Department of Budget & Management

Effective Date: February 26, 2008

Title: FUEL CREDIT CARD USE POLICY

1.0 Introduction

The purpose of this policy is to provide rules guidance and procedures for the use of Fuel Credit Cards and to provide for disciplinary action for the misuse thereof.

The Elected Official Department Head shall serve as the Fuel Card Manager. The Purchasing Agent / Assistant Purchasing Agent or the Travel Fuel Credit Card Specialist Coordinator shall serve as the County wide Fuel Card Administrator. The Fuel Card Manager shall be assigned responsibility for administering the Fuel Card Program for their respective office department. Each fuel card will be assigned to a specific county vehicle and is to be used exclusively for that vehicle and official county business. Additional fuel cards will be issued to authorized cardholders for non-vehicle related fuel purchases (e.g., lawnmowers and weed eaters).
a.) Card Manager and employees receiving a car allowance should not be able to hold a fuel card.

b.) Some fuel cards may need to be assigned to individuals for non-vehicle related fuel purchases.

c.) Under no circumstance should card be used for another vehicle other than that for which it is assigned.

OBTAINING A CREDIT CARD

a.) The Card Manager shall make requests to the Card Administrator fuel card(s);
i.) Each card shall have pre-established merchant codes, credit limits, purchases limits; and limit on daily # of transactions.

ii.) Requests for changes to these limits shall only be authorized by the Card Administrator.

b.) The Card Administrator shall obtain approval from Commissioner’s Court before issuing a fuel credit card.

c.) Once approval is obtained the Card Administrator shall coordinate with the requester.

d.) The Card Administrator must provide face-to-face training to the Card Manager and Cardholder before fuel credit card(s) is issued. The fuel card shall not be released until the training is provided. The training shall be provided yearly to existing card holders. The Card Administrator shall maintain evidence of the training in the form of a sign-in sheet.

The Card Administrator shall require the cardholder to sign a fuel card agreement.

CARD SECURITY:

Fuel Cards shall be kept secure and safe by the Elected Official Department Head. It is the assigned employee’s responsibility to safeguard the fuel card and their employee PIN numbers.

The Card Administrator shall maintain the name and number of the card issuer representative.

a.) The Card Administrator shall maintain a list of approved Cardholders and the Card Manager assigned to the card. The list shall include the authorized merchant codes credit limits, purchases limit; and limit on daily # of transactions. List shall be physically secured.

b.) An updated list shall be submitted to the accounts payable department each time a new user is approved removed.

c.) The Card Manager shall also maintain a list of approved cardholders for his/her department.

d.) Card design should be a unique color and signed to reduce the risk of being accidentally used as a personal credit card.

e.) Card should have pre-printed name of the organization above the name of vehicle ID.

f.) The card should be pre-printed to clearly state “Fleet” Fuel only on the front.

If the fuel card is lost or stolen the Elected Official/Department Head for the department shall notify the Purchasing Department designee immediately. The Purchasing Department will then notify (the fuel card company) to cancel the lost or stolen fuel card. A new card will be promptly issued. If the lost or stolen fuel card is subsequently found, the fuel card shall be returned to the Purchasing Department and will be destroyed.

FUEL CARD PURPOSE 
Only authorized cardholders shall have access and use to a fuel card. Pursuant to Commissioner’s Court’s approval Hidalgo County will provide a fuel credit card (the “card”) program to those Elected Officials, Departments, Agencies and Programs for the purpose of fueling fleet vehicles. Request for fuel cards must be presented to Commissioner’s Court for approval to identify users of the cards.
Elected Officials, Department Head, Agency and or Program Directors may enact a more restrictive policy regarding usage of cards in their respective departments.

Fuel cards will be restricted to purchase of fuel for the County vehicles to which they are assigned. In addition fuel cards may be issued to authorized cardholders for non-vehicle related fuel purchases (i.e. lawnmowers and weed eaters). Under no circumstance is a fuel card to be used for personal vehicles or other use other county vehicles for which the card is not assigned. 
If an employee finds it necessary to purchase fuel for a county vehicle or rental vehicle with personal funds as opposed to the fuel card a request for reimbursement should be submitted to the County Auditor’s Accounts Payable Division along with proper supporting documentation (i.e. original receipts).
Fuel cards will have credit limit of $500.00 per month and two transactions per day unless otherwise requested and approve.

PROCEDURES
The following procedures are required and will be adhered to when using the Card.

a. A statement of Understanding (attached hereto) acknowledging the understanding of this policy and the sanctions for misuse must be signed and kept in a file by the Elected Officials, Department Head, Agency and Program Director for each individual utilizing the card.

b. A Purchase Order for the purchase of fuel must be open and valid prior to using the card. All funds for the cards shall be in the appropriated budget line items.
c. A signed roster of the employees using or possessing a card must be kept with the Elected Officials, Department Head with a copy to the Purchasing Department (County Wide Administrator) Agent.

d. When using the Card at a self serve pump, the employee will:

· Enter the vehicle number.

· Enter the odometer reading.

· Enter P.I.N. (Personal Identification Number).

· Request for receipt.

· Submit receipt to their Elected Official, Department, Agency or Program Budget Clerk the same date.
· If fueling after established Elected Official, Department, Agency or Program hours submit the receipt to the Elected official department Head the next business day.

e. if an employee loses a receipt the employee will submit an affidavit accounting for the specific lost data. The affidavit shall accompany request for payment to the Hidalgo County Auditors Office.

f. When the card statement is received then the Budget Clerk shall reconcile the charges.

g. If the statement is reconciled the Budget Clerk shall deliver all documents necessary for payment to the County Auditors Office.

h. If the statement is not reconciled the Budget Clerk shall notify the authorizing Elected Officials, Department Head, Agency or Program Director for resolution. If the statement cannot be reconciled internally, then the Budget Clerk shall notify Credit Card Company and dispute any amounts that are determined to be in error. The Budget Clerk shall deliver to the Count Auditors Office an annotated copy of the billing statement showing amounts in dispute with a request for payment on undisputed amounts.

i. The Budget Clerk shall deliver Card billings statements to the County Auditor’s Office within (5) working days following receipt of the billing statement. The County Auditor’s Office shall make every effort in the normal course of business to process valid billing statements for payments prior to the payment due dates.

j. The Card is never to be used for personal Non-County related purchases and/or securing of goods or service.

k. The Purchasing Agent at their discretion may terminate privileges at any time due to misuse abuse etc.

DOCUMENTATING PURCHASES
Cardholders shall be required to maintain a log of fuel purchases and receipts. The log will include:

a.)
Date and purpose of the purchase, merchant name, and gallons 

purchased, name of the purchaser, total amount of purchase and odometer readings.

The Card Manager shall reconcile the log and receipts to the monthly statement will confirm odometer readings at the end of the month (on a sample basis) and analyze (on a sample basis) purchases being made frequent losses of receipts should result in disciplinary action. The Cardholder may also be required to pay charges with his/her own personal funds.

Every attempt should be made to ensure balances are paid in full each month (Resolution of disputed charges).

DISPUTED CHARGES
a.) The Card Manager shall inform the card administrator of disputed charges within two calendar days. Communication shall be documented.

b.) The Card Administrator shall inform the card issuer within two calendar days communication shall be documented.

Credit Card statement(s) shall be sent to Credit Card Manager and the Accounts Payable Department.

CANCELING A CARD
The Fuel Card Manager shall immediately notify the Fuel Card Administrator in writing when:

a.) A vehicle  is sold, wrecked or removed from service;

b.) A vehicle is transferred to another county department; or

c.) An authorized card user’s employment with the county is terminated.

d.) The written notification shall include a request to cancel the card. The reasons for canceling the card. Identify the fuel card number, vehicle identification number, unit number, license plate number and authorized user (if any).

e.) Upon written notification the Fuel Card Administrator shall request from the Credit Card Vendor the card be cancelled? The request shall be made in writing.
f.) The written request shall be filled for record keeping purposes.

g.) The Card Manager shall surrender and document to the Card Administrator for destruction and discarding of the card.

Fuel Card Rebates
Fuel Card rebates shall be addressed by the Department of Budget and Management for proper credit to the County of Hidalgo. The rebates shall be sent directly to the County Treasurer for deposit.

SEPARATION FROM COUNTY

Prior to separation from the County the employee shall surrender the fuel card to the Elected Official Department Head/Agency or Program Director. Upon receipt of the fuel card. The Elected Official Department Head/Agency Director will forward the fuel card along with required or applicable forms or documents to the Purchasing Agent. Thereafter the Purchasing Agent will contact (the fuel card company) and deactivate the fuel card and it will be destroyed.

TRANSFERRING TO ANOTHER COUNTY DEPARTMENT
Before transferring to another Count Department the Fuel Cardholder shall surrender the card to their respective Elected Officials, Department Head, Agency or Program Director. The procedures detailed in SEPARATION FROM COUNTY must be followed.
SANCTIONS
Any misuse of the card will result in reasonable disciplinary actions that may include a combination of the following:

· Termination of Employment

· Payroll deduction of any unauthorized purchases and of any administrative costs associated with any unauthorized purchase.

· Reimbursement to Hidalgo County for unauthorized purchase and any administrative costs associated with the unauthorized purchase.

· Transfer of duty that does not involve or require the use of the Card.

· Limitation on the use of the card and/or termination of the right to use the card at anytime with or without cause.

· Other discipline as authorized by the Elected Officials, Department Head, Agency or Program Director.

THE COUNTY OF HIDALGO TEXAS

FUEL CREDIT CARD POLICIES
STATEMENT OF UNDERSTANDING
I have read understood and will abide by the Fuel Credit Card Policy (The “Policy”). I understand that the Fuel Credit Card Policy is designed to improve the management and control of official business of the County of Hidalgo.

I further understand the issuance of a Fuel Credit Card (the “Card”) to me is keeping with my assigned duties and responsibilities and that I am being specifically directed to:

· Abide by all policies rules and understandings with respect to the Card:

· Use the Card only for those necessary and reasonable expenses incurred or authorized for the direct purpose of the Fuel Credit Card Program.

· Make ABSOLUTELY NO personal use of the card.
· Use the card only as anticipated in the Budget.

· Use of the Card for emergency purchases must be completed as outlined in the policy.

· Retain and submit original receipts for all Card use.

· Keep the Card in my possession and control at all times.

· Allow no one else to use the Card assigned to me.

· Permanently surrender the Card when my duties no longer require the use of the Card.

I agree to comply with the terms and conditions of the Hidalgo County Fuel Credit Card Policy. I understand that any misuse of the Card will result in one or more of the following:

· Termination of employment.

· Payroll deduction of any unauthorized purchases and of any administrative cost associated with any unauthorized purchase.

· Reimbursement to Hidalgo County for unauthorized purchase and any administrative costs associated with the unauthorized purchase.

· Transfer of duty that does not involve or require use of the Card.

· Limitation on the use of the card and or termination of my right to use the Card at any time with or without cause.
· Other discipline as authorized by the Elected Official/Department Head for violation of Fuel Credit Card Policy.

I certify that I have read understood and agree to abide by the above and all other policies, procedures, features and regulations that apply to the County of Hidalgo, Texas Fuel and/or Fuel Credit Card Policy.
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