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 FUEL CARD SERVICES FOR RENTAL VEHICLES

I. PURPOSE:

To address the policy and procedures for the issuance and use of fuel cards with rental vehicles when an employee or official is conducting official state business.  This policy will apply regardless of the official state fuel card provider.

II.   SCOPE:

Department-wide.

III.  POLICY:

This Division of Administration-Bureau of General Services (BGS) administers the fuel cards.  Use of fuel cards allows the department to be exempt from federal excise taxes on fuel purchases and increases the potential for rebates to the State.  In some instances, a rental vehicle is a more cost effective travel option for conducting official state business.  In such cases, an employee may request to use a fuel card for fuel purchases.  Each division appoints a fuel card custodian(s) who is responsible for the fuel card(s) and ensures compliance with the fuel card services procedures. 
Fuel cards are to be used for purchases necessary to conduct official state business and shall not be used for personal purchases.  Fuel cards assigned to a division shall only be used for purchases of fuel for rental vehicles, so any other problems (tires, fluids, wipers, etc.) must be reported to the rental company for guidance on correcting the problem.  

IV. PROCEDURES:

A. Each division’s Fiscal Liaison must sign and submit Attachment A to the BGS.  Signature by the Fiscal Liaison acknowledges they are aware the fuel card(s) is being issued and authorizes obligations to be incurred.  The request for fuel card(s) must include:

1. division name;
2. organization name/number;
3. location;
4. number of fuel cards;
5. name of primary and alternative fuel card custodian;
6. signed acknowledgement by fuel card custodians that they must inform the fuel card user that the fuel card is for official state business only and is only to be used for the purchase of fuel for a rental vehicle; and 
7. upon receipt of card(s), the fuel card custodian acknowledges receipt of the fuel card(s).

B. Fuel card(s) shall be secured by the program to which they are assigned.  

1. Fuel card(s) shall be maintained and secured by the fuel card custodian(s) when not in use.

2. The fuel card custodian(s) must explain to staff checking out a fuel card that the card is only to be used for purchases of fuel for rental vehicles while the employee is conducting official state business.  Employees using the fuel card are responsible for charges to the card while the card is in their possession.  Improper use of the fuel card may result in revoking fuel card privileges, disciplinary action, termination of employment, and/or criminal prosecution.  Amounts attributable to improper use may be withheld from an employee’s paycheck or other State of Missouri warrants payable to the employee.  

3. A lost or misplaced fuel card must be reported immediately to BGS by calling (573) 751-6040 and the official state fuel card provider (see number on reverse side of fuel card). 
4. Fuel card users must have a valid ID number (PIN) for use with the fuel card.  The fuel card custodian will provide the employee with the necessary ID number.

5. Fuel receipts are to be signed by the user.  If the user pays at the pump or the receipt did not require a signature, the user should sign somewhere on the receipt acknowledging they approved the charge.  

6. Original fuel receipts and a copy of the vehicle rental agreement are to be submitted to the fuel card custodian when the fuel card is checked in.
C. Each trip must be recorded on the Rental Vehicle Fuel Card Transaction Log (Attachment B).  A log must be completed for each fuel card account number.  The log must include:

1. date the fuel card is checked out;
2. full name and phone number of person checking out the fuel card;
3. signature of the individual to whom the fuel card is issued;
4. trip destination(s);
5. return date;
6. custodian signature upon return of the fuel card; and
7. accounting distribution that will be used to pay the fuel costs.
D. Each division is responsible for the following:

1. reconciling the fuel receipts to the invoice from the fuel card company;

2. ensuring federal excise taxes have not been charged to the account;

3. ensuring the fuel receipts are matched against the vehicle rental agreement and the Rental Vehicle Fuel Card Transaction Log prior to approving the fuel card invoice for payment; and 

4. resolving any issues or discrepancies that may arise.  
If assistance is needed to resolve an issue, contact the Bureau of General Services (573) 751-6040.

E. If an original receipt is lost or misplaced, every effort must be made to obtain a duplicate receipt.  If a duplicate receipt cannot be obtained, a written justification signed by the Division Director (or designee) authorizing the charges is required. 

F. The division may either submit a DH-59 or enter a purchase order (PGQ) and a receiver in SAM-II for each fuel card invoice.  

G. Each month the division will forward the original fuel card invoice, original fuel receipts, the Rental Vehicle Fuel Card Transaction Log, copies of the vehicle rental agreement, and any other applicable documentation to the Bureau of Financial Services, Accounts Payable Unit for processing.
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