George County School District Fuelman Procedures

1. Card Management:
· The Business Office is responsible for issuing and deactivating gas cards for George County School District vehicles. The Fuelman Company issues Fuelman debit cards, after receiving a request from the Business Office Purchasing Agent.  A Fuelman Change Authorization Form must be completed and approved before submission to Fuelman.
· Separate cards are issued and assigned to each operable vehicle maintained in the district inventory.  Fuelman cards may only be used to purchase fuel for George County School District vehicles.  Fuel cards may not be used for personal vehicles at any time.
· Spare cards are kept at the Transportation Department to be used in case a card is lost or shut down, until a replacement card is received.
· Gasoline purchases using Fuelman cards are authorized only after approved PINs (personal identification numbers) are entered into the gasoline machine (pump) where the purchases are made. PINs are required to authorize purchases and activate pumps for usage. 
2. Gasoline Tickets/Receipts:
· Only Regular Unleaded or Diesel fuel purchases are allowed.
· When purchasing gasoline, the employee will input the PIN and the odometer reading. The transaction should be recorded on the Vehicle Fuelman Activity Log located in the vehicle. The gasoline ticket/receipt must be signed, and the vehicle name recorded on the receipt.  
· If fuel is purchased for gas can fill-ups, it must be noted on the receipt.
· Once a week, the receipts should be sent to the Transportation Department secretary, where they are held for reconciling the monthly Fuelman invoices.  
3. Mowers/Tractors:
· The GCHS Athletic Department and CTE Department are assigned cards to use when fuel is needed for district-owned tractors, mowers, UTVs, etc. The transactions should be logged on the Tractor_Mower_UTV Activity Log. Signed gasoline receipts with the vehicle name written on it should be either sent to the Transportation Secretary or scanned and emailed on a weekly basis. 

4. District SUV/Activity Bus Request:
· If the District SUV is needed for a trip, the HR Secretary will check the schedule for availability. If available, the District Vehicle Use Request form will be completed. Before the trip a binder with the keys, the Fuelman card, insurance information, and fuel log can be picked up from the HR Secretary. Upon return, the binder should be returned with any fuel receipts.
· If the Activity Bus is needed for a trip, the CTE Secretary will check the schedule for availability. If available, the District Vehicle Use Request form will be completed. Before the trip a binder with the keys, the Fuelman card, insurance information, and fuel log can be picked up from the CTE Secretary. Upon return, the binder should be returned with any fuel receipts.
5. Out of State Travel:
· In the event out-of-state travel is needed with a district vehicle, the Transportation Department must be notified at least seven days in advance. A Whitelist form will be completed and emailed to FleetCor at fraudalerts@fleetcor.com and copy michelle.deleon@fleetcor.com.
6. Out of Town/Long Bus Trips:
· If a bus will be going on a long trip and needs the fuel limit changed, the Transportation Department will log in to FleetCor to make the necessary adjustment.
7. Fuelman Statements/Fleet Management Report:
· Once a month, Fuelman emails statements/invoices to the Business Office, where the Accounts Payable Department stamps them as received and forwards them to the Transportation Secretary. 
· Detail and summary information pertaining to user department transactions are included in the report. The Transportation Secretary compares the signed gasoline receipts with the itemized purchase information on the Fuelman invoices. Differences should be satisfactorily explained.  
· After the statement/report has been reconciled and the claim input, the Transportation Coordinator should review and approve the claim before and submitting it to the Accounts Payable Department for payment.
· Exceptions: As exceptions occur throughout the month — independent of the monthly statement cycle — a Fleet Management Exception Notification (fpoper) will be emailed with the exception details. Each notification should be printed, investigated, with the explanation documented, and kept on file to be provided if an auditor requests to review it.
8. Fuelman Changes/Administration:
· In the event employee changes or vehicle changes are needed, the Transportation department will log in to the Fuelman/FleetNet website or call Fuelman to make the changes.
· Any vehicle changes involving the vehicle location must also be submitted in the fixed assets module in Marathon. Vehicle location in Fuelman should always match the location in Marathon. 
· [bookmark: _GoBack]For Fuelman Administration changes, only the Business Office has authority to add or remove account administrators.  An Account Update Form will be submitted to FleetCor together with a memo written on letterhead. 
