Fleet Fuel Cards

Card is issued for the sole purpose of purchasing fuel for Vanderbilt Fleet vehicles. A
Vanderbilt Employee serves as the trustee of the card.

Navigator
Trustee Responsibilities:
About Me
e Ensure card is kept safe & secure at all times — notify card office prior to any type of &, Personal Information

leave that could affect card process

. A ) ligy Benefits
e Ifthe card is checked out for use: Manage the checkout process — maintain complete “ _
checkout log Time
e Review all transactions for appropriateness & accuracy @ Web Clock

o all transactions should be reviewed in the expense system by the trustee

weekly (at minimum) to ensure all transactions are accurate — if fraudulent &| My Account
transactions are identified contact bank immediately by calling the US Bank
customer service number printed on the back of your card — 1.800.344.5696

o Allocate & expense all transactions within 30 days of the posted date of the transaction

Where do | find transactions to review and expense them?
All card transactions will feed into Oracle approximately three days after they post at the bank. Credits take longer for banks to
post. All transactions will feed into the trustee’s Oracle Expenses.

When should | expense them?
They should all be submitted and approved within 30 days of the oldest transaction in the report.

Who do | contact if | have questions/concerns?

You can email paymentcardsexp@vanderbilt.edu.
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