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BOARD DIRECTIVE  
SUBJECT: BOARD OF PARDONS AND PAROLES VEHICLE DIRECTIVE 

PURPOSE: To ensure statewide uniformity for Board Members and employees regarding 
responsibilities for the reservation, issuance, operation, and maintenance of state– 
owned and leased vehicles. 

AUTHORITY: United States Code, Title 49, Sections 5101-5127 
 Code of Federal Regulations, Title 49, Section 382.107 

Texas Government Code Sections 2113.013, 2171.101(a), 2171.104, and 2171.1045 
Texas Administrative Code Title 37, Part 6, Chapter 151, Section 151.73 
Board Directive BPP-DIR.141.309 
Texas Transportation Code Section 545.413 
Texas Department of Criminal Justice Administrative Directives AD-02.50 (rev.11) and 
AD-14.55 (rev. 4) 

DISCUSSION:   This directive and its procedures apply to all state-owned or leased motor vehicles 
used for official state business for the Texas Board of Pardons and Paroles (Board). 
The Board has been assigned or authorized to utilize state-owned vehicles through 
the Texas Department of Criminal Justice (TDCJ), Manufacturing, Agribusiness 
and Logistics, Transportation & Supply, Fleet & Freight Transportation Division. 
Board Members and employees who use state-owned or leased vehicles are expected 
not only to be familiar with but also strictly adhere to the procedures described in 
this directive and TDCJ Administrative Directives AD-02.50 (see Attachment A) 
and AD-14.55 (see Attachment B). 

Failure to comply with these directives and procedures may result in disciplinary 
action against the employee. 

DEFINITIONS: Authorized Driver – a Board Member or employee who has a valid and current State 
of Texas driver license. 

Centrally fueled – for the purposes of the EPA act, a vehicle is considered centrally 
fueled when it can be refueled at least 75% of the time at a location that is owned, 
operated, or controlled by the individual fleet agency or one of the statewide 
refueling stations.
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Designated headquarters – the area within the city limits of the incorporated 
area in which an employee’s place of employment is located. If the place of 
employment is located within an unincorporated area, the area within a five-mile 
radius of the place of employment is the designated headquarters. 

Duty point – the destination other than a place of employment to which an 
employee travels to conduct official state business. 

Wireless communications device – a cellular telephone or a portable electronic 
device that is capable of receiving and transmitting data, including but not 
limited to text messages and e-mail. 

Place of employment – the office or other location of employment to which an 
employee travels to conduct official state business. 

Vehicle Coordinator – the employee assigned to oversee all vehicle records, 
coordinate preventive and general maintenance, and reserve state-owned 
vehicles assigned to their office location. 

Vehicle locations – the Board maintains a fleet of vehicles for usage by 
Authorized Drivers at various locations to support Board operations. A list of 
these locations and their assigned Vehicle Coordinator is available from the 
Board’s Financial Operations.  

PROCEDURE: 

I. General – All Authorized Drivers shall sign the Vehicle Directive Acknowledgment 
Statement (Attachment C). A copy of the signed acknowledgement statement shall be kept 
on file with the vehicle coordinator. Board Members or employees who do not sign the 
acknowledgement statement are NOT authorized to drive state-owned vehicles. 

II. Use of Vehicle 

A. State-owned vehicles shall be used for official Board business only. Official Board 
business shall include but is not limited to: 

1. Unit interviews; 

2. Hearings; 

3. Training or required continuing education; 

4. Attending Board meetings; 

5. Delivery of Board documents; or 

6. Travel to a designated duty point. 
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B. Reserving the Vehicle 

1. The Board Member or employee shall request use of a state-owned vehicle at 
least two (2) business days prior to the date the vehicle is required, when 
possible. 

a. The Vehicle Coordinator shall advise if a vehicle is available. 

b. The Authorized Driver shall provide the Vehicle Coordinator with the 
destination and purpose for using the state-owned vehicle. 

2. When fleet vehicles are limited the following reservations priorities apply: 

a. Positions – Board Member, Parole Commissioner, Hearing/IPO 
Officer, Administrative Staff. 

b. Other Considerations – Distance and time to travel to the duty point; 
nature of the official business, e.g., Board meeting, offender 
interview, hearing, etc.; and inability to utilize a personal vehicle due 
to mechanical problems or unavailability for personal reasons. 

C. Prior to operating the vehicle, the Authorized Driver shall: 

1. Become familiar with the TDCJ Vehicle Policy, AD-02.50 and Use of TDCJ 
Fuel Cards, AD-14.55. 

2. Obtain the keys prior to the close of the business day before the scheduled 
departure if the scheduled departure time is before normal office hours. 

3. Obtain approval of the immediate supervisor to pick up the vehicle packet 
and drive the state-owned vehicle to a personal residence at the end of the 
workday for the next day’s travel, if the residence is in the direction of travel. 
Commercial vehicles and equipment shall not be taken to a personal 
residence. 

4. Check to ensure the vehicle packet contains: 

a. Vehicle Monthly Use Report (RS-025); 

b. Current Tax Sales Exemption Form 

c. Insurance Exemption Letter; 

d. Instructions on obtaining fuel/Voyager Vendor List; 

e. The Tort Claim – Motor Vehicle Accident Form (RO-92); and 

f. Instructions regarding breakdown procedures. 
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5. Inspect the vehicle before departing headquarters and report any discovered 
damage to the Vehicle Coordinator. 

D. Cancellation – In the event the Authorized Driver will not need to use the vehicle, the 
Authorized Driver shall notify the Vehicle Coordinator as soon as possible so that it 
may be available to other employees. 

III. Vehicle Coordinator Responsibilities 

There shall be an office Vehicle Coordinator assigned at each office where an assigned state- 
owned or leased vehicle is located. The Vehicle Coordinator shall be responsible for the 
following: 

A. Monthly Reports – Completion and submission of the Vehicle Monthly Use Report 
(RS-025) and Monthly Vehicle Checklist.  

1.  Monthly Vehicle Checklist – The checklist must be completed and 
submitted with the Vehicle Monthly Use Report (RS-025) at the end of 
every month (see Attachment D). 

2. Submission – The Monthly Vehicle Use Report (RS-025); Monthly Vehicle 
Checklist; and receipts for repairs, maintenance, or Voyager fuel card shall 
be scanned and transferred to the Mileage Documents file no later than the 
5th day of the following month. 

B. Periodic Inspections – Conduct periodic inspections of vehicles to check the general 
condition (including the condition of windshield wipers, tires, etc.) and the presence 
of body damage. 

1. Damage – Any damage shall be reported to the Board’s Financial 
Operations via email as soon as possible. 

2. Monthly Vehicle Checklist – The checklist must be completed and submitted 
with the Vehicle Monthly Use Report at the end of every month (see 
Attachment D). 

C. Maintenance, Repairs, and Inspection – Arrange for general or preventive 
maintenance and repairs as outlined in TDCJ AD-02.50, Section VIII. The 
maintenance schedule to be followed for each vehicle includes the procurement of 
up-to-date inspection stickers in addition to such services as regular fluid changes. 
Approval must be requested and received by the Board’s Financial Operations 
before scheduling any general or preventative maintenance or repairs with an 
outside vendor (non-TDCJ facility). 

1. Maintenance and Repairs 
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a. Vendors with ongoing contracts will be used to purchase certain 

items (e.g., tires) and automotive services. 

b. At times, a vehicle may need to be pulled from service for 
problem maintenance or repairs. 

2. Vehicle Registration – The Board’s Financial Operations will mail out 
registration stickers prior to expiration. If a sticker is not received, please notify 
the Financial Operations Department. The notification shall include the 
following information: 

a. When the vehicle registration is due to expire; 

b. TDCJ number of the vehicle; and 

c. License Plate number of the vehicle. 

When the registration sticker is received, the Vehicle Coordinator shall install 
the registration sticker in the vehicle. 

IV. Vehicle Accident Reporting, Notifications, and Records Retention 

A. Vehicle Accident - The Authorized Driver and passengers of state-owned, leased, and 
personal vehicles shall follow all accident reporting requirements in TDCJ AD 02.50 
Section IX. 

B. Notification: 

1. Authorized Driver – The Authorized Driver shall also notify the Vehicle 
Coordinator as soon as possible. 

2. Vehicle Coordinator – The Vehicle Coordinator shall notify the Board’s 
Financial Operations and send any completed TORT Claim – Motor 
Vehicle Accidents Forms to BPP_Finance@tdcj.texas.gov. 

3. Board’s Financial Operations Staff – The Board’s Financial Operations staff 
shall notify the Huntsville Unit Mechanical Department, the Administrative 
Review and Risk Management (ARRM) Division, and the TDCJ and BPP 
General Counsel’s Office by sending a copy of the completed TORT Claim 
– Motor Vehicle Accidents Form and any other documents. 

C. Review and Determination 

1. Immediate Supervisor – The immediate supervisor shall review the accident 
documentation, discuss the accident with the ARRM Safety Officer, and make 
a recommendation to the department head or manager. The immediate 
supervisor shall send a copy of the TORT Claim – Motor Vehicle Accidents 
Form and any other documents to the department head or manager. 

mailto:BPP_Finance@tdcj.texas.gov
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2. Department Head or Manager – If the supervisor determines the employee 
was at fault, the department head or manager shall take the necessary 
appropriate disciplinary or corrective action. The department head or 
manager shall complete the appropriate section in the TORT Claim – Motor 
Vehicle Accidents Form providing the disciplinary or corrective action taken 
and send the form to the General Counsel’s Office and Board’s Financial 
Operations. 

D. Records Retention – The Board’s Financial Operations shall retain all documents 
prepared or received during this process until the General Counsel’s Office notifies 
all persons that the claim or litigation has been resolved. 

V. Moving Violation Reporting 

A. It is the Authorized Driver’s responsibility to adhere to all laws pertaining to the 
operation of a motor vehicle. 

B. An Authorized Driver charged with a moving violation or who must appear in court 
for a moving violation while driving a state-owned or leased vehicle shall notify their 
supervisor immediately, and in no case later than the following business day. Failure 
to timely report the receipt of a moving violation may result in disciplinary action. 
The employee is also responsible for any violation associated with the operation of a 
state-owned or leased vehicle. 

C. If the Authorized Driver’s license is revoked or suspended, the Authorized Driver 
shall notify their supervisor by 9:00 a.m. central time the next business day the 
license has been revoked or suspended, and immediately discontinue operation of the 
state-owned or leased vehicle. 

 
 
SIGNED THIS, THE 24TH DAY OF OCTOBER, 2025. 
 
 
 

MARSHA MOBERLEY, PRESIDING OFFICER (CHAIR) 
*Signature on file 
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BOARD OF PARDONS AND PAROLES VEHICLE DIRECTIVE 

ACKNOWLEDGMENT STATEMENT 

As an authorized driver of a State vehicle or private vehicle on the State’s behalf, I acknowledge that it is 
my responsibility to operate the vehicle in a safe manner and to drive defensively to prevent injuries and 
property damage; maintain a valid driver’s license for the type of vehicle to be operated; keep the 
license(s) available at all times while driving; and comply with all applicable regulations. 
 
I also acknowledge that the Board of Pardons and Paroles (Board) may periodically review my Driving 
Record to determine my continued eligibility to drive a state or private vehicle for the Board’s business 
behalf. In accordance with the Fair Credit Reporting Act, I have been informed that a Motor Vehicle 
Record will be periodically obtained on me for continued driving purpose of state- owned, leased or 
personal vehicle for state business. 
 
I also acknowledge that I have received and reviewed the Board’s Vehicle Policy and the TDCJ Vehicle 
Policy. By my signature below, I hereby agree to abide by the procedures outlined in both policies. 
 
 
 
Employee Name (Print) Driver License 
Number 
 
 
Employee’s Signature Date 
 
 
Vehicle Coordinator Signature Date 
 
 
 
Original – Vehicle Coordinator 
 
Revised: 9/21/2015 
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   TEXAS BOARD OF PARDONS AND PAROLES MONTHLY VEHICLE 
CHECKLIST 

 
 
 
DATE:   
 

VEHICLE #:   
 

OFFICE/UNIT VEHICLE IS ASSIGNED:   
 
Mileage Next Oil Change is Due                                                                  MI. 

(every 5,000 mi.) 
 
Vehicle Registration Expiration Date (MO./YR.)  /  

 
Check Oil Level 
 

Check Battery 
(Should be free of corrosion and make sure no wires are loose) 
 
Check Wear of Tires 
 

Visual and Audio Check 
(Listen to and observe the vehicle while running, for issues such as exhaust 
leaks, rattles, vacuum leaks, belt and power steering squeals. Check the condition 
of windshield wipers. Also, be aware that any unusual odors may be an 
indication of mechanical problems) 
 
Check all Exterior Lights 
(Parking lights, brake lights, headlights, blinkers etc) 
 
Vehicle Cleaned 
(Interior and Exterior) 
 
COMMENTS (Record any findings here) 
 
 
 
 
 
 
 
 
 

Name of person who completed the form  Supervisor signature 
 

BPP – Vehicle Checklist Revised 7/28/2023 
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