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Date:  December 3, 2009
WASHINGTON BULLETIN WA120-10-2 

Subject:  ADS – Use of Fleet Purchase Cards.
Purpose.  To provide guidance for the use U.S. Bank Government Fleet Purchase Card (GFPC) and the Citibank/Wright Express (WEX) card.
Expiration Date.  This bulletin expires September 30, 2010.
Using the U.S. Bank VISA Government Fleet Purchase (GFPC) Card: 

Vehicle Operators shall use the U.S. Bank Visa Government Fleet Purchase Card (GFPC) to purchase all fuel, preventive maintenance, and repairs for NRCS-Owned Fleet vehicle (to include ATVs & Snowmobiles, and motorized equipment).  Vehicle Operators are herewith authorized to use the GFPC to fuel and maintain vehicles and motorized equipment for a single purchase transaction amount not exceeding $500 without further approval.  Supplies, maintenance, and repair cost exceeding $500 must be preapproved by Ron Joyner, the Local Fleet Program Coordinator (LFPC) or Stefan Fechter, the State Administrative Officer (SAO).  Prepare and submit Form AD 700, Procurement Request, to the State Office Management Services Division (MSD), formerly ADS, requesting authorization prior to any purchase commitment exceeding $500.  Form AD 700 for procurement request over $500 must be signed by the vehicle operator’s supervisor.  A return copy of the submitted procurement request will be returned to requester approving or disapproving the request within 3 workdays.  Although preapproval is not required for transactions under $500, a Form AD700 is still required for all mechanical repairs and tires procurements regardless of dollar amount.  Form AD 700 for procurement request under $500 must be signed by the Field Office point of contact and forwarded to Management Service Branch with the Vehicle Monthly Usage Log.  Form AD 700 is not required for preventive maintenance item, such as, oil, filter, and lube changes, car wash services, annual inspection charges, wiper blades, antifreeze, etc.
Using the Citibank/Wright Express (WEX) Fleet charge card:
Vehicle Operators must use the Citibank/Wright Express (WEX) card to purchase all fuel, preventive maintenance, and repairs for GSA leased fleet vehicles.  Vehicle Operators are authorized to purchase fuel (unrestricted amount) and maintenance under $100 without further approval.  For Maintenance/Body work costing $100 and over $100 call GSA 1866-409-041 for prior authorization and notify the LFPC of the actual repair cost. 

The following guidance shall apply to both the GFPC and WEX fleet charge cards:

1. All purchases must be for official government purposes only – Note: the GFPC used to make the purchase shall be the GFPC issued specifically for the vehicle requiring fuel or services; (e.g., the GFPC/WEX card number A123456/G41-123456 must match the Vehicle license plate number A123456/G41-123456). 

2. Reasonable effort must be made to find the nearest location accepting the GFPC when purchasing fuel and maintenance on USDA vehicles and motorized equipment.
3. When refueling an Alternate Fuel Vehicle (AFV), the card user should use an alternative fuel station that is reasonably available (within a 15-minute drive or five miles one-way). AFV stations can be found at: http://www.afdc.energy.gov/afdc/locator/stations/route/ .
4. Self-service pumps must be used to the fullest extent possible.
5. The following are examples of authorized fleet and charge card purchases:

     a.  Fuel (the grade/octane rating of fuel recommended by the vehicle or equipment manufacturer).
     b.  Transmission fluids

     c.  Oil/oil changes

     d.  Windshield wiper blades

     e.  Windshield washer fluid

     g.  Anti-freeze

     h.  Car washes

     i.  Maintenance

     j.  Tires/tire repair

     k.  Tie-down fees (boat related)

     l.  Docking fees (boat related)

     m.  Auto body work

     n.  Roadside assistance (e.g., towing, lockout service, battery charging, tire changing, winching, fuel delivery).
6. The following are examples of unauthorized charge card uses and purchases:
     a.  Purchase of food, beverages, and or other miscellaneous personal items.
     b.  To pay any State or local traffic or parking violations that are obtained while driving a motor vehicle owned or leased by the Government.

     c.  Use of Government Purchase Card (GPC) in lieu of the GFPC or WEX fleet cards to purchase fuel or maintenance services for USDA fleet vehicles, non-fleet vehicles, and non-fleet equipment unless authorized by the LFPC.

     d.  As a form of identification for personal purchases.

7. Vehicle Usage Log:
In accordance with DR 5400-006 an Official Vehicle Use log for each NRCS-Owned vehicle (to include ATVs & Snowmobiles), GSA leased vehicle, and motorized equipment shall be maintained to ensure a reasonable audit trail documenting vehicle/equipment use.

A “Monthly Usage Log” shall be placed and kept in each vehicle (see attachment).  Vehicle Operators shall be responsible for recording the following information in the vehicle use log under the applicable column each time the vehicle/equipment is used:

     a.  Date

     b.  Driver of fleet card user name

     c.  Odometer Reading before and after use

     d.  Whether the vehicle was refueled (yes/no)

     c.  Whether maintenance or repairs were performed (yes/no)

8. GFPC and WEX Sale Receipts retention and disposition requirements:

a.  All receipts must be collected at the point of sale.

      b.  Write odometer reading at time of fueling and license plate on all fleet charge card receipts if not printed on the sales charge receipt.

c.  Maintain all fleet charge card receipts. 

      d.  If a receipt is not available create a receipt by provide the information listed below, i thru vi, and date on a blank sheet of paper and mark “Duplicate Original”.
i. Odometer reading

ii. Number of gallons

iii. Cost per gallon

iv. Type of fuel

v. Total cost

vi. Description of maintenance/repair

     e.  Attach all charge card receipts for all office fleet, non-fleet and motorized equipment to the applicable monthly vehicle usage log. 

The primary Vehicle Operators shall be responsible for submitting their respective Vehicle Monthly Usage Log along with all receipts and AD 700s to the State Management Services Branch no later than three workdays after the last day of the previous month.
Fleet charge cards must be secured at all times.  Do not leave cards unattended in vehicles at any time.  If a fleet card is lost/stolen/damaged, immediately contact the LFPC and customer service at 888-994-6722.
ROYLENE RIDES AT THE DOOR

State Conservationist
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