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City of Laredo 
Human Resources Policy 2060-001 
Laredo, TX 
November 6, 2023 Effective: February 5, 2024 
 
 

 
SUMMARY OF CHANGE 

 
Revisions as of November 6, 2023: 

City Vehicle Operator Qualifications. 

Must be at least 18 years old of age; 

C. Must have no more than two (2) moving citations, or one (1) moving citation and one (1) 
accident, where the employee is at fault, within a 36 12-month period prior to the time of hire. 
 

D. Must attend a Safety Driving Course offered by the City of Laredo within six (6) months of 
employment and/or after any moving citation/accident involving a motor vehicle through the 
course of employment. 
 
 
Assigned Vehicles. 
 
C. The City Manager may assign City vehicles to Department Directors for business use 
during regular business hours in lieu of a vehicle allowance as per Section V. 
 

D. All authorized drivers assigned City vehicles will not be allowed to take home, unless 
approved by the Department Director as per section VII, but will be allowed to use them during 
regular business hours for City business only. 
 
E. The use of the City vehicle for out-of-town travel is prohibited, unless approved by the City 
Manager in writing. Employee will be allowed to use their personal vehicle and be reimbursed for 
mileage based on the most current IRS published rate. Travel in a personal vehicle should be 
limited to 500 miles round trip. (Refer to Travel Policy). 
 
Vehicle Allowance. 
 
The City Manager may authorize allowance on an as needed basis for the Deputy City Manager, 
Assistant City Managers, and Department Directors. Department Directors who have an assigned 
City vehicle will not be eligible for a vehicle allowance. 
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A flat bi-weekly vehicle allowance of $235.00 will be paid to Deputy, and Assistant City Managers 
and $135.00 will be paid to eligible Department Directors. The Vehicle Allowance rate will be 
determined by the City Manager in accordance with current industry trends. The Vehicle 
Allowance Program will be subject to funding availability. 

 
Any employee who receives a bi-weekly vehicle allowance is expected to use their personal 
vehicle for City business. If a personal vehicle is used for City business outside the City limits, the 
employee will be eligible to receive mileage reimbursement. 

 
Mileage Reimbursement. 

 
All City employees may claim mileage reimbursement for actual miles traveled while conducting 
official City business, except as noted in section V above. The mileage reimbursement rate will be 
published on an annual basis by the Financial Services Department Finance Department based on 
the most current Internal Revenue Service published rate. 

 
Vehicle Take-Home Usage. 

 
Department Directors will approve assignment of City vehicles to those employees that require the 
use of a City vehicle after regular business hours. Authorization for Take-Home Vehicles will be 
based solely on the best interest of the City of Laredo. 

 

C. Must reside within the City of Laredo City Limits Webb County. 
 

Authorized Driver Responsibilities. 
 

A. All authorized drivers who operate City owned/leased vehicles, or while on City time in 
personal vehicle, must comply with all applicable State and local traffic laws. Proof of 
insurance and current vehicle inspection is the responsibility of the authorized driver. It 
will be the responsibility of any such authorized driver to pay fines for not complying 
with such laws. 

 
B. Authorized drivers are prohibited to use City vehicles for other than official City business 

(i.e. authorized drivers may not allow non-City customers to ride in such vehicle at any 
time). Passengers riding in a City owned/leased vehicle are strictly limited to official City 
business (including City sponsored events). Each non-City employee must sign a waiver 
prior to riding in a City owned/leased vehicle. Further, the use of this vehicle for 
incidentals such as picking up groceries, driving to bank, dry cleaning, and other personal 
errands is strictly prohibited. 
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C. Authorized drivers may not utilize City vehicles for lunch and breaks unless approved by 
the City Manager Department Director. 

 

D. Parking of City vehicles, whether on or off-duty, must be legally parked and must be 
parked in designated parking areas, unless necessitated by work requirements. 

 
 

G. Authorized drivers are responsible for ensuring their assigned vehicles are maintained in 
good condition by conducting routine inspections and remaining in compliance with 
preventive maintenance schedules. All vehicles shall be kept clean on the inside and 
outside. Questions regarding vehicle maintenance and vehicle tows should be referred to 
the Fleet Department. No personal or unauthorized decals shall be placed anywhere on 
the vehicle. 

 

H. Authorized drivers are responsible for daily pre-trip inspections which shall include at a 
minimum an inspection of the vehicle body, tires, rims, lights, turn signals, horn, brakes, 
windshield, mirrors, seatbelts, fuel level and emergency equipment. Daily post-trip 
inspections shall also be conducted to include, at a minimum, all items inspected during 
the pre-trip inspection. Any vehicle damage detected must be reported to the Department 
Director/Fleet Department within 24 hours of identification. 

 

I. Authorized drivers shall operate the City vehicle in a manner that will ensure maximum 
fuel savings. All vehicles shall be fueled at the City’s fueling station, unless the 
authorized driver has received written authorization from the City Manager/Department 
Director to operate the City vehicle outside of the City limits. (Please refer to the City’s 
Travel Policy). All authorized drivers who fuel the City-owned/leased vehicles must have 
Fueling Authorization prior to accessing the fueling station. 

 

K. Smoking, vaping or use of any form of tobacco or related substance is prohibited in any 
City owned/leased vehicle. 

 

M. Authorized drivers are responsible for ensuring that their assigned vehicle is equipped with 
a fire extinguisher that must be inspected and properly tagged on a yearly basis. 

 

Department Director Responsibilities. 
 

A. Department Directors must ensure that every employee assigned a City vehicle or given 
the use of a take-home vehicle executes an ASSIGNED VEHICLE/TAKE-HOME 
VEHICLE POLICY FORM and submit it to the Financial Services Department Finance 
Department, prior to assigning the vehicle. 

 

B. Department Directors must submit an annual report on ASSIGNED VEHICLE and TAKE- 
HOME VEHICLE list and ON-CALL and STAND-BY roster to the City Manager with a 
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copy to the Risk Management Division no later than December 1st January 31st of each 
year. 

 
Definitions. 

 
A. Authorized Driver: Any employee of the City of Laredo including full-time, part-time, 

seasonal, and temporary (excluding CONTRACT employees and interns/students) who are 
authorized by the Department Director to perform official City business in a City vehicle. 

 
H. Assigned Vehicle: A City vehicle authorized, in writing, by the Department Director to be 

used for conducting official City business during regular working hours. Employees will 
not be allowed to take home assigned vehicles, unless approved by Department Director as 
per section VII. 
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Vehicle Policy 

History. On May 21, 2007, the City of Laredo provided the Laredo City Council with 
recommendations for implementing guidelines and standards for assignment of municipal 
vehicles, the use of municipal vehicles, and for the provision of travel allowances in lieu of 
assignment of municipal vehicles to certain directors and other employees of the City of Laredo in 
accordance with Resolution 2007-R-041. 

 
Summary. This regulation covers the City of Laredo policy for operation of a City Unit. The 
purpose of this policy is to establish uniform and consistent guidelines for all City Departments 
and employees on the use and assignment of City vehicles. The City of Laredo is committed to 
providing a safe workplace and has a substantial investment in its vehicles that are provided to 
employees for the effective and efficient accomplishment of City Business. Appropriate use of 
City owned property is expected from all employees. 

 
Applicability. This regulation applies to all City of Laredo employees who are authorized drivers. 

 
Proponent and exception of authority. The proponent on this regulation is the City of Laredo 
Human Resources Risk Management Division. The proponent has the authority to approve 
exceptions or waivers to this regulation that are consistent with controlling law and regulations. 
All waiver requests shall have the final approval by the City Manager or designee. It is the policy 
of the City of Laredo that the City owned and/or leased vehicles will be used strictly for City 
business and will be operated in a safe, legal and courteous manner. No authorized driver will 
operate a City vehicle while under the influence of alcohol or drugs, including prescribed 
medication which “cautions” against driving. It is also the policy of the City that all authorized 
drivers care for and protect the substantial investment of our valuable City resources. 

 
City of Laredo Internal Control. This regulation is in accordance with Resolution 2007-R-041. 

 
Distribution. This publication is available in electronic media, 
www.cityoflaredo.com/humanresources, and hard copy. 

 

Procedure. 
 
a. City Vehicle Operator Qualifications. 

 
A. Must possess a valid current State of Texas driver’s license with the proper 

type, endorsement and restrictions for the class of vehicle to be assigned and/or 
driven. 

 
B. Must be at least 18 years of age; 

 
C. Must have no more than two (2) moving citations, or one (1) moving citation and one (1) 

accident, where the employee is at fault, within a 12-month period prior to the time of 

hire. 
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D. Must attend a Safety Driving Course offered by the City of Laredo within six (6) months 

of employment and/or after any moving citation/accident involving a motor vehicle 
throughout the course of employment. 

 
b. Assigned Vehicles. 

 
A. Department Directors may assign City vehicles to department divisions, work crews or 

City employees who work out of their vehicles. All assignments must be in writing. 
 

B. Department Directors may assign City vehicles to individuals who have to respond to 
emergency calls. 

 
C. The City Manager may assign City vehicles to Department Directors for business use 

during regular business hours in lieu of a vehicle allowance. 
 

D. All authorized drivers assigned City vehicles will not be allowed to take home, unless 
approved by the Department Director, but will be allowed to use them during regular 
business hours for City business only. 

 
E. The use of the City vehicles for out-of-town travel is prohibited, unless approved by the 

City Manager in writing. Employees will be allowed to use their personal vehicle and be 
reimbursed for mileage based on the most current IRS published rate. Travel in a personal 
vehicle should be limited to 500 miles round trip. (Refer to Travel Policy). 

 
Exceptions would be allowed for departments that receive grants, assuming the expenses are 
allowed by the grant and where the City Manager or designee authorizes the use of a rental 
vehicle for all out-of-town travel. 

 
c. Vehicle Allowance. 

 
The City Manager may authorize allowance on an as needed basis for the Deputy City Manager, 
Assistant City Managers, and Department Directors. Department Directors who have an assigned 
City vehicle will not be eligible for a vehicle allowance. 

 
A flat bi-weekly vehicle allowance will be paid to Deputy, Assistant City Managers and eligible 
Department Directors. The Vehicle Allowance rate will be determined by the City Manager in 
accordance with current industry trends. The Vehicle Allowance Program will be subject to 
funding availability. 
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Any employee who receives a bi-weekly vehicle allowance is expected to use their personal 
vehicle for City business. If a personal vehicle is used for City business outside the City limits, the 
employee will be eligible to receive mileage reimbursement. 

 
d. Mileage Reimbursement. 

 
All City employees may claim mileage reimbursement for actual miles traveled while conducting 
official City business, except as noted. The mileage reimbursement rate will be published on an 
annual basis by the Finance Department based on the most current Internal Revenue Service 
published rate. 

 
e. Vehicle Take Home Usage. 

 
Department Directors will approve assignment of City vehicles to those employees that require the 
use of a City vehicle after regular business hours. Authorization for Take-Home Vehicles will be 
based solely on the best interest of the City of Laredo. 

 
Employees assigned Take-Home Vehicles must meet the following criteria: 

 
A. Must be identified as being “ON-CALL” or on “STAND-BY” in an official department 

roster, and when called, must report to a worksite location; or 
 

B. Must be prepared to participate and assist in an “Emergency Call” and when called, must 
report to the incident immediately; and 

 
C. Must reside within Webb County. 

 
f. Authorized Driver Responsibilities. 

 
A. All authorized drivers who operate City owned/leased vehicles, or while on City time in 

personal vehicle, must comply with all applicable State and local traffic laws. Proof of 
insurance and current vehicle inspection is the responsibility of the authorized driver. It 
will be the responsibility of any such authorized driver to pay fines for not complying 
with such laws. 

 
B. Authorized drivers are prohibited to use City vehicles for other than official City business 

(i.e. authorized drivers may not allow non-City customers to ride in such vehicle at any 
time). Passengers riding in a City owned/leased vehicle are strictly limited to official City 
business (including City sponsored events). Each non-City employee must sign a waiver 
prior to riding in a City owned/leased vehicle. Further, the use of this vehicle for 
incidentals such as picking up groceries, driving to bank, dry cleaning, and other personal 
errands is strictly prohibited. 
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C. Authorized drivers may not utilize City vehicles for lunch and breaks unless approved by 
the Department Director. 

 
D. Parking of City vehicles, whether on or off-duty, must be legally parked and must be 

parked in designated parking areas, unless necessitated by work requirements. 
 

E. Authorized drivers assigned Take-Home vehicles, who submit leave notices for more 
than three (3) consecutive workdays, must make arrangements with their supervisors to 
leave the vehicle and keys for use by other City personnel during such period. 

 
F. Authorized drivers operating a City vehicle must have in their possession, at all times, 

their valid Texas Driver’s license and City vehicle proof of insurance. 
 

G. Authorized drivers are responsible for ensuring their assigned vehicles are maintained in 
good condition by conducting routine inspections and remaining in compliance with 
preventive maintenance schedules. All vehicles shall be kept clean on the inside and 
outside. Questions regarding vehicle maintenance and vehicle tows should be referred to 
the Fleet Department. No personal or unauthorized decals shall be placed anywhere on 
the vehicle. 

 
H. Authorized drivers are responsible for daily pre-trip inspections which shall include at a 

minimum an inspection of the vehicle body, tires, rims, lights, turn signals, horn, brakes, 
windshield, mirrors, seatbelts, fuel level and emergency equipment. Daily post-trip 
inspections shall also be conducted to include, at a minimum, all items inspected during 
the pre-trip inspection. Any vehicle damage detected must be reported to the Department 
Director/Fleet Department within 24 hours of identification. 

 
I. Authorized drivers shall operate the City vehicle in a manner that will ensure maximum 

fuel savings. All vehicles shall be fueled at the City’s fueling station, unless the 
authorized driver has received written authorization from the City Manager/Department 
Director to operate the City vehicle outside of the City limits. (Please refer to the City’s 
Travel Policy). All authorized drivers who fuel the City-owned/leased vehicles must have 
Fueling Authorization prior to accessing the fueling station. 

 
J. In the event of an accident, authorized drivers shall follow the proper protocol in 

reporting accidents to their immediate supervisor and the Risk Management Division. 
 

K. Smoking, vaping or use of any form of tobacco or related substance is prohibited in any 
City owned/leased vehicle. 

 
L. Improper use of City-owned/leased vehicles, or violation of said policy will be subject to 

disciplinary action up to and including termination. 
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M. Authorized drivers are responsible for ensuring that their assigned vehicle is equipped 
with a fire extinguisher that must be inspected and properly tagged on a yearly basis. 

 
g. Department Director Responsibilities. 

 
A. Department Directors are responsible for their Department’s use, operation and care of all 

assigned and/or take-home vehicles. Any City vehicle damage reported must be 
documented and reported to the Fleet Department for further inspection and confirmation 
that the vehicle is safe to operate. 

 
B. Department Directors are required to minimize the number of assigned and take-home 

vehicles without affecting the Department operation. 
 

C. Department Directors will maintain an ASSIGNED VEHICLE AND TAKE-HOME 
VEHICLE list and ON-CALL and STAND-BY rosters. 

 
D. Department Directors must ensure that every employee assigned a City vehicle or given 

the use of a take-home vehicle executes an ASSIGNED VEHICLE/TAKE-HOME 
VEHICLE FORM and submit it to the Finance Department, prior to assigning the 
vehicle. 

 
E. Department Directors must submit an annual report on ASSIGNED VEHICLE and TAKE- 

HOME VEHICLE list and ON-CALL and STAND-BY roster to the City Manager with a 
copy to the Risk Management Division no later than January 31st of each year. 

 
 
h. Definitions. 

 
A. Authorized Driver: Any employee of the City of Laredo including full-time, part-time, 

seasonal, and temporary (excluding CONTRACT employees and interns/students) who are 
authorized by the Department Director to perform official City business in a City vehicle 

 
B. City Vehicle: Any car, truck, van, bus or other type of motorized vehicle designed for use 

on public roads, streets or highways owned and/or leased by the City of Laredo. 
 

C. Official Use: Use of City vehicles and equipment to perform any task or job assignment 
required to carry out the particular department’s mission is official use. Operators must 
avoid any use of City vehicles and equipment that may appear to suggest personal use to 
a citizen. Operators will be held accountable for unofficial use of vehicles or equipment 
that they operate. 
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D. On-Call or Stand-By: The requirement to be ready to respond and be available for an 
unscheduled return to work. 

 
E. Take-Home Vehicle: A City vehicle authorized in writing by the Department Director to 

be taken home for overnight or weekend for OFFICIAL CITY USE by employees ON- 
CALL, STAND-BY or who must be ready to participate in an EMERGENCY CALL. 

 
F. Emergency Call: The requirement to respond to an emergency situation involving health, 

safety or welfare of the community and where response time is critical with dealing with 
the emergency. 

 
G. Assigned Vehicle: A City vehicle authorized, in writing, by the Department Director to be 

used for conducting official City business during regular working hours. Employees will 
not be allowed to take home assigned vehicles, unless approved by Department Director. 
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