . . . - . . . . . . . .
Dlv is ion 5.1 . . . . . .  - . . . . . . . .
Dlv ls lon 5.2 . . . . . . . . . . . . . . .
Divlslon 6.1 (Oth€r than PIH) .
Cla$ 8. . . . . . . . . . . . . . . . . . .
Cl*s 9. . . . . . . . . . . . . . . . . . .
oBtv-D.. . . . . . . . . . . . . . . . . .

€XPLOSIVES 1.4
EXPLOSIVES 1.5
EXPLOSTVES 1.6
FLAMI.,IABLE GAS
NON.FLAMI\4ABLE GAS
FLAMMAALE
@MBUgTIBLE
FLAMMABLE SOLID
SPONTANEOUSLY COMBUSTIBLE
OXIDIZER
OFGANIC PEROXIDE
POTSON
@RROSIVE
Class 9
NONE

1 -Whenlhegrcsweighlofal lhazadousmater ia lscoveredbyTable2is lssthanl00l
pounds, no placad is requk€d on the tanspod vehlcle {49 CFR 172.5O4(c\1.

2 -A lhnsFrt vshicle which @ntains non-bulk packagjng containing lwo or more

cal€go.iosof haardous materials @quklng dilteront placardsasspeilled inTable 2,

may bs pl@arded with lhe DANGERoUS placard Instead ol the separate placarding

speiliod lor 6ach ot the matorials ln Tabls 2.

However, when 2,205 punds or mor€ ol one category aro transpded in a vehlcle,

lh6 placard sp@ilied lo. thal dss in Table 2 must be applied {49 CFB 172.504(b)}.

3 - WhEn placards arg rgqulr€d thoy must be applied to each gnd and each sidE ol th€

vehlcle {49 CFn 172.504\a)l.

4 - A NON-FLAMMABLE glacard is not requked on a lransFd vehicle whlch requkes

and I5 display;ng a FUMMASLE placard {49 CFR 172.504(0(3)}.

Fortochnical interpretalions on these insiruclions call Hdardous Malerials Management
ln Roanoke @ l54O) 981€762 or ln Atlanta @ @04\ 529-2242.
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*HOUR EilERGENCY CONTACT#: (S@) 6'2530 oR (e4' 529-1785

No. ol
lbms

rvF
Packeee D€sqp!E!-91!3!9lid-

CYLINDER iRi*i=lFi ":?iR,'"!?biil b, .,',0'o'o

]YLINDER Sfl,?Fi,S.?E?rff11?i1',,, -,u,*
CYLINDER PROPANE, DIVISION 2'1 '  UN 197E

:YLINDER LIOUEFIED PETROLEUM qS, 2'1. UN 1075

]YLINDEF MFTHYUCEilLENE ANO PROPAOIENE MIXTURES'

P^liFAtlE? "';i'"3'f:",* 
*

)RUMS, GASOLINE 3, UN 1203, PG !

]RUMS,JORTTK.
SARGO TI

-DrsL 
FUEL, coMBUsrlBLE Lloulo"

iiil3fi'F".?"+i'- = 1ooDEG F)
BOX FUSEE,4,1,NA1325'  PG I

CANS Ionmauteo 
"ltannL, 

3' uN1263, PG I

]ANS
)RUMS

Etnr nEureo ulrennL 3 uN1263 PGII

]ANS
)RUMS

illm^ru-eo tote*,ol,3 uN1263, PGIII

)ANS
)RUMS

ffi t-aeureo uercatAL, coMBUsrl BLE Lloulo'

[UBit"J^oi". = 19oiE9il .-
acH iliil, wer rtrreo wlrH AclD, E' uN 27e4' PG rrr

acH mna; w rm mH ALnLl S, uN 2795 PG ir,

tox IGNITER, 1.4S, UN&g' PGII

SEE RWERSE SIDE FOR PUCARDING REOUIREMENTS
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Subjea: Venckx Taxi Safety Equipment 

Roanoke - February 24,2001 
Dm'sion Sqwhtmdents: 

At a rscent ODSSC mating arequest was made by local supavir,im for a list of ifem or quipmmt 
teqoiRd to be in m d m  taxi vehicles. Plsgsa sca below the list of items. 7 3 s  En elm be usad in. m$mctim with 
d y  safety audits by supw&m. - 
Missha items w defects that rn cause fw itmacdiste -4 ofvehide h &m: 

1. State Iaspectim Ciapplicable) 
2. Br&w 
3. litadlights 
4. Taillights 
5. Tmn signals 
6. Ti 

8. Horn 
G l d M d d  , 9. 

10. ~ u s t s w t e m  
11. ~icdtlst&lsfcs 
12. Seat belts for esch mga 
13. Doots 
14. Fuel system 
15. Luggagcare 
16. Fire exLinguisher 
17. Driver's limse on persm 

'Jbe follow in^ iYans are reauired but m - e ~ ~ ~ ~ a l i a n c e  dceg not wmmt i m d a t a  
remod liom serui~e: 

F i  aid kit 
Reflective tape on exteriot' of van 
Retrip vehic1e m@m form 

please provide this informatirm to y m  respdw o f f i ~ s .  

r. L. k p m  
C J. Wehrmeista 
R D. m e  
13. k Brown 
G. R Comstadc 
T. N. Evans 
S. G. Hams 




