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Procedures for Vehicle Fuel Cards

1. Procedure surrounding issuance and retrieval of cards

· Fuel cards will only be issued through the Financial Services Division.
· Each fuel card will be matched to a specific vehicle. Do not use a fuel card for any other vehicle except the one listed on the card.
· Each employee authorized to use a fuel card will be issued a pin number. Do not share your pin number with anyone else or you could be held responsible.
· The pin number can be used for any of the district fuel cards which will identify who fueled and the vehicle that they fueled.
· The vehicle mileage must be entered along with the pin number before the fueling can be completed.
· Lost or stolen fuel cards or pin numbers must be reported immediately to the Financial Services Division. Any charges to a lost or stolen card not reported will be the responsibility of the card user. 
· All unused and obsolete cards will be returned to the Financial Services Division accompanied with a letter stating the reason for return and signed by the department head.  The Financial Services Division will immediately cancel any unused or obsolete card and destroy the card.

2.  Proper safeguarding procedures for fuel cards

· It is the department’s responsibility to keep all fuel cards locked in a safe location within the department’s office when not in use.
· All departments must maintain a log to sign in and sign out fuel cards.  The log will indicate the individual who signed out the card (signature), date, time, and vehicle number/card number. 
· Fuel cards should be in possession of the individual who has signed out the fuel card at all times, and never left in the vehicle or the vehicle’s glove box.
· When the individual has completed fueling, the card is to be returned to the department along with receipts. The card will then be locked in a safe location within the department’s office.
· All fuel cards will be setup to require the odometer reading to be entered at the pump before fuel can be purchased. This will enable tracking of mileage and be a safeguard against theft.
3. Weekly review of fuel card statements to verify charges and their accuracy

· Each department that holds fuel cards will designate an individual from their department to turn in fuel card receipts on a weekly basis. The designated individual’s name shall be provided to the accounts payable department.
· All fuel card receipts are to be turned in to the responsible individual for reconciliation.
· In the event that departmental fuel receipts are not turned in on a weekly basis, cards issued to the department will be deactivated and not reactivated until all paperwork is received by the accounts payable department. 
· In the event that an individual fails to turn in fuel receipts, their pin number will be deactivated and not reactivated until all paperwork is received by the account payable department. 
· The accounts payable department will review the weekly statement for any unusual activity and report the concerns to the department head.  The department head should contact the accounts payable department immediately with any concerns. 

4. Record keeping procedures surrounding fuel cards

· The Financial Services Division will maintain a list of departments who have been issued fuel cards, the list will indicate the date issued, card number, vehicle number, department and who signed for the cards.
· The Financial Services Division will maintain a list of pin numbers issued to employees.
· The Financial Services Division will maintain a file of all weekly reconciliations for the length of time as required by the District’s record retention policy.
· The Financial Services Division will be the sole disposer of any and all fuel cards.  A record will be maintained of the fuel cards disposed of, the department returning the card, signature of the individual/s who disposed of the card and the date of disposal.


ACKNOWLEDGEMENT OF PROCEDURES FOR FUEL CARD USAGE

The undersigned certifies that he/she has read the procedures listed above and has received a copy for their records.

I am award that a violation of these procedures would be just cause for disciplinary action under the Canutillo ISD Employee Standards of Conduct DH.


PRINT NAME: ____________________________________

DEPARTMENT: ___________________________________


SIGNED: _________________________  		DATE : ____________________
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