each city vehicle; these records will track vehicle and driver purchasing and reflect any misuse of
the cards.

Procedures

Except when delegated, the authority to issue Fuelman cards resides exclusively with the City
Manager. Fuelman cards shall be issued to vehicles, not individuals, and are restricted to use
with the vehicle to which it was issued. Only one Fuelman card shall be issued to a vehicle. An
additional Fuelman card may be issued to employees for the purchase of fuel for gas powered
lawn maintenance equipment where applicable. Employees required to drive vehicles and
operate equipment will receive a Personal Identification Number (PIN) that can be used with any
Fuelman card assigned to vehicles owned and operated by the city. The issuance of PINs will be
managed by the City Clerk or his/her designee. PIN creation, assignment and usage must comply
with the following requirements:

PINs shall not be shared by employees.

Use of the PIN serves as an electronic “signature” of the person to whom it is issued.
PINs can be used by the individual with any card on the account.

Generic PINs are prohibited (e.g. one PIN for an entire office or department)
Vehicle numbers, employee numbers and other easily obtained or guessed numbers
shall not be used as PINs

PINs shall not be written on the card or on the protective card sleeve.

Compromised PINs must be cancelled immediately and a new PIN issued.

. Lost, stolen or damaged cards shall be reported to the City Clerk or his/her designee
and the card replaced immediately.
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Responsibilities

Employees will be held personally liable for all unauthorized and/or unallowable Fuelman card
purchases. Under no circumstances is an employee permitted to use the Fuelman card for
personal purchases, including fuel for personal vehicles or other non-city owned or operated
vehicles. Such use will be considered theft and will result in disciplinary action, up to and
including termination, and may result in criminal prosecution. Supervisors or other approving
officials who knowingly, or through willful neglect, approve personal or fraudulent purchases are
subject to the same disciplinary actions as fuel card users.

Other Requirements

In order to assist the city in monitoring its fleet costs, card users shall completely fill the fuel
tank at each fill up and shall make every reasonable effort to enter the accurate vehicle odometer
reading at the time the fueling transaction takes place to ensure detailed vehicle mileage data is
calculated.
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EMPLOYEE HANDBOOK

Acknowledgement

I hereby acknowledge that I have received and will read the City of Gautier Employee Handbook.

Please Print Name

Signature Date
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Acknowledgement

[ hereby acknowledge that [ have received and will read the City of Gautier Employee Handbook.

Please Print Name

Signature Date
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