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The purpose of this policy is to establish procedures for the use of fuel cards assigned by the Department.
The goal of this policy is to ensure that all fuel expenditures charged to the Department are for state vehicles or equipment assigned to the Department. 

Policy

All State vehicles assigned to the Department shall have a fuel card issued to them for the exclusive use of that vehicle to conduct state business. 

All fuel cards shall require a unique vehicle authorization number to be used for fuel purchases.

Fuel cards shall be used to obtain fuel at any service station authorized to accept the Wright Express Universal fuel charge card.

Locations may request additional fuel cards for gas/diesel powered equipment such as lawn mowers, snow blowers, weed whackers and chain saws.

Wright Express Corporation issues a monthly invoice and four (4) standard management reports which shall be used by the Area Directors/designee to track and monitor monthly fuel purchases.
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Each Area shall designate a manager to oversee the use of fuel cards and to be the liaison with the Central Office.
Lost or stolen cards shall be reported immediately to Wright Express customer service at 1-800-492-0669.
Procedures

A.     Participating Dealers
         1.
Participating dealers can be identified by one of three ways:

a.
Checking fuel pumps for the Wright Express icon. 

b.
Reviewing the directory of approved locations located in the driver packet.

c. Calling the Wright Express 24 hour customer assistance phone at 1-800-492-0669. This number is imprinted on the reverse of the card.

B.     Use of Cards  

         1.
Fuel shall be purchased at participating stations in the same manner as private credit card use with the exception that the unique vehicle authorization number and accurate odometer reading must be entered into the point of sale (POS) terminal.

         2.
Stations not offering POS terminals shall be used by performing a manual transaction.

         3.
Manual transactions requires the attendant to verify authorization by calling the Wright Express authorization number at 1-800-842-0071.

C.     Monitoring

         1.
Area Directors/designees shall use the monthly invoice and management reports issued by Wright Express Corporation to track and monitor fuel purchases.
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2. Wright Express Corporation issues the following management reports monthly:

                a.
Vehicle Analysis Report (VAR) - Detailed information of fuel purchases by vehicle such as location, date, time, vehicle authorization number, odometer reading, fuel type,  gallons purchased, cost per gallon, total cost, cost per mile, miles per gallon and comments.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                
                b.
Fleet Analyst Exception Report (FAER) - Displays various types of unusual activity which may have transpired during the month for any given vehicle.

                c.
Financial Summary Report - Details all purchases on a monthly and year to date basis.            

                d.
Site Summary Report - This reports displays the total amounts of product purchased during the month by location.

         3.
Area Directors/designees shall compare the monthly VAR and FAER reports to each vehicle’s daily travel log to identify any discrepancies.

         4.
Area Directors/designees shall review all identified discrepancies between the VAR and FAER reports and vehicle travel logs and act upon any inappropriate fuel purchases.

.

OUTCOME MEASURES/PERFORMANCE INDICATORS

· All state vehicles are assigned a fuel card.

· Area Directors/designees review monthly invoice & management reports issued by Wright Express Corporation.

· Fuel cards are used only for assigned vehicles being used to conduct state business.

· VAR and FAER reports are compared to vehicle’s daily travel logs.

· All inappropriate uses of fuel cards are identified and acted upon.
