No.: 1262

COUNTY OF LOS ANGELES Issued: 03/22/11
PROBATION DEPARTMENT Post Until: 04/22/11

DIRECTIVE

SUBJECT: ACCESSING FUEL FOR DEPARTMENTAL FLEET VEHICLES

The purpose of this directive is to provide procedures for requesting and accessing fuel for
departmental fleet vehicles. Additionally, this directive provides the fuel auditing process for staff
that utilize the approved County fueling stations and Voyager fuel cards.

Requests or Changes to Accessing Fuel

Authorization from Fleet Management is required prior to utilizing or making adjustments in fuel
sources. Departmental staff will be required to complete the Fuel Source Request Form, PROB.
1551 (Attachment ), noting the specific fueling source(s) and the Fuel Source Acknowledgement
Form, PROB. 1552 (Attachment Il). Both forms can be accessed on the Department’s Probnet
website, in the Administrative Forms section.

These completed forms, with the appropriate approval signatures, shall be forwarded to Fleet
Management for review and processing. Approved requests will be processed within two
workdays of receipt. Staff will be notified once the request has been processed and the fuel
source is available for use.

Under no circumstances shall staff share their employee numbers, Personal Identification Number
(PIN) codes, or Voyager fuel cards. Staff is urged to return departmental fleet vehicles with at least
half a tank of fuel at the conclusion of their destination.

County Fueling Stations

Accessing fuel for departmental fleet vehicles is limited to the following Los Angeles County fueling
stations: Department of Public Works (DPW), Sheriffs Department and Internal Services
Department (ISD). The attached Probation Department Fueling Station Matrix (Attachment 111)
details the Department's authorized County fuel station locations. Accessing fuel from other
County departments without the authorization of Fleet Management is prohibited.

Voyager Fuel Card

The use of Voyager fuel cards shall be limited to providing fuel when County fueling stations are
not geographically or readily accessible. Voyager fuel cards are to be utilized to purchase
unleaded gasoline, propane, CNG and LPG fuel types. The use of these cards is prohibited for
personal purchases (food, beverages, or any other type of concessions), car washes, mechanical
and tire repairs, lube and oil changes, etc., or to fuel personal vehicles.

Fleet Management shall be notified when it is confirmed that an unauthorized purchase has
occurred. For these occurrences, the staff person’s Voyager fuel card must be surrendered and
reimbursement payment arrangements shall be made through Fiscal Services. Misuse or
fraudulent use of the card may result in formal disciplinary action.
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Fuel Auditing Process

Fleet Management shall forward the monthly Voyager billing statement to each Bureau Chief for
review with their respective staff to confirm fueling charges by the 15" of each month. Staff and
their manager shall sign off and return the billing statements to Fleet Management by the 30" of
each month. Should any billing discrepancies be noted, staff shall annotate the Voyager billing
statement by providing a brief explanation describing the error. Fleet Management shall follow-up
on all billing discrepancies with the staff's Bureau Chief.

Fleet Management shall review DPW, ISD and Sheriff's billing to ensure that payment for fuel
services is limited to Departmental staff. Fleet Management shall report any non-departmental fuel
service charges to the respective County fueling vendor for confirmation of charges for fuel
services. Fleet Management’s Director shall coordinate all payment adjustments with Fiscal
Services.

DPW Fueling Procedure

Enter the fleet vehicle’s odometer reading.
Enter the fleet vehicle’s 5-digit number.
Enter your PIN.

Enter your employee number.

Enter the fuel station’s hose number.
Begin fueling.
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Sheriff's Department Fueling Procedure

Enter the fleet vehicle’s odometer reading.
Enter the fleet vehicle’s 5-digit number.
Enter your “Driver ID” (employee number).
Enter the fuel station’s hose number.
Begin fueling.
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ISD Fueling Procedure

Begin the process by entering the required information.
Enter odometer reading.

Enter vehicle number.

Enter your “Driver ID” (employee number).

Enter the fuel station’s hose number.

Begin fueling.
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Vovager Fuel Card Fueling Procedure

1. Insert Voyager fuel card into credit card slot.
2. At the fuel station prompt, provide the fleet vehicle odometer reading and employee number.
3. Begin pumping fuel.
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Prior to leaving the commercial fuel vendor, the cardholder is responsible to verify the correctness
and accuracy of the price and amount of his/her order and retain the receipt, to be submitted to the
cardholder’'s manager for review.

If a pricing dispute cannot be resolved from the point of purchase, the issue should be immediately
documented in writing. The item(s) in question should be circled on the receipt, and an
explanation of the discrepancy should be annotated by the cardholder, and forwarded to the
cardholder's manager for review. |If the Voyager fuel card is rejected at the point of sale, the
cardholder should notify their manager to report the rejection, reason for the rejection, and the
vendor's name.

The following are notable commercial fueling locations that should be utilized in conjunction with
the Voyager fuel card:

Amoco Circle K Getty Phillips 66 Texaco
BP Citgo Gulf Shell Valero
Chevron Exxon Mobil Sunoco

It is the responsibility of the cardholder to notify Fleet Management if the card is lost or stolen.

Monthly Auditing

Fleet Management will be conducting monthly audits for DPW, Sheriff's Department and I1SD fuel
stations and the Voyager fuel cards to identify trends in accessing fuel. The cardholder's manager
is responsible to review their Voyager fuel card receipts and invoices on a quarterly basis to verify
that all associated staff purchases are appropriate and comply with this Directive.

Questions or concerns regarding this Directive should be directed to Management Services
Bureau s Director for FleeWanagement Services.

S / /f
Loy V(I
Donald H. Blevins
Chief Probation Officer




ATTACHMENT I
PROBATION DEPARTMENT
FLEET MANAGEMENT SERVICES

FUEL SOURCE REQUEST FORM

Staff Name & Employee Number:

Bureau & Fund Org:

Work Location:

Director's Approval: Phone:

Bureau Chief's Approval: Phone:

Fueling Source (Mark all Applicable Fuel Sources)
[ ] Department of Public Works (DPW) [] Sheriffs Department [] Voyager

] Internal Services Department (ISD) [] Other County Department:

Please Specify the Request:

FLEET MANAGEMENT USE ONLY:

Employee Acknowledgement Fueling Agreement Received:

(Date)
Fuel Source Contact Date:
County Fuel Access / Voyager Card Issue / Cancellation Date:
Voyager Card Destruction Date:
Fleet Management Comments:
ADD / DELETE / MODIFY: [ ] DPW [] Sheriff []I1sSD

[] Voyager

(Date Card Entered Into Barscan)

[] Voyager Card Number

Fleet Manager Signature:

PROB. 1551



ATTACHMENT I

PROBATION DEPARTMENT

FLEET MANAGEMENT SERVICES
FUEL SOURCE ACKNOWLEDGEMENT FORM

| hereby acknowledge and understand that the utilization of Los Angeles County fuel sources
and/or the Voyager fuel card that | have been granted access is specifically restricted for use
in a Departmental fleet vehicle, while conducting official County business.

| will not utilize the Voyager fuel card for other purchases than specifically prescribed. No
other goods or services will be purchased with the Voyager fuel card.

| understand that misuse of Los Angeles County fuel and/or Voyager fuel card may result in
disciplinary action.

| agree to return the Voyager fuel card upon request of my supervisor or high-level authority. |
understand that the use of the Voyager fuel card after my privileges has been removed or
withdrawn is prohibited.

Further, if the card is lost, damaged or stolen, | shall immediately notify Fleet Management.

Employee Name & Employee Number:

Employee Signature:

Date:

Voyager Fuel Card Number:

Assigned Bureau:

Unit/Work Location:

PROB. 1562



L 6508-292-008-1 :@oeua| AND @21AeS Bumo |

sejebuy so7 ‘19ang Yies Ised 621 L - Mdad
sojebuy so ‘Aemybiy |euadw| ise3 GZss - Mdd
sa|abuy so ‘19248 PIE] 1S9/ 0£6S - Mdd sajabuy S0 ‘100|4 pig ‘@nuaAy JUoULIBA UINOS G96E 20140 WUBWade|d |enuas)d £

sejebuy so7 '19a1S 1ezedly GZGL - Mdd
sejebuy so7 'J9aiS 19ydneg Yyinos Ly - Juays
sojebuy soT ‘Jeans epawely UYHON G501 - asl
sa|ebuy so7 ‘enusAy puel YUoN Ol - dsl| sajabuy so7 ‘19ansg ajdwse ] 1Sepn 0ZE spiooay [Blus) [ suonebisaau| ynpy [enus) g

sajebuy so07 '19alig YIeS I1sed 621 L - Mdd
sajabuy so ‘AemybiH [euadw| 1se3q GzZ§S - Mdd
sejebuy so7 ‘19a.4S pIE. 1S9 0€5S - Mdd
sajabuy so7 '19aus Jezedly GZGl - Mdd sejebuy so7 ‘femubiH |enadu Isep DEEL 8010 BRIY BIBURUSD G

Jojseoue] '1S9AA 199115 UI09 YHON 00LGY - HUBYS
laiseaue ‘19alS UoISIAIQ YHON Z1LLGY - Mdd
JsjseoueT I enuaAy I1se3 LyeLlL - Mdd
J2)seoue ‘f anuaAay 1sep 6L - Mdd

slepwied ‘AemybiH euaiS YHON 9218€ - Mdd 18)seOUET ‘p-y anuaAY 1B LZE ajuaAnr Asjlep sdojaiuy ¥

J8)seDUET 1S9 19848 Y09 UHON 0015Y - Hleys
lajseoue] '18al)s UoISIAI] YHON ZL2SY - Mdd
le)seouen] ‘ anuaAy ised LyeLL - Mdd
Je)SEOUET [ 9NUBAY 1S9M 6117 - Mdd

ajepuwied '‘AemybiH ella1S YUoN 9Z18¢€ - Mdd Ie1SeoueT ‘006 L# 1S9 18245 Ul LLOZY 2010 ealy AsjleA edojRiuy €

euapesed ‘@Al JIOA MBN 986¢ - Mdd
eiquiBYlY ‘@NUSAY JUOWSI 4 YINOS 006 - Mdd BIQUIBYLY ‘@NUBAY PJEMPOOAA 1SSAA 00T 2010 BaIY BIqUBYIY T

NemioN ‘Aepp Jojua) IAID GEETL - HHUBUS
poomuAT '1eans epawely yinos €0LLL - Jl8Ys
poomaYET ‘@NUSAY }IBD YUON 0ELS - #HUBYS
Aaumo( ‘pleies yinos zgazl L - Mdd foumoq ‘AemyBiy |euaduw| jse3 0516 sielenbpesH Asumoq |

S301440

$83¥aay 2 (S)NOILY.LS DNITHNA ssAIAAyv ALITIOVH NOLLYEOYd #

e e e

Il LINFWHOVLLY XIHLVIA NOILY.LS ONIMT3Nd LNINLYVd3IA NOILYEOdd



6508-292-008- 1. ‘99613 A0 :9o1nIes Bumo)

sajeBuy s07 '}ealS 1eZedlY GZGL - Mdd
sejobuy S07 ‘198G JUoNeg UINoS Ly - JUsUS
sejebuy 07 ‘J99.1S EPSLUENY UHON SS01 - ASI
sajebuy SO ‘BNUSAY PUBIS) YHON 0¥l - dSl

s|liH 1507 ‘peoy einoby 050/ - HUays
einoBy ‘Aemybiy puejloy|INiN 1S9 €262 - Mdd

sejebuy so7 ‘joaus Jezedly G261 - Mdd
sajebuy 07 ‘j9auS jeyoneg UINos Ly - HUeys
sajabuy so ‘jeaug epswely YLUoN 501 - AS
so|abuy S0T ‘8nusAy puel YUoN Ol - sl

BJIWO" ‘J9a.1S INUBM B0SHZ - Mdd
uoSIED 'PIEASINOg UOEAY UINOS 9SELT - HUBUS
BJILOT ‘@NUBAY BUUOGIEN YINOS £Z18T - HUBUS

euspesed ‘@Alld MOA MaN 986¢ - Mdd

poomui ‘1@alg epallely Yinos €0.LL L - Bleys
so|obuy so 'AemyBiH [euadwi 1se] 6z66 - Mdd

s|liH 1807 ‘peoy einoby 050.Z - HUBUS
elnoby ‘Aefmybiy pueloyniy 1sem €262 - Mdd

solebuy soT 1e8.S epawlely YUON S50L - dSI
sojabuy so7 ‘enuany puel YUoN ol - asl

sejebuy so7 '19a4S Yies 1se3 6L L - Mdd
sa|abuy so ‘AemyBiH |eladw] 1se3 G256 - MdAd
sejebuy SO '19811S PIEG IS 0£5S - Mdd

sejebuy s07 jses '19aNS pAYL 1seT 610G - BHAYS
sejebuy so7 ‘Jeans Jezeoly 5Z5l - Mdd
sajebuy soT ‘anuany weised YyUoN 0L L - dsl

sejsbuy SO ‘@nusAY [BIJUSD YINOS GZ9/

sANN UBA ‘Q0Z# ‘pieas|inog SANN Uep Q0L 2

sajebuy so7 ‘pieAsInog aAIUS|IM 0ESE

20UBlI0| 'pIEABINOY SoUBLO] LZZE

BuSpESEd '00Z# ‘192118 INUIEAA 1SBT 00E

sgjebuy so 1eang adeis) Yinos 9z58

SANN UBA ‘19211G ouelaq Ll

sajabuy s07 ‘Aepp Jeua) JIAID 6781

sejebuy so7 ‘pieaajnog uonisodxy S8 S09E

solebuy s07 ‘peoy ydeibalo| 6151

19jUsD) SONSN[ BJIUBANL UOAUSY /|

181uan MalAIB)U| BIIUSANT O

$90IAI0G [elald %8 dI Gl

201} ealy J0qieH ¢

20440 EBIY [|IUI004 €1

8010 BalY auojsalld Zi

2210 Baly A9||E/\ OpuBUISH UBS ISe] ||

2011J0 ealy sejabuy soT1sed 0l

20140 BRIy MEUSUBID 6

suojeiadQ Alddns g Auadoid g

e

ssaMAay 2 (S)INOILVLS ONITAN

ss3daav

I INFWHOVLLY

ALITIOVHd NOILVEONd #

XIHLVYIN NOILYLS ONITINA LNIWLHYd3IA NOILVEONHd




6508-292-008-1 :99ei18] AJD :@a1nI8S Bumo ]

AeumoQ ‘anusAy plaies yinos zezl L - Mdd
sojabuy so7 '19ans Jezeoly §ZS6L - Mdd
puejung ‘peoy ebunfe] Big 1sepn 608 - Mdd
s|lIH 1507 ‘peoy eInobY 050/C - HUBUS

einoby ‘Aemybiy puejjoy|in|y IS8\ €462 - Mdd

s|liH 1s07 ‘peoy einoby 05042 - HHBUS
einoBy ‘AemyBiy pue|ioy|iniAl IS8 €446 - MdA

eouaje) ‘Aemsied urejunopy o1Bep 1S9p OvLET - BHBUS
JBMIYAN ‘PEOY BWIOD UYINOS GLGLL- Hl4BYS

uoydwod “HOoIgMOJIIM YINOS LOE - HUBUS

sa|abuy S0 ‘pleasinog ajuediA UeS YHON 022 - Jieys
Oj|9gRjUO\ ‘PEOY UBLLION UBA UINOS £5€ - Mdd
EIPEOIY ‘@NUBAY BJUY BIUES YUON 0€ZZ - Mdd
1Y ‘PEOY BWIOD UINOS GLGLL- #H8YS

sojebuy 507 ‘J9a.S 1ezedly G251 - Mdd

ss|abuy 07 19911S J8Yoneq Yinos Ly - JUSUs
sajabuy so7 ‘jealls epawe|y YION G501 - Sl
sajabuy so ‘enusAy puels) YUoN oL - dsl

aulap e '‘peoy ucAue) sewiq UES LEEE - Mdd
poomuAn ‘1@alis epswely Yyinos g0LLL - HH8Us

yoeag Buo ‘enuany sionbol| 188 - Mdd

Aeumoq ‘8Auq |IIND G8Z.L

sajebuy s07 ‘@nuaay axeised G091

Jew|As 1eans Uag|l4 0S£9L

SANN UBA ‘&L Z# pieAainog SANN UBA Q0L 2

SANN uep ‘19a1s ssuheH OFSrL

BIOUS|EA 'PIEASINOYG BIOUBIBA 6G/ET

1BIIIUAA ‘BNUBAY Jejuled YINOS BE9L
uoydwo? ‘00c# pieasinog uoydwoy 1sep 002
eoIUO|N BIUES 18345 UIEBN GELL

sjuo (3 ‘Zoc# preasinog Asllen 1se3 veTL L
BIPBOIY 'PROY BSNZY 18MOT OLEC)

Jamiypn ‘Aempeolg LWnos 0vee

sajabuy s07 ‘00L# 192G J9yoneg ¢ev
BUOWO4 ‘pleAs|nog UOISSIA| 1IS9AA 0991
poomuAT Jeans epawely LOLLL

yoeag BuoT ‘pleasinog ueaQ 1S Sl

suoneladQ ||BH 8lIUSANT SOUlpEd SO €
suoleiadQ [[BH 8lIUBANS [BAUSD ¢
suoneladQ |jleH ajuaanp LopiN T Aleg |

S3AILITOVYA TIVH TINIANC

Jun uonebisaau] sjuaAnr sANN UBA OF

20140 BalY SANN UBA 62

W O-ANS EIOUSIEA 82

nun uoneolddy 4NVL L2

80lJJO BAIlY |BAQUSD UINCS 92
201}JO Baly BOIUON BIUES GZ
204 ealy Ao|BA [BUdeD UeS g
90140 BBIY MIIAIBATY €2

801} EBIY OPUOH OIY ZT

$90IAI3S |lelleld LE
2010 BalY A8jleA BUOWO 0T
191Uan sonsnr jeuoiBay poomui 61

a01)}0 ealy yoeag Buo gi

SSAMAAY 8 (SINOILV.LS ONITAN

SsI-AAY.

ALITIOVA NOILLYEO¥d #

(I LNJWHOVLLY

XIYLVYN NOILYLS ONIT3N4 LNIWLHVdId NOILYEOdd




6508-292-008- | @019 AID :8oIAIeg Buimo)

19}SEOUET SO 199115 Y09 UHON 001GY - #H8YS
19}SEOUET 198.)S UOISIAI] UHON 212Gy - Mdd
Jejseoue [ SNUSAY Ise3 LYELL - Mdd
19)seoue ' anuaAy 1S9\ 6L - Mdd

s|epwied ‘AemyBiH e1191S YLON 9Z18€ - Mdd

eous|eA ‘Aemiied URUNO DIBeN 1S8AA OFLET - Bl4BYS
puejung ‘peoy ebuniny Big 1sepn 608 - Mdd

sew|q Ues ‘sewi Ues Yinos 40 %00ig 0001 - Mdd
sewiq Ueg ‘anusny sewiq Ues YHON Zz| - #H8ys

anse) ‘peoy Javled ¥29.Z - Mdd

ngiie| ‘pieasinog ukp ebuedo ) yinos 008¢- Mdd
nqiiei\ ‘peoy uoAued JSWIAN LE9E- Mdd

naien ‘Aepp 18U JIND ££5ET - Mdd

puejung ‘peoy ebunin| Big isepy 608 - Mdd
ngieN ‘pieaainog uAp ebuedo] yinos 008e- Mdd
nqiie\ ‘peoy uoAued ISWIAN LE9E- Mdd

nalen ‘Kepp Jsjuad oMY €E5EZ - Mdd

sajebuy so7 1eau)S Jezedly 6ZGL - Mdd
sajebuy $07 ‘@nusAy ulsiseq YUoN voLL - ASI

sewiq Ues ‘sewiq UES YINOS 40 %00ig 000} - Mdd
sewiq UeS 'enuaAy SeWIq UBS YHON ZZ| - HJusys

Jaiseouen] ‘| anuaAy 1s8pA 00ES

glue|) BlUES ‘peoy uoAue) lenbnog YHON 05/82 '8 00482

ebunin] ‘peoy uoduep ebuning Big 005z

sewq ues ‘peoy Uokue) siowedAs YUoN 0061

saybnH eyeT ‘peoy saybny axe YUON 0eZey 8 0Ceey

ngllely ‘peOY UOAUED |BUIDUT YINOS CEV B LTF

opueula Ueg ‘peoy uciue) ebunin | a7 YHON €592Z1

seseqe|e)) 'peoy seuablin se YUON LOEL

20IBWIWIOYN ‘BNUBAY ||UUOJDIA YINOS 005

aulsA B ‘peOY Youey susydsis YLON 1099 B LE99

suonelado JsuaD YINoA [eLowsyy Jebusjeyd ol
1appnog g 11028 dwe) 6

yinoy dwed 8

Aayooy dwe) /

|leyuspusy g zunjy dwed 9

sourediiy g 19| dwed §

uojjoH dwe) ¢

sg|ezuon dwed ¢

19juan Aguy Ayjoloq duted g

abled g ybnedis|yy dwed |

SAILITIOVL dINVYD

g$saMAay B (SINOILY.LS ONITAN

ss34aayv

e e e e

Il LNIJWHOVLLY

ALITIOVH NOLLYEO¥d #

XMLV NOILYLS ONIT3Nd LNIWLHVHIA NOILYEO¥Hd




