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PURPOSE/SCOPE:

This policy is intended to allow Count¥ Departments to acquire credit cards for
the fueling of vehicles where current facilities do not meet operational needs.
This policy also allows for payment of minor repairs on County vehicles when on

is not feasible ngr reasonable. The acquisition of credit cards is not intended
to circumvent fueling and servicing at present County facilities.

POLICY/PROCEDURE:

Eligibility: Vehicles that_cannot be fueled at County facilities due to unusual
travel; out of county travel; accessibility iduring non-vorking hours or on-call
periods); occurrences where the current facilities do not meet operational needs;
vehicles needing minor repairs while on County business outside of Lee County.

All minor repairs should have Erior approval from Fleet Management whenever
possible. In the event that Fleet Management cannot be reached when traveling

outside Lee County, repairs should be completed and Fleet Management notified the
next vorkinglda .. A copy of the repair invoice and the vehicle asset number must
ee

be sent to Management upon return in order to track vehicle repair costs.

D%str%bution of credit cards is to be determined by the appropriate department
rector.

All renewals and original requests for cards are to be handled by the appropriate

name.

Purchase Orders will be established 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 directly to the Clerk of Courts/Finance
Division. All invoices are to be verified by the user department prior to
authorization of payment. 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 reading and number of gallons
umped must be included on the receipt. This will enable Fleet Management to
Betger track mileage for county-owned vehicles and to prevent the possibility
of being locked out of the fueling system at Fleet Management.

Count% business outside of Lee” County and access to the Fleet Hanagement facility
0
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