
Administrative Board Rule #461 
 

Regulations Pertaining to the Authorized Use of City Vehicles 
 

 Effective immediately, the provisions of previous Administrative Board Rule 46 (revised 
May 1992), Executive Order 8-90, Managing Director’s Directive 45 (July 1988) and Managing 
Director’s Directive 51 (October 1990) pertaining to the authorized use of City vehicles are 
hereby rescinded and replaced by the provisions of this Rule. 
 
46.1  GENERAL PROVISIONS RELATED TO AUTHORIZED USE 
 
46.11 City vehicles are municipal property and may not be used for personal and private 

reasons.  City vehicles may not be used for the unofficial transportation of family 
members or any other non-City personnel, provided that upon written application 
by a City employee, the Administrative Board may waive in writing the 
prohibition against such transportation.  Non-City personnel are not permitted to 
operate City vehicles. 

 
46.12 Authorization to take City vehicles outside the City limits is governed by 

Administrative Board Rule 2, Section 2.11 and 2.12. 
 
46.13 City vehicles are to be driven only by City employees with valid driver’s licenses.  

Offices, board, agencies and departments of the City are required to verify 
annually that such licenses are valid.  Employees are required to notify their 
departments if their licenses are suspended or revoked. 

 
46.14 City employees may not operate City vehicles while under the influence of 

alcohol or controlled substances.  
 
46.15 City employees will avoid any vehicle use which might result in or create the 

appearance of impropriety with regard to public perception concerning misuse of 
City vehicles. 

   
46.2  TAKE-HOME AUTHORIZATION 
 
46.21 Authority is hereby granted to the following individuals to use City-owned 

vehicles for transportation to and from places of residence and to keep such 
vehicles at places of residence overnight or on weekends and/or holidays should 
such vehicles be made available to them:  Mayor, Mayor’s Chief of Staff, Cabinet 
Officers, Fire Commissioner, Police Commissioner, Prisons Commissioner and 
elected officials.  
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46.22 In addition to those enumerated above, such privileges will be extended to only 
those department or agency employees under the jurisdiction of the Mayor who 
have been designated by the appropriate Cabinet official, department 
commissioner or agency head as having emergency response responsibilities or 
job-related necessity, subject to the Managing Director’s approval. 

 
46.221 Each department is required to develop and emergency response plan to ensure 

adequate emergency coverage and appropriate vehicle use.  For each vehicle 
designated for take-home use in the emergency response plan, written justification 
must be provided in a manner proscribed by the Managing Director’s Office when 
the plan is submitted for the Managing Director’s approval. 

 
46.222 Any changes to the assignment of vehicles in an emergency response plan must 

have Managing Director approval.  One week prior to the beginning of each 
month commissioners or agency heads will submit to the Managing Director’s 
Office a list of emergency response personnel for that month.  This information 
will include the employee’s name, title, and specific vehicle number.  Only 
designated emergency response personnel will be afforded take-home privileges 
for that month. 

 
46.223 The Managing Director’s Office will keep records that list employees who have 

been granted take-home privileges and will make such records available for 
review by the Administrative Board upon request. 

 
46.3  CITY VEHICLE IDENTIFICATION 
 
46.31 In order to ensure public accountability with regard to the proper use of City-

owned vehicles, all such vehicles, regardless of type of class, will be identified as 
City vehicles through the visible use of municipal tags and City decals.  The only 
exceptions to this provision extend to those vehicles used in police or other 
enforcement surveillance activities, upon approval of the Managing Director, or 
for any other vehicle use specifically exempted by the Mayor. 

 
 


