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INTRODUCTION
According to a report generated from the payroll system and provided by the Administration and Regulatory
Affairs Department, as of February 22, 2008, the Mayor’s Office had two Executive and three Non- Executive
employees receiving vehicle allowances.
EO 1-41 establishes a policy of vehicle assignment or allowance for City Executive staff who use a vehicle or
incur transportation expenses while engaged in the performance of City business. EO 1-41 also requires that
vehicle allowances for Department Directors and Deputy Directors be approved by the Office of the Mayor.
AP 2-2 provides uniform operating rules and procedures to help ensure driver and passenger safety, protection
of the public, disciplinary equity, and efficient use and maintenance of vehicles.

FINDINGS AND RECOMMENDATIONS
I.

SEMI-ANNUAL REVIEWS OF VEHICLE MILEAGE REPORTS

BACKGROUND

AP 2-2, Section 5.1.3, requires that Department heads conduct semi-annual reviews of
quarterly mileage reports (prepared from monthly trip logs) and adjustments be made
to vehicle allowance amounts when actual mileage reported places the recipient in a
different rate category. Vehicle allowances are reimbursed at the following rates:
Monthly Mileage
300-450
451-600
601-750
Over 750

Monthly Allowance
$151.88
$212.83
$273.58
$354.58

FINDING

The three non-executive employees receiving vehicle allowances were not preparing
and maintaining trip logs on Form CA (Department Vehicle Use Report – Car
Allowance), and semi-annual reviews of vehicle allowances were not conducted.
Failure to perform semi-annual reviews could result in under and/or over-payments to
vehicle allowance recipients.
RECOMMENDATION

As required by AP 2-2, any future non-executive employees receiving a vehicle
allowance should complete Form CA and submit it monthly to management. In
addition, the Mayor’s Office should also prepare quarterly reports, conduct semi-annual
reviews of those reports, and adjust vehicle allowance amounts as necessary.
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II. COMPLIANCE WITH MOTOR VEHICLE REPORT REQUIREMENTS
BACKGROUND

AP 2-2, Section 8.3, requires that City Departments, at least annually, obtain and
review the motor vehicle report (MVR) of each employee who drives on City business
to determine if the employee is qualified to drive on City business in accordance with
the policy.
FINDING

MVRs have not been obtained annually.
RECOMMENDATION

Annual MVRs should be ordered from the Texas Department of Public Safety for all
Mayor’s Office employees who drive on City business. When received, the MVRs
should be reviewed and, if necessary, appropriate action taken. The MVRs should be
filed in employee files to support compliance with AP 2-2.

III. COMPLIANCE WITH DEFENSIVE DRIVING COURSE REQUIREMENTS
BACKGROUND

AP 2-2, Section 14.2, requires that any employee who drives on City business
complete a defensive driving course (DDC) prior to driving on City business and that
the DDC be repeated every 36 months.
FINDING

Three of the five employees receiving vehicle allowances had not completed a DDC as
required by AP 2-2.
RECOMMENDATION

Upon completion of a DDC, the Mayor’s Office should attach the certificate of
completion to Form D, Request for Vehicle Allowance, and submit the documentation
to Central Payroll. In the future, management should require that the DDC be
completed and the related certificate submitted with the original Form D, prior to driving
on City business, and that the course be repeated every 36 months. Prior to the
issuance of this report, we were informed that the three employees will complete DDCs
through available on-line courses.

IV. PERIODIC AUDITS OF COMPLIANCE WITH AP 2-2
BACKGROUND

AP 2-2, Section 16.4.2, requires that copies of all car allowance requests, approvals,
mileage reports, and Petty Cash transactions be maintained by City Department heads
and shall be audited periodically for compliance.
FINDING

Mayor’s Office files did not contain evidence of periodic auditing for compliance with
AP 2-2 related to vehicle allowances.
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RECOMMENDATION

We recommend that audits be conducted periodically as required by AP 2-2. We also
recommend that checklists be developed, used, and maintained in employee files to
document compliance with the auditing requirement. Prior to the issuance of this
report, we were informed that the Mayor’s Office will begin periodic audits to ensure
compliance with AP 2-2 requirements.
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