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Introduction

The Colorado School of Mines Fuel Card is a Visa Card issued through US Bank. Unlike the Mines
One Card, Fuel Cards are managed by a Director or Manager but can be used by multiple people
within the same Department. This card is to be used by authorized Colorado School of Mines’
Faculty and Staff only. The sole purpose of the Fuel Card is to pay for fuel and minor vehicle
maintenance for official Mines vehicles. These cards have restrictions and can therefore only be
used at specific merchant types, such as gas stations and oil change facilities. The Fuel Cards are
the property of the Colorado School of Mines and should be used in accordance with the Fuel
Card Policy and Fuel Card Handbook.

It is required for all Mines’ Faculty and Staff, using the Fuel Card, to read this handbookin its
entirety. The information contained in this handbook will guide Mines’ employees on the
appropriate use of the Fuel Card, clarify the documentationrequired for each transaction, as well
as cover other important information about the program.

For additional information, please contact Mines Administrative Processing Services (MAPS)

MAPS
maps@mines.edu
303-273-3166

Who Can Participate in the Fuel Card Program?

Mines Faculty and Staff are able to participatein the Fuel Card Program and use the cards at
the discretion of their Department Director / Manager or the Director of Shared Services.
However, Fuel Cards may only be assigned to Department Directors or Managers. The following
conditions must be met for all Mines’ Faculty and Staff to participate:

e Have authorization from his / her Department Director / Manager

e Agreeto abidebythe Fuel Card procedures and guidelines as outlined in this handbook
and the Fuel Card Policy

e Completeand passthe Fuel Card Training with an 85% or higher

e Acknowledge and sign the Cardholder Agreement (Assigned Directors / Managers only)
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Getting Started

Submit a completed Fuel Card Application throughthe Mines Help Center

All Faculty and Staff using the Fuel Card will be senta link to the Fuel Card Training, and
will be required to complete and pass the trainingwith an 85% or higher.

Once the Fuel Card(s) have arrived, the assigned Director or Manager will receive
notificationthat the card(s) are available for pickup in the MAPS office.

Callthe phone numberon the face of the card: 800-344-5696

Enterin card number

Enterin the billing zip code: 80401

When asked for Social Security Number — the assigned Director / Manager will enter the
last four digits of their CWID (Campus Wide ID)

o NOTE: Thebankdoes not have the Cardholder’s Social Security Number on file.
Anytime the Bank asks for the last 4 digits of the Social Security Number, use the
last 4-digits of the CWID of the assigned Director / Manager

Enterin Mines phone number of assigned Director / Manager
Choose a 4-digit PIN

Director / Manager should establish a secure location and a sign-out method for each of
the Fuel Cards
o Thisshould help to easilyidentify who is in possession of the card(s) at all times
Ensurethatall Fuel Card users know the department’s expectations and the basics of
the Fuel Card Program
o Whatthe card can be used for
What the limits are for each card
Whatto doif the card is lost or stolen
Who to contact if the card is declined
What documentationisrequired for each transaction
o Trainingrequired before usingthe Fuel Card
Determineif a Delegate will be assigned to manage the reconciling responsibilities of
the Fuel Card transactions:
o Create Chrome River Expense Reports
Allocate to proper Index
Upload valid documentation
Submit Chrome River Expense Reports for approval
Reportany misuse or abuse of the Fuel Card

O
O
(@)
(@)

O O O O
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Delegate can be requested with the initial Fuel Card Application orat a latertime
Submit Fuel Card Delegate Request Form through the MAPS Help Center

Delegate applicant will be sent links to both the Fuel Card Trainingand the Chrome River
Trainingvideos. Delegate applicant will be required to complete and pass the Fuel Card
Trainingwith and 85% or higher priorto beingassigned the Delegate role

Applicant will be notified when the request has been processed and they have been
assigned the Delegate role

Mines uses Chrome River to report financial information for each Fuel Card transaction.
It is the assigned Director’s / Manager’s responsibility to ensure Chrome River Expense
Reports are completed with appropriate documentation and allocations for all
transactions by the 15th of the month, for all transactions that posted duringthe previous
month. The assigned Director / Manger may assign a Delegate to help with this
responsibility (see Assigning a Delegate)

KEEP ALL RECEIPTS AND DOCUMENTATION-Every Fuel Card transaction must have an
itemized receipt regardless of transaction amount
Source documents mustinclude the followinginformation:
o Vendoridentification (merchant name)
Date of purchase
Description and quantity of each item purchased
Costperitem
Total cost of order
Last 4 digits of Fuel Card number

O O O O O

If a receiptis missing for anyreason, first contact the vendor to see if they will provide a
duplicatereceipt. If unableto obtain a duplicate receipt, provide a written explanation
for why the receipt is missing, and a description of the purchase. Please note: Abuse of
this procedure may lead to revoking the card, or closing the Fuel Card account.
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Responsibilities

e Completeallrequired trainingand sign the Director / Manager Cardholder Agreement

e Readthe Fuel Card Handbookin its entirety

e Ensureall Fuel Card Users have completed and passed the Fuel Card Training prior to
use

e Protect the card, at all times, to prevent unauthorized use. Take immediate action if the
Fuel Card is compromised in any way

e Ensureproperdocumentationisreceived for each transaction

e Review transactions foraccuracy and appropriateness

e Ensure Chrome River Expense Reports are created with appropriate documentation and
allocations, by the 15th of the month, for all transactionsthat posted duringthe
previous month

e |dentifyany transactionsthat needto be disputed, and contact the merchant to resolve
the dispute directly

e Ensurethatalleligible purchases are completed underthe Colorado School of Mines’
tax-exempt status

e Notifythe Credit Card Administrator upon termination or transferto ensure assigned
Fuel Card accounts are reassigned or closed

e Completeand passtherequired Fuel Card Training
e Sign outcard according to Department Procedures each time card is used
e Protect the Fuel Card whilethe card is in their possession and notify the assigned
Director / Manager immediately if card is lost or stolen
e Ensureproperdocumentationisreceived and submitted to Department for every
transaction
e Onlyuse Fuel Card for appropriate expenses
o Fuel
o Approved minorvehicle maintenance or repairs

Each departmentis responsible forall Fuel Card charges initiated by Cardholders under their
supervision. Ifit is determined that a charge is made on the Fuel Card against the Mines’ Fuel
Card Policy, the Cardholder may be held responsible for that charge

e Chargeson Lost or Stolen Cards: The departmentis held responsible forall transactions
made on a lost or stolen card before it is reported lost or stolen to the issuing bank.
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Disputes and suspected fraud must be reported to the US Bank Fraud Department at
800-344-5696 within 59 days™ of the posting date.
*Please Note: Reportingdoes not guarantee the Bank will assume liability.

e Sponsored Project Charges: The departmentisresponsible forall transactions
reallocated to sponsored program funds, includingany charges that are unallowable
according to the terms of the specific grant/award.

Card Abuse/Employee Fraud

e Personal purchases not reported by Cardholder represents fiscal misconduct.
Immediately report any suspected fiscal misconduct orabuse of the card to the Credit
Card Administrator, or the Mines’ Internal Auditor

e Intentionalpersonaluse
e Not applyingcredits for returned items to the Fuel Card

Fuel Card Controls and Limits

Fuel Cards have strict Merchant Controls and will only be authorized at gas stations, oil change
facilities,and minor vehicle maintenance repair shops.

Fuel Card Credit Limits

e MonthlyCredit Limit: $1,000

e Single Purchase Limit: $200

Declines, Disputes, and Returns

If a Fuel Card transaction is declined, contact the Credit Card Administrator or US Bank
Customer Service (800-344-5696) to obtain moreinformation regardingthe decline

Common reasons for a declined transaction are:
e Cardhas notbeen activated
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*  Thesingleitem or monthly credit limit has been reached
*  Merchant Code (MCC) is blocked
* Billingaddress, expiration date or Verification Code(CVV) error

If the Authorized User has been charged incorrectly, the transaction should be disputed. The
Authorized User should first work with the merchant directly to see if they will help resolve the
situation. Ifthe vendoris not willing to work with them, a formal dispute should be recorded
with the bank. Disputes should be used in the following scenarios:

* Unauthorized charges, includingunauthorized phone or mail order charges
* Difference in dollaramount authorized as opposed to amount charged
* Duplicate charges
* Accountnot credited, though the vendor stated they would
* Merchandise notreceived
* Merchandise returned
* Defective merchandise
* Alteredcharges
* Unrecognized charges
o (If fraudis suspected,immediately call US Bankto report: 800-344-5696 then
notify the Credit Card Administrator)

* Thedisputed charge must be placed in dispute statusin the US Bank Access Online
System

*  The bankimmediatelyissues a credit for the dispute, pending correspondence with the
merchant

* ltis preferred to put both the original charge and the credit on one Expense Reportin
Chrome River. Both transactions should also be charged to the same Index/Account so
they netto zero

* Arrangements need to be made directly with the merchant beforereturninga
purchased item

* If areplacementitemis sent, the merchant should credit the returned item and process
a new transaction, unless thereis an exchange of like items

e Fuel Card refunds/ credits should never bein cash
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* If thereisanissuewith anorder, or goods are returned/exchanged, keep sufficient
documentationofthetransaction includingnames, dates and all correspondence to use
in a formal dispute

Fuel Card Violations

Violations are monitored on a point-based system. Violations are issued on a weighted system
(from 15-150 points perviolation). If a Cardholder receives 150 points within two fiscal years, the
card will be suspended for a minimum of 6 months pending completion of Fuel Card
Reinstatement Training. Additionally, if the Cardholder violates any part of the Cardholder
Agreement, the card may be revoked or suspended at any time.

Violation Notificationsare issued to Cardholderswho misuse the Fuel Card. Fuel Card violations
can be reported by anyone including Approving Officials, the Credit Card Administrator, or
Auditors of the Fuel Card Program.

Continued misuse of the Fuel Card beyond a two-year period of time may resultin the Fuel Card
beingrevoked at the discretion of the Controller.

e Card Abuse/Employee Fraud — 150 Points

e Inappropriate Purchase— 50 Points

e TaxesCharged on authorized Tax-Exempt Purchases (In the State of Colorado)—-15
Points

e Cashor Cash-Like Transactions — Gift Cards— 75 Points

e AllowingUnauthorized Person to Use Fuel Card — 25 Points

e Missing Documentation—15 Points

e Personal Purchase— 15 Points

Lost or Stolen Cards

If your card is lost or stolenimmediately call US Bank: 800-344-5696.
Then notify the MAPS office: 303-273-3166

Canceling the Fuel Card Account

When terminatingemployment with the Colorado School of Mines or transferring departments,
please contact the Credit Card Administrator at least 2 weeks prior to the last day of employment.
This will allow Fuel Card Accounts to be reassigned or closed. Assigned Director / Manager will
remain responsible for Fuel Card Account until the account has been closed or transferred to
another Director / Manager.
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