
----  -----.
ADMINISTRATIVE CODE

BOARD OF CODNTY c0muss10NERs
:=============================_==_______-----------
ATEGORY:

Facilities/Properties/Equipment/Vehicles

IITLR:
Issuance of Fuel Credit Cards

======_==============================E===:

CODE RCIRRRR:

AC-5-7

ADOPTED:
3/S/89

AHENDRD:
11/g/94

ORIGINATINGDRPARTHRNT:
County Administration

:=============================================================~====================~
'mWOSE/SCOPE:
This policy is intended to .allow Count
the fueling of vehicles where current P

De artments to acquire credit cards for
aci ities do not meet operational needs.3. .

This policy also allows for payment of minor repairs on County vehicles when on
County business outside of Lee County and access to the Fleet Management facility
is not feasible nor reasonable: The acquisition of credit cards is not intended
to circumvent fueling and servicing at present County facilities.

Eligibility: Vehicles that cannot be fueled at County facilities due to unusual
travel; out of county travel; accessibility .f. :during non-working hours or on-call
periods); occurrences where the current faci ities do not meet operational needs;
vehicles needing minor repairs while on County business outside of Lee County.
All minor repairs should have rior
'possible. In the event. that FP

approval from Fleet Mana
eet Management cannot be reacFi

ement whenever
ed when,traveling

outside Lee County, repairs should be completed and Fleet Management notified the
next workin
be sent to fi

day. A copy of the repair invoice~and the vehicle asset number must
leet Wanagement upon return in order to track vehicle repair costs:

,Distribution of credit cards is to be determined by the appropriate department
director.
All renewals and original requests for cards are to be handled by the appropriate
name.
Purchase Drders wiii be estabiished by each county department in the department
name.
Gas tickets are to be returned to the fiscal division of each department by the
card user. Invoices are to be sent direct1 to the Clerk of'Courts/Finance
Division. All invoices are to be verified x
authorization of payment.

y the user department prior to
Any issues with verification or payment will be

resolved by the department director.
Copies of all fuel receipts from non-county fueling sites must be sent to Fleet
Management. The vehicle asset number, odometer readin
E !
um ed must be included on the receipt. This will

and number of gallons
ena lef

et er track milea
Fleet Management to

of being locked ouf
e for count
of the fuep. ,,-owned vehicles and to prevent the possibility

mg system at Fleet Management.
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