








I. GENERAL
In a major emergency situation, Campus Operations may need to make fuel purchases at local vendors.   

At the request of Campus Operations, Materials Management approved unlimited transaction per day limit and unlimited monthly transaction limit seven (7) cards assigned to Facilities Services.  

The following Wright Express cards have unlimited transaction per day limit and unlimited monthly transaction limit:
	CARD NUMBER
	UNIT

	56-2
	Grounds Services

	57-2
	Building Services

	58-2
	Facilities Service Center

	59-2
	Housekeeping Services

	60-2
	Utilities Services

	61-2
	Facilities Engineering & Architectural Services

	62-2
	Facilities Services - Health Sciences Campus


II. PURPOSE

This COSP provides instructions for use of these Wright Express  cards for fuel purchases at local vendors when fuel supply is limited at the University transportation fueling stations during an emergency situation or in preparation for an emergency situation.  These cards are intended to be used only in major emergencies such as the aftermath of Hurricane Floyd when fuel supply was limited at the University transportation fueling stations.

III. PROCEDURES

A. The Wright Express cards shall be maintained by the Automotive Services, Building Services with the exception of Wright Express card #56-2.  Facilities Service Center shall serve as back-up to Automotive Services.  Wright Express card #56-2 will be maintained by the Assistant Director, Grounds Services. 

B. Pre-season planning and assignments in the Natural Disaster Emergency Plan (FSSP 20-3001) include the following:

1. Automotive Services shall notify the Associate Director, Facilities Service Center of the location of the Wright Express cards.  

2. Automotive Services shall test that Wright Express cards are functioning by making a small purchase of transportation fuel from local vendor(s) with each card.  
C. Transportation fuel purchases 

1. The Associate Vice Chancellor for Campus Operations has obtained concurrence from the Director of Materials Management to declare the emergency situations that would warrant the use of Wright Express cards to make transportation fuel purchases at local vendors.

2. Campus Operations shall notify Automotive Services and Grounds Services when the Wright Express cards may be used to purchase transportation fuel in University owned vehicles at local vendors and when the Wright Express  cards are no longer necessary and should be returned to Automotive Services.
3. Automotive Services shall be responsible for notifying other departments, distributing the Wright Express  cards, and collecting the cards.  Automotive Services shall have the person picking up the card and returning the card sign and date a log sheet.    
4. Upon distribution by Automotive Services, each Director and or Assistant Director shall be responsible for efficient and orderly re-fueling as necessary.   

5. The Wright Express cards #56-2 and #57-2 may be used by Grounds Services and Automotive Services, respectively, to make transportation fuel purchases in University owned vehicles as needed.   

D. Fuel purchases to supply generators and other equipment (welders, etc.)
1. The Associate Vice Chancellor for Campus Operations has obtained concurrence from the Director of Materials Management to declare the emergency situations that would warrant the use of Wright Express cards to make fuel purchases at local vendors to be used to supply the generators and other equipment.
2. Campus Operations shall notify Automotive Services and Grounds Services when the Wright Express cards may be used to purchase fuel for generators at local vendors and when the Wright Express cards are no longer necessary and should be returned to Automotive Services.

3. Automotive Services shall be responsible for notifying other departments, distributing the Wright Express  cards, and collecting the cards.  Automotive Services shall have the person picking up the card and returning the card sign and date a log sheet.    

4. Upon distribution by Automotive Services, each Director and or Assistant Director shall be responsible for efficient and orderly fueling as necessary.   

E. The Director, Resource Management shall monitor the use of the cards. Accounts Payable shall forward copies of the bills detailing charges for the seven (7) Campus Operations Wright Express cards to the Director, Resource Management – Campus Operations.  The Director, Resource Management shall forward copies of the bills to the appropriate departments.  
F. Transfer of diesel fuel from Main Campus diesel fuel tanks to diesel dispensing tank   

Only the Associate Vice Chancellor for Campus Operations may authorize the transfer of diesel fuel from Main Campus diesel fuel tanks to diesel dispensing tank. 
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