South Plains Community Action Association, Inc. 

Community Service Division
Acknowledgment of Agency Vehicle Assignment And Responsibilities

I, Mary Martinez have been assigned an agency vehicle #412, 2010 Ford Expedition XAEB58718
to assist me in completing my job responsibilities. I understand that the assignment of this vehicle is a privilege and not a right under my employment. I agree to abide by the following rules:

· I will drive the agency vehicle only during my normal work hours and solely for agency business. I will not use the vehicle for personal business before or after my work shift or on weekends. Verified reports of inappropriate use of the vehicle will result in immediate loss of the vehicle privilege and\or termination of my employment.

· I will maintain accurate mileage records and submit them to my supervisor on Monthly basis.

· I will maintain the vehicle in good working condition by assuring the appropriate preventative maintenance (oil changes, tune-ups, etc.) is done per the manufacturer's recommendation and that all necessary repairs are done in a timely manner.

· I will keep the vehicle clean and assure it is professionally washed outside and


cleaned inside as needed.

· I will observe the "No Smoking" Policy, which applies to all SPCAA Premises and


vehicles.

· I will submit properly completed vouchers and invoices for fuel and repairs on 
Weekly basis.
· I will report all accidents, the same day they occur, to my supervisor and the


SPCAA Safety Officer.

· I understand the assignment of the vehicle is dependent upon my maintaining a satisfactory Motor Vehicle Report (MVR) and minimum requirement of insurability as required by the current insurance carrier. An MVR may be pulled on an employee at any time by the agency.

· I will not carry unauthorized passengers and I will not make unauthorized trips in


an agency vehicle.

· I understand the assignment of the vehicle is dependent upon my maintaining a valid Texas Motor Vehicle Operators Permit of appropriate classification and endorsement as required.

I understand the assignment of the vehicle and my continued employment is conditional on the adherence to the above rules.

________________________________________________________________________________

Employee Signature







Date
________________________________________________________________________________

Signature of Division Director






Date

Revised 8/29/16

Vouchers

Prior Authorization Instructions

I understand that the possession and use of South Plains Community Action Association (SPCAA) Purchase Orders/Fuel Cards is a privilege which has serious responsibilities attached. I understand purchases completed with the SPCAA Purchase Order/Fuel Card must have prior approval from my Division Director or designate. I understand I may be held personally financially responsible for unauthorized use of a SPCAA Purchase Order/Fuel Card, up to and including the amount of the unauthorized purchase deducted from my paycheck. I understand I must report any lost or stolen Purchase Orders/Fuel Card to my Division Director immediately to prevent being held personally responsible for any financial losses to SPCAA from use of the lost/stolen Purchase Orders/Fuel Card.

Due to the repetitive nature of certain purchases, my Division Director may give me prior approval for certain types of routine purchases up to set dollar amounts. I understand I am to seek prior approval and authorization for all purchases, which exceed the dollar amount and/or are not listed below.

Prior authorized routine purchases, which I may initiate with my vouchers, are:

Fuel and Minor Repairs to vehicle # #412, 2010 Ford Expedition XAEB58718 not to exceed $ 100.00 per purchase.

______________________________________________________________________

Signature of SPCAA Employee







Date

______________________________________________________________________

Signature of Division Director







Date
Revised 08/29/16
