North Whidbey Fire and Rescue 		    Policy 141
		Effective Date February 10th, 2026
Title: Fuel Cards

ISSUED BY: Fire Chief Chris Swiger

RESCINDS: Policy 141 dated May 8th, 2018.

PREVIOUSLY KNOWN AS: 200-11

PURPOSE: Fuel cards offer a convenient way for district members to re-fuel vehicles quickly and efficiently while conducting district business. Fuel cards also offer a way to track fuel purchases and audit fuel use. The purpose of this policy is to provide rules, guidance and procedures for the use of fuel cards. 

CONTENT
1. District Vehicle Fuel Cards
1.1. The district shall utilize vendor services WEX, Inc. to manage and track the use of resources through the allocation of vehicle fuel cards.  
1.2. The fire chief, or designee, is to ensure that all active vehicle fuel cards are valid and are allocated on the basis of one vehicle fuel card per vehicle in the district’s fleet.
1.3. Each card shall be embossed with the corresponding vehicle’s maintenance number.
1.4. To achieve optimal management of the vehicle fleet, accurate fuel consumption data is required. Correct odometer entries by fuel card users are required at the point of purchase.
1.4.1. Members are required to enter the correct odometer reading and their driver pin for each fueling. 
1.4.2. In the event that an incorrect odometer entry is made, or the system does not accept a correct entry, the user is to advise the district office immediately and complete Form 141-2_Fuel Card Transaction Discrepancy.
1.5. Vehicle fuel cards shall only be used for fueling of district vehicles.
1.6. Assignment of the fuel pins is to be strictly controlled and limited only to current members who have authorization to drive district vehicles.
1.7. When a member is terminated from NWFR, administration must de-activate the user fuel pin through WEX Online.
2. USE OF FUEL CARDS TO FILL CONTAINERS AND PORTABLE FUEL TANKS
2.1. Fuel purchased for containers or separate fuel tanks should be adequately monitored. 
2.2. Maintenance fuel cards shall be used for fueling portable fuel tanks.
2.3. The district has three maintenance fuel cards assigned as follows:
2.3.1. Maintenance #1 – District Maintenance
2.3.2. Maintenance #2 – Duty Crew
2.3.3. Maintenance #3 – Admin Office
2.3.3.1. Maintenance #3 can be checked out by district members assisting with groundskeeping and equipment servicing as needed.
3. District Office Responsibilities
3.1. Assign driver fuel pins.
3.2. Ensure employees sign Form 141-1_Fuel Card/Pin User Agreement showing they understand their obligations.  
3.2.1. Signed forms shall be kept in personnel records accordingly.
3.3. Advise WEX of vehicles added to and removed from the district’s fleet and activate/deactivate fuel cards respectively.   
3.4. Replace any damaged or lost fuel cards and advise WEX to deactivate cards as necessary.
3.5. At a minimum, verify active fuel cards with WEX on a quarterly basis.
3.6. Review the transaction report on a monthly basis, annotating any discrepancies.
3.6.1. Complete Form 141-2_Fuel Card Transaction Discrepancy as needed.
3.7. Monitor the application of policies and procedures and report any non-compliance.
4. District Member Responsibilities
4.1. Verify that the fuel card is with the vehicle upon taking possession of the vehicle. 
4.2. Ensure the security of the fuel card during the period the vehicle is allocated to them.
4.3. Report any loss or damage of a vehicle fuel card to the member’s immediate supervisor, and to the district office as soon as possible.
4.4. Notify the district office if any errors or discrepancies occurred during fueling.
4.5. Read and understand the fuel card policy and sign user agreement Form 141-1 acknowledging the receipt of the pin as well as the terms of use.
4.6. Ensure NWFR vehicles and purchased fuel are used for authorized purposes only. 
4.7. Members shall not disclose their fuel card pin to anyone.
4.8. Supervisors are to periodically check that the vehicle fuel cards are secured in respective vehicles or in another secured location as applicable.
5. Fuel Card Transaction Report
5.1. The fire chief will manage the active fuel cards and monitor fuel consumption for each vehicle and member pins. Rates of fuel consumption, vehicle utilization and correct fuel usage are to be tracked. 
5.2. The transaction report shall be printed by the accounting manager at the end of a billing cycle.
5.2.1. The report shall be reviewed by the accounting manager and fire chief prior to payment being submitted.
5.2.2. Any discrepancies found in the report shall be annotated, investigated, and corrective action taken to be resolved.
5.2.3. Any anomalies of member data are to be investigated and reported if a breach of policies and procedures occurs.
5.2.4. Any anomalies of vehicle data are to be investigated, and actions taken to address vehicle maintenance issues as required. 
6. Reporting and Investigation
6.1. Breaches of fuel card policy and procedures by members, and loss or theft of fuel cards, are to be promptly reported and appropriately investigated to ensure compliance and to identify if improvements to policy and procedures are needed.
6.2. The supervisor is to report, without delay, any loss, theft or misuse of fuel cards and breaches of these policies and procedures to the fire chief.
6.3. An investigation is to be conducted promptly. The fire chief should discuss the requirements of the investigation with the relevant supervisor. 
6.4. The fire chief, or designee, shall complete the investigation expeditiously and report the findings. 
6.5. The fire chief will decide on any disciplinary actions if necessary.

Approved by: 

_____________________________			____________________________
Chairman Marvin Koorn					Fire Chief Chris Swiger
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