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that increases accountability and security, providing the ability to eliminate theft
and fraud.

Fuel cards may be assigned to individuals or to departments for shared use
(under the purview of a departmental representative). Department


http://www.radford.edu/content/accounting-services/home/travel.html
mailto:kbane@radford.edu
mailto:clinkous7@radford.edu
/content/risk-management/home/record-retention.html
/content/risk-management/home/record-retention.html
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D. Radford University is liable for purchases made by authorized users of the

fuel card. Radford University does not accept liability for the following:

1 Unauthorized use of the card.
1 Account numbers that are fraudulently used.

4. Card Restrictions:

A. Fuel cards may not be used to purchase fuel for personal vehicles under

B.

any circumstances.

The Fuel Card Account Custodian must be contacted in advance to
remove card restrictions when traveling outside of VA, NC, SC, GA, TN,
KY, WV, IN, MD, DC and NJ

Purchases on the fuel card should only be for regular unleaded gasoline
and oil (if needed) No other purchases are allowed. This includes food or
beverages, parts and labor, towing, roadside assistance, mechanical
repairs, other goods and services.

5. Fueling using the card:

A. Voyager Fuel cards may be used to fuel fleet and rental vehicles only.

Fuel cards are prohibited from being used to fuel personal vehicles.

B. Ensure the gas station will accept the Voyager Credit Card prior to

pumping gas. If the gas pump has card swipe access, use the assigned pin
number. The current mileage on the vehicle is needed for keying into the
gas pump terminal. The fuel pump will prompt the cardholder for this
information. The cardholder only has 2 attempts to put the information
in correctly before the card becomes locked and is unable to be used. If
the card becomes locked there are two options: use an alternate form of
payment or contact Voyager assistance at the pump by calling: 800-987-
6591.

6. Fuel Card Log and Payment Form: Immediately after card use, transactions

should be logged by the departmental representative or assigned cardholder on
the Fuel Card Log and Payment Form. One form should be maintained for
transactions during the 15t to the 15" of the month and another log for
transactions the 16™ through the end of the month. Fuel Card Log and Payment
Forms for each period should be submitted to Accounts Payable 5 days after the
log period has ended.
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