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II.

II1.

MOTOR VEHICLE USE, CARE, AND ACCIDENT REPORTING
GENERAL

This Alabama Department of Corrections (ADOC) Administrative Regulation (AR)
establishes uniform procedures and responsibilities governing the authorized use, care,
maintenance, and operation of ADOC-owned motor vehicles and motorized equipment.
It also provides standardized processes for accident reporting and for investigations
related to employee or inmate driver use of ADOC vehicles.

POLICY

ADOC motor vehicles and motorized equipment shall be used solely for official
departmental business and must be operated with the highest regard for safety,
responsibility, and accountability. All operators are required to comply with traffic laws,
use seat belts, and adhere to established ADOC policies. Exceptions apply only to law
enforcement officers responding to emergencies, consistent with prescribed training and
public safety requirements. Vehicles and equipment must be properly maintained, and
any crashes, misuses, or damage must be reported and documented in accordance with
this regulation. The assignment and use of ADOC vehicles and motorized equipment is a
privilege, not a right, and remains subject to ADOC discretion and oversight.

DEFINITIONS AND ACRONYMS

A. ADOC Fleet Report Application: The official ADOC electronic reporting system
used to track and document all vehicle-related fuel and non-fuel purchases. The
system may be web-based, desktop-based, or mobile-enabled (e.g., ArcGIS/
Survey123). Employees with mobile devices enter purchases directly into the
application, while employees without mobile devices must submit receipts to the
Designated Fleet Contact Person for entry.
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Designated Fleet Contact Person: The individual appointed by each
Facility/Division Director to coordinate all fleet-related matters including
maintenance, repair scheduling, odometer reporting, and communication with
ADOC Fleet Services (e.g., Business Manager).

DORM: Division of Risk Management (Alabama Department of Finance)

Fleet Manager: The ADOC official responsible for overseeing the Department’s
vehicle fleet operations, including vehicle assignment, maintenance compliance,
reporting, insurance coordination, and implementation of Executive Order 728,
Promoting Efficiency and Accountability in the Use of State Vehicles, vehicle
stewardship policies.

Inmate Driver: An ADOC inmate authorized to operate a state or non-state
vehicle to conduct official ADOC business after meeting screening, licensing,
custody, and supervision criteria outlined in AR 441.

Major Repairs: Significant vehicle malfunctions or diagnostic issues requiring
specialized evaluation. Includes Check Engine or Wrench Light diagnosis,
drivability issues, breakdowns, and problems with the cooling system, alternator,
starter, engine, or HVAC systems. Requires garage review and approval. Repairs
exceeding $500 must be submitted by the garage to the ADOC Fleet Manager for
approval.

Motorized Equipment: Any self-propelled, wheeled, or tracked equipment owned
or operated by ADOC that is not designed for on-road use but is used to support
institutional operations. This includes, but is not limited to, tractors, all-terrain
vehicles (ATVs), utility terrain vehicles (UTVs or side-by-sides), riding lawn
mowers, and similar equipment.

Non-Routine Maintenance: Intermediate repairs or part replacements that are not
part of regular service intervals but may arise due to wear or minor malfunction.
Includes brake and suspension repairs, battery replacement, belt changes, light/bulb
failures, air filters, fuel system cleaning, and tire balancing (only if experiencing
vibration at highway speeds). Requires garage review and approval prior to service.

Routine Maintenance: Standard preventive services necessary to maintain vehicle
performance and safety, typically completed without prior garage or Fleet Manager
approval. Includes oil changes, tire rotations, wiper blade replacement, and Diesel
Exhaust Fluid (DEF) refills.

Vehicle Body Repairs: Any repair work related to the exterior or structural
components of a vehicle, ranging from minor dent removal and window
replacement to major collision repairs, including painting and frame alignment.
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K.  WEX: Wright Express, the fuel card vendor/system used by ADOC for purchasing
authorized fuel and non-fuel vehicle-related goods and services.

Iv. RESPONSIBILITIES

A. Deputy/Associate Commissioners shall ensure compliance with this AR and take
corrective action when violations occur.

B.  Facility/Division Directors shall:

1.

Ensure compliance with this and associated ARs and take corrective action
when violations occur.

Coordinate with the Fleet Manager and Accounting Division Director, or
designee, to appoint a Designated Fleet Contact Person and ensure ongoing
compliance with AR 105, Motor Vehicle Use, Care, and Accident Reporting,
through performance monitoring.

Analyze fleet needs and submit annual requests for additional vehicles, with
complete justification, to the Fleet Manager.

Communicate with the General Services Division Property and Fleet Services
Units to perform audits and follow appropriate property transfer and surplus
property/salvage procedures as necessary to maintain accurate inventory.

C. Supervisors shall:

1.

Ensure ADOC employees and inmate drivers adhere to proper vehicle use,
care, and maintenance requirements (reference AR 441, Inmate Drivers for
inmate driver adherence).

Provide support to the Fleet Manager and Designated Fleet Contact Person to
coordinate vehicle maintenance, ensure fuel and non-fuel purchases are
properly entered into the ADOC Fleet Report Application, and resolve any
WEX purchase validation issues.

Respond to and support accident response and reporting by employees under
their supervision.

Perform vehicle inspections to ensure drivers are properly maintaining and
caring for assigned vehicle.
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The ADOC Fleet Manager shall:

1.

Coordinate with Associate/Deputy Commissioners and Facility/Division
Directors to identify fleet needs and formulate and implement a fleet
management plan to accommodate ADOC operations.

Monitor vehicle usage and maintenance for compliance with routine
maintenance programs.

Provide oversight for WEX card issuance, PINs, fraud control, and bill
payment.

Determine when a vehicle is to be salvaged or replaced, based on lifecycle
and cost-benefit criteria.

Liaise with the Governor’s Office and prepare the annual vehicle use report
required under Executive Order No. 728, Promoting Efficiency and
Accountability in the Use of State Vehicles.

Maintain communication with Legal, Procurement, and DORM as needed for
repairs, replacements, incidents, insurance claims, etc.

Coordinate with Designated Fleet Contact Personnel to facilitate
maintenance, inspections, and repairs of vehicles and to validate fuel and
non-fuel purchases through WEX and the ADOC Fleet Report Application.

The Designated Fleet Contact Person shall:

L

Coordinate scheduled and unscheduled maintenance, inspections, and repairs
with Fleet Services.

Compile and submit all fuel and non-fuel receipt data into the ADOC Fleet
Report Application for employees without mobile device access.

Validate all fuel and non-fuel purchases by reconciﬁng the monthly WEX
invoice with transaction records recorded in the ADOC Fleet Report
Application.

Drivers are responsible for:

1.

2

Ensuring lawful, safe, and authorized operation of ADOC motor vehicles.
Accurately and timely documenting all vehicle use, fuel purchases, and

maintenance activity per ADOC policies (e.g., ADOC Fleet Reporting
Application).
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Properly caring for and maintaining his/her assigned motor vehicle(s) to
preserve its appearance and overall working conditions to maximize its overall
value and period of use.

Cooperating with law enforcement, Risk Management, and ADOC supervisors
and investigators after any accident or significant damage.

An employee in possession of or responsible for an ADOC vehicle which is
damaged by means other than in a vehicle accident (for example: by
vandalism or weather-related events) shall be responsible for reporting such
incidents to his/her chain of command and ADOC Fleet Services.

V. PROCEDURES

A.

The Commissioner, or designee, will authorize all vehicle purchases, assignments,
and reassignments following established property control regulations.

Vehicle Use and Care:

Employees and inmate drivers must possess a valid driver license to operate
an ADOC vehicle while performing department business.

Employees and inmate drivers are responsible for maintaining vehicle
interiors and exteriors in a clean condition, free of trash or debris. Washing
services are available on a limited basis by appointment through Draper,
Fountain Fleet Services, or the Criminal Justice Center Motor Pool.

ADOC vehicles shall only be used for official state business. Use of a vehicle
for commuting is only permitted with approval from the Commissioner or
designee. !

Employees operating motor vehicles as part of their job duties must comply
with all traffic laws and always operate vehicles safely. Exceptions apply
only to law enforcement officers who are responding to emergencies and
have received prescribed training, allowing for limited deviations from traffic
laws when necessary to ensure public safety.

Employees who operate a motor vehicle on the job are solely responsible for
notifying his/her supervisor immediately upon arrest or conviction for
reckless driving, driving under the influence, or if his/her driver license is
suspended or revoked, regardless of whether he/she committed the offense
while on the job. An employee who occupies a position where possessing a

'n accordance with IRS regulations, the total value of the personal use of State-owned/leased vehicles (excludes vehicles
used for law enforcement functions) is taxable for federal, state, and FICA purposes and must be reported on the employee’s Form
W-2. An employee who is authorized to use a state motor vehicle for commuting usage must track the number of days he/she uses
the vehicle for commuting purposes during November 1 — October 31 reporting period. The employee will report annually the total
number of commuting usage days to ADOC Payroll and be charged a daily commuting usage fee of $3.00.
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valid driver’s license is an essential aspect of the job and whose license is
invalidated for any reason will be removed from driving duties and could be
subject to transfer, demotion, and/or termination.

6. Employees should consistently inspect his/her assigned vehicle and report
any damage to their supervisor and Fleet Services immediately after
detection.

7. Authorized ADOC officials may inspect an ADOC vehicle at any time, with
or without notice, and employees should have no reasonable expectation of
privacy regarding its contents.

8. Employees must submit written requests through the chain of command to the
ADOC Fleet Manager before adding equipment or modifying any ADOC
vehicle. The Fleet Manager will evaluate the request and forward it to the
appropriate Deputy Commissioner for review and approval. Modifications
may be denied if they compromise safety, performance, warranty, value, or
appearance. The Fleet Manager will notify the requestor in writing of the
final decision through the chain of command.

C. Passengers:
1. Employees operating ADOC vehicles must receive approval from the
appropriate supervisor before allowing anyone to ride in the vehicle other
than:

a. Coworkers or contract employees.

b. Member of immediate family (excludes rides while performing work
responsibilities).

c.  Stranded motorists.

d. Suspects, prisoners, or inmates.

e. Informants or other law enforcement officers’ witnesses and
complainants (those required to further an investigation and/or
perform law enforcement operations).

D. Routine Maintenance:
1.  Employees are responsible for tracking mileage and ensuring that routine

maintenance (e.g., oil changes, filter replacement, tire rotations) is performed
according to manufacturer guidelines or ADOC Fleet Services direction.
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2. Only authorized service providers who accept WEX may perform routine
maintenance. Any routine maintenance expected to exceed $500 must receive
prior approval from ADOC Fleet Services. Fleet Services is responsible for
adjusting the WEX card limit to allow payment for authorized repairs.

(98]

Employees are responsible for ensuring that no taxes are charged on vehicle
services. This includes notifying the service provider in advance of the tax-

exempt status and verifying that taxes are excluded from the invoice before

completing the WEX transaction.

4.  All receipts must be uploaded to the ADOC Fleet Report Application by the
driver or submitted to the Designated Fleet Contact Person for entry and
documentation.

5. Vehicle Inspection Reports or multi-point inspection checklists provided by
the service provider must be uploaded into the ADOC Fleet Report
Application by the driver or submitted to the Designated Fleet Contact Person
for entry.

Non- Routine Maintenance:

1. Non-routine maintenance must be coordinated through ADOC Fleet Services
(see AR 105, Motor Vehicle Use, Care, and Accident Reporting, Annex B,
Fleet Contact Information).

2. Fleet Services will identify a WEX-authorized repair shop nearest the driver’s
location and coordinate directly with the shop’s Service Manager to obtain a
written cost estimate for the required services. When feasible, quotes from
multiple vendors will be obtained to ensure cost-effectiveness and timely
service.

W

If the repair is approved, Fleet Services will email the driver a copy of the
cost estimate along with the assigned service provider’s name, address, and
the scheduled date and time for the repair.

4.  The driver is authorized to pay for the approved service using the WEX card
assigned to the vehicle, provided that the total cost does not exceed the
approved estimate and NO TAXES are included on the final invoice.

5. Ifthe services performed or charges differ from the original estimate, the
driver must contact Fleet Services for further guidance before using the WEX
card for payment.

6.  The driver is responsible for ensuring no taxes are charged. This includes

informing the vendor in advance of ADOC’s tax-exempt status and verifying
that the invoice excludes all taxes before payment is rendered.
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Fleet Services is responsible for adjusting the WEX card limit to allow
payment for authorized repairs.

All service receipts must be uploaded to the ADOC Fleet Report Application
by the driver or submitted to the Designated Fleet Contact Person for entry
and documentation.

Major Repairs:

1.

Major repairs must be coordinated through ADOC Fleet Services (see AR
105, Motor Vehicle Use, Care, and Accident Reporting, Annex B, Fleet
Contact Information).

The driver will provide Fleet Services with as much detail as possible about
the condition of the vehicle. Based on the information provided, the service
age of the vehicle, its repair history and other factors, Fleet Services will
arrange for the vehicle to be salvaged or obtain repair estimates from a WEX
approved service provider. If is determined to be cost effective to repair the
vehicle, Fleet Services will authorize the repair to be performed; otherwise,
arrangements will be made to transport and salvage the vehicle.

The driver retrieving the vehicle is authorized to pay for the approved service
using the WEX card assigned to the vehicle, provided that the total cost does
not exceed the ap~roved estimate and no taxes are included on the final
invoice.

If the services performed or charges differ from the original estimate, the
driver must contact Fleet Services for further guidance before using the WEX
card for payment.

The driver is responsible for ensuring no taxes are charged. This includes
informing the vendor in advance of ADOC’s tax-exempt status and verifying
that the invoice excludes all taxes before payment is rendered.

Fleet Services is responsible for adjusting the WEX card limit to allow
payment for authorized repairs.

All service receipts must be uploaded to the ADOC Fleet Report Application
by the driver or submitted to the Designated Fleet Contact Person for entry
and documentation.

Tire Repair and Replacement:

1.

If tire replacement is necessary, the assigned driver must notify Fleet Services
to identify the appropriate tire type and obtain quotes from an approved tire
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