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Fuel Card Use Overview

[bookmark: _GoBack]Wright Express (WEX) fuel cards may be requested from the Office of Vehicle Management for any Executive Branch state vehicle less than 10,000 GVW.  Charges made by WEX card will be billed directly to the Agency.

The CardWEX Fuel Cards
1-866-544-1716

· Assigned to a specific vehicle (not the driver)
· Embossed on the bottom line with the vehicle plate #, Agency 3-letter abbreviation and the organization code (for billing)
· To be used only for fuel purchases for the vehicle that the card is assigned to
· Do not use a fuel card on a different vehicle
· Vehicle odometer reading and Driver ID # (PIN) are required for use
· To protect against theft and unauthorized use, cards must always be kept in a secure location
· New and replacement cards are sent to the Agency Fleet Manager for distribution
· Reissued cards (to replace expiring cards) are sent to the Agency contact for WEX (may not be Fleet Manager)

The PIN (Personal Identification Number)
· Required when using the gas card at point-of-sale electronic terminals
· Assigned to a driver (not to the vehicle)
· Should be memorized by the Driver to prevent unauthorized use
· Agency contact should request as many PINs as needed by the Agency for its fleet of vehicles
· PINs are mailed to the Agency contact separately and should be maintained in a secure location &/or manner
· If a driver forgets their PIN, their Agency contact may provide it to them

Lost, Stolen, Damaged or Out of Service Cards
· If a WEX Card is ever lost, stolen or damaged, it should immediately be cancelled by calling WEX
· Contact OVM to request a replacement card
· If a vehicle is taken out of service by the Agency, the WEX card should immediately be cancelled by calling WEX

Fuel PurchasesThings to Remember:
· Don’t give the PIN to anyone except a station attendant or WEX Representative
· Keep PIN separate from card in case card is lost or stolen
· Enter accurate odometer readings every time (whole numbers only; no tenths)
· Call WEX customer service (number on back of card) if there are any problems
· The card stays with the vehicle; the PIN stays with the driver

Most fuel stations accept WEX cards at the pump or inside the station.  Follow these instructions to fuel the state vehicle:
· Turn off the vehicle and remove the keys
· Insert the card into the pump reader or have the attendant swipe the card inside the station
· Enter the vehicle odometer reading
· Enter the six-digit PIN
· WEX cards may need to be presented inside the station to limit the risk of fraud
· If the card is rejected at the pump, please have the attendant swipe the card inside the station
· Special additives to fuel are unnecessary and prohibited
· For a full list of participating locations go to www.wexinc.com/accepting-locations or use the WEX Connect Mobile App to find fuel locations to easily compare prices and obtain directions
	
Individual Agencies/Departments may have additional processes to follow. Check with the Agency Fleet Manager.
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