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SUBJECT: DISTRICT TRANSPORTATION PROVIDED – FUEL CARD 

POLICY 
 
ORIGINATING OFFICE: ASSISTANT SUPERINTENDENT, PERSONNEL SERVICES 
 
EFFECTIVE:            OCTOBER 13, 2015 
                                                                                                                                                                          
REVISED:    
     
 
When possible, vehicles should be fueled at the Transportation Department located at 129 
Berry Street, Roseville. 
 
1. Fuel Card Policy 
 

a. District fuel Cards are not authorized for personal use. 
 
b. The Transportation Department will pay for fuel used for athletic and curricular 

trips. 
 
c. Co-curricular, clubs and associations are responsible for providing billing 

information to the Transportation Department prior to using district fuel cards for 
fuel cost reimbursement to the district. 

 
d. Fuel cards can be used at all Commerical Fueling Network (CFN) FleetWide 

locations.  Vans shall be fueled with regular unleaded fuel ONLY.  If available, the 
card can also be used for car washes and lubricants.  Each site-assigned fuel 
card included a booklet of CFN FleetWide locations.  Note that CFN locations can 
periodically change, so each user of a fuel card (coaches, teachers, etc.) should 
pre-plan and find the CFN locations that are within their planned trip location.  
Also, a website address and a 1-800 number are on each fuel card to help drivers 
locate current, operational CFN stations. 

 
e. If mid-grade or premium unleaded fuels are used instead of regular unleaded, 

sites will be invoiced for the cost difference. 
 
f. Each site will be issued one fuel card for each van assigned to the site and two 

fuel cards for rental vehicles.  The van number will be printed on the front of the 
card for district vans.  These fuel cards can only be used to fuel the one specific 
district van for which it is assigned. 

 
g. Each fuel card will have a security personal identification number (PIN) assigned 

to it.  The PIN will be given to the van driver by the site employee controlling the 
fuel cards. 

 
h. When using a fuel card to fuel a vehicle the driver must do the following: 
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i. Make sure the fuel card is the one assigned to the vehicle being fueled. 
ii. Do not use card to fuel any other van or vehicle. 
iii. Enter the five digit security PIN. 
iv. District Vans Only - Enter the van's EXACT odometer reading, excluding 

tenths. 
v. Select/pump regular unleaded gasoline only for vans. 
vi. If a fuel card does not work, call 1-800-477-7266 for 24-hour assistance. 
vii. If sites trade or borrow vans, notify the Transportation Department.  The 

fuel card assigned to a district van must go with the van. 
 
2. If a fuel card is lost 
 

a. Immediately call 1-800-477-7266 and report the card stolen.  Provide the district 
name and van number. 

 
b. Immediately notify the Site Transportation Liaison and the Transportation 

Department. 
 
c. If fuel is needed, use a personal credit card and complete an Employee Expense 

Report for reimbursement.  Receipts must be attached and regular unleaded fuel 
must be used for vans. 

 
d. Volunteer Coaches can give receipts for regular unleaded fuel to the 

Transportation Department for reimbursement. 
 
e. Drivers will not be reimbursed for fuel by the Transportation Department unless a 

fuel card has been reported lost. 
 
IMPORTANT:  Site personnel shall be responsible for monitoring fuel card usage to ensure 
cards do not become lost or stolen. If a fuel card is lost or stolen and the site does not report 
the card lost or stolen, the site will be invoiced for all fuel charges. 
 
3. Drivers who fail to comply with all district transportation policies and state laws shall be  

to district disciplinary action. 
 


