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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office

Fuel Cards

General

All State vehicles are required to have a fuel card and each State employee who operates one of these vehicles must have a fuel card Personal Identification Number (PIN). Fuel cards shall only be used for the vehicle to which it is assigned, and the fuel cards should be accounted for at all times.  The College should designate the account’s authorized users.
Assignment of Fuel Cards

The Colleges should obtain a fuel card for each vehicle the college owns from Wright Express.  Agencies must obtain the initial fuel card through the Office of Fleet Management to ensure the card contains all necessary vehicle information to insure correct fuel data posting for each vehicle in the Fleet Management System.  At no time should fuel products for any other vehicle/use be charged to a fuel card issued for a specific vehicle.  

Card Procedures 

To obtain a fuel card for a new vehicle, or to get a replacement card for one that was lost stolen, or damaged, the College must establish internal procedures required for requesting a new card, replacement card, or lost fuel cards.  Also when a vehicle is removed from the College’s fleet, the fuel card must be terminated.

New Card

Once a new vehicle is obtained, the accounts authorized user will initiate the process to obtain a new card.  A WEX Fuel Card Order Sheet must be filled out and submitted to GAFLEET@DOAS.GA.GOV.  The order sheet contains all of the information pertaining to obtaining a card. The form also allows you to set the initial daily spending limits, and the daily number of card swipes.  

Replacement Card

To obtain a replacement card the account’s authorized user will call Fleet Management Customer Service at 1-800-492-0669. The user must have the account number and the correct physical address of the college, which will be verified by the Customer Service.  The accounts authorized user can also request the replacement card directly from Wright Express using WEX-Online.

PIN Procedures

Each college should develop a unique numbering system for assigning employee PIN Numbers.  This information will be added to the WEX data base and the employees PIN will be generated.  The PIN Number may include the college number in their numbering sequence.  The employee must use this number each time a fuel card purchase is made.  This will be a random 4 digit number that does not duplicate any existing number in the data base.

Fuel Purchases 

The user of the fuel card shall go to any participating gas station when fueling a state vehicle. Repair and maintenance purchases may be allowed if they are pre-established by Wright Express. When purchasing fuel, regular unleaded gasoline should be used unless diesel or aviation fuel is required. The receipts for the purchases should be submitted to the accounting office.  Each month, Wright Express will send a statement for the fuel purchases.  At that time, the accounting office should verify each purchase according to the submitted receipts.  After the statement is verified and is correct, the Technical College or Central Office will remit payment to Wright Express.
Miscellaneous

When a vehicle is removed from the College’s fleet, the fuel card must be terminated. The account’s authorized user will log on to the WEXOnline website and go to “Account Maintenance” and terminate the card.  The card will no longer be valid and can be destroyed by cutting with scissors or shredding. 

Once an employee is no longer employed by a Technical College, their PIN must be terminated from the WEX data base.  The account’s authorized user will log on to the WEXOnline website and go to “Account Maintenance” and terminate the driver.  The PIN number is deactivated and can no longer be used with an college fuel card.

All inquiries into WEX will be done by the account’s authorized user.  Issues which cannot be directly resolved by logging into WEXOnline will be done via email at the WEX contact us screen, or contacting customer service at 1-800-492-0669.  The website contains a Fleet Manager’s Guide.  
Violation of the procedure could lead to disciplinary procedures up to an including termination and criminal prosecution.
