CSuU

CALIFORNIA STATE UNIVERSITY, DOMINGUEZ HILLS

VOYAGER FLEET CARD PROGRAM MANUAL

1.0 OVERVIEW

The purpose of this manual is to provide essential Fleet Card Program policies and procedures which must be
adhered to by all CSUDH employees who participate in the Voyager Fleet Card Program. These procedures will
assist with establishing controls and guidance that will help to prevent abusive Fleet Card practices, including
but not limited to fraud and waste. Voyager is a Fleet Fuel Card program administered by US Bank. The Fleet
Fuel Card is designed specifically for low volume fuel purchases, car washes, and emergency vehicle related
services.

The Voyager Fleet Card is accepted at all major fuel vendors throughout California. Departments may use the
Voyager Acceptance Locator to find locations that accept the Voyager Fleet Card.

2.0 HOW TO REQUEST A VOYAGER FLEET CARD

The Voyager Fleet Card will be specifically assigned to a designated fleet vehicle and must remain and be used
strictly for that vehicle. To obtain a Voyager Fleet Card, the department responsible for overseeing a fleet vehicle
should complete a Voyager Fleet Card Request Form, see Exhibit A. The request form must be approved by the
department head and submitted to the Fleet Card Campus Program Administrator, Aileen Madrid,
amadrid@csudh.edu.

For questions on how to complete the form please contact the Fleet Card Campus Administrator.

Upon receipt of the new Voyager Fleet Card, the department administrator will be required to adhere to and
sign a Fleet Card Agreement, which states user responsibilities, see Exhibit B.

3.0 DEPARTMENT/ APPROVER RESPONSIBILITIES

The Approving Official is responsible for ensuring that campus vehicles and Voyager Fleet Cards are used for
official campus business only. An Approving Official is defined as an employee with a classification of MPP,
Department Head, Department Chair or Confidential Employee.

Approving Official accept responsibility for the protection and proper use of the Voyager Fleet Card and are
liable for all charges made to the assigned card. In addition, the Approving Official is responsible for:

Completely reviewing and adhering to the Voyager Fleet Card Program Manual.

Ensuring all Voyager Fleet Card users adhere to the policies and procedures enclosed herein.

Ensuring that all cards are kept in a secured location, such as a locked cabinet, at all times. Do not keep

the cards in an unattended vehicle.

d. Developing procedures for tracking who is using each card, and all purchases made with the Voyager
Fleet Card.

e. Ensuring the Vehicle Gas Form is completed each time the card will be used, refer to Exhibit B for a
Vehicle Gas Form.

f.  Ensuring the Voyager Fleet Card user(s) enter the vehicle's correct odometer reading when prompted

at the gas pump.
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g. Ensuring user(s) fuel vehicles with regular unleaded gasoline, unless vehicle manufacturer requires an
alternative type.

h. Maintain all receipts for gasoline and authorized services. Photographed copies of receipts are
acceptable for monthly reconciliations.

i. Monitor card usage to ensure charges are accurate and appropriate by reviewing and certifying monthly
activity and expenditure reports.

j. Research and verify questionable and miscellaneous transactions.

k. Reconcile monthly billing to actual usage of the Voyager Fleet Cards. See Section 6.0 for reconciliation
details.

I.  Analyze and compare miles driven, tank capacity, and fuel purchases for potential misuse/abuse.

m. Investigate all exceptions to validate if the card has been misused. It is the responsibility of the Approving
Official to take appropriate action according to university policy.

n. Safeguarding the Personal Identification Number (PIN) for the card. Do no share with other users or
document in any way that would compromise use of the card if it was lost/stolen.

0. Reportlostor stolen Voyager Cards immediately to US Bank Customer Service directly at (800) 987-6591,
and the Fleet Card Campus Administrator as soon as possible.

p. Ensuring adherence to daily and monthly limitations on each card — no more than three transactions
each day with a limit of $1,000 each month. Transactions over this amount will be rejected.

AUTHORIZED AND PROHIBITED PURCHASES

4.1 Authorized Purchases
The fleet gas card can be used in the following ways:

o

Purchase of regular unleaded gasoline, unless alternate type is required by vehicle manufacturer.
b. Emergency Services
e 24-hour emergency roadside service
e Services include mechanical first aid, battery service, tire change, fuel oil and water delivery,
towing, jump start and lockout services.
c. Two basic (less than $15.00) car washes per month.*

*Exceptions are allowed where the size and/or attributes of the vehicle will result in a car wash that is
more expensive. Additionally, in extreme cases where a detail may be required, please contact the Fleet
Card Campus Administrator for prior approval.

Note: All non-emergency maintenance should be performed by Facilities Services Mechanic Shop or off-site
vendor on contract.

4.2 Prohibited Purchases
The following items are prohibited and must not be purchased using the Voyager Fleet Card:

a. Mid-grade or premium (supreme) unleaded gasoline unless specifically required by the vehicle
manufacturer

Fuel for personal vehicles

Commercial vehicle rentals

Miscellaneous personal items such as food or sundries

Non-fuel related commodities
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4.3 Non-Compliance
A Fleet Fuel Card is a privilege that can be revoked in cases of non-compliance to established policies and
procedures.




5.0

HOW TO USE THE FLEET CARD

The Voyager Fleet Card can be used to purchase fuel and authorized services for designated University fleet
vehicles. Voyager Fleet Cards are accepted at most major fuel vendors throughout California.

5.1

Program Control Measures

Program control measures require certain inputs from users when the card is being used. The following controls,
separately, or in combination, will be encountered by the card user:

5.2
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Personal Identification Number (PIN) entry
Odometer reading entry

Daily transactional limits

Monthly dollar limits

How to use the card at the gas pump:

If the gas station has readers located at the pump, you may use your Voyager Fleet Card at the pump. If
there are no pump card readers, see the attendant inside to process your transaction.

Swipe your card at the pump card reader, Select "Credit". If the pump card reader will not read the card,
take the card inside to the attendant to process the transaction electronically. If the attendant questions
the card, show this guide and ask the attendant to follow the instructions.

The pump terminal will prompt you for the PIN.

Enter the assigned number and press "Enter".

If prompted, enter the odometer reading as a whole number. Always enter the correct odometer reading
and press "Enter".

Provide the receipt to the department liaison for review and in order to complete monthly reconciliation
of purchases.

If the attendant has any questions, present these instructions or ask them to call

800-987-6591.

Please note, some facilities do not accept cards electronically and have chosen to process transactions manually
via phone or online using U.S. Bank Voyager TeleTrans. If this occurs please contact TeleTrans.

6.0

b.

RECONCILIATION

Accounts Payable Technician shall review and process the Fleet Fuel Account Summary Report (invoice)
on a timely basis. The billing cycle ends on the 24th of each month.
An auditing process is in place for the review of transactions to prevent theft, abuse, and fraud in
connection with Fleet Card use.
If an unauthorized purchase is suspected, the Fleet Card Campus Administrator will determine whether
the amount is incorrect or whether the amount constitutes an unauthorized purchase. If the amount is
incorrect, it will be disputed.
The Accounts Payable Technician will submit the current statement to each Approving Official.
Signatures of the Approving Official are due 10 calendar days after the invoice is submitted to the
department.
Approving Official shall ensure the reconciliation statement includes the following:

a. Fleet Fuel Account Summary Report

b. Transaction Detailed and Summary Report (see Exhibit C for template)

c. Vehicle Gas Forms (see Exhibit D for template)

d. Receipts




f. The Fleet Fuel Account Summary Report (invoice) and related Vehicle Gas Forms with receipts will be
sent to the Accounts Payable Department (payables@csudh.edu), by the 15" of each month, with an
approval signature. Accounts Payable Technician will notify department of any missing documents.

g. Iftheinvoice is not received by Accounts Payable within the 10 calendar day deadline, it will be reported
to the Fleet Card Campus Administrator for appropriate action. Voyager Fleet Card charges will be
posted to the department chartfields currently on file. It is the department’s responsibility to submit an
Expenditure Transfer Form if charges are posted to incorrect chartfield.

If there is an error on the invoice, Voyager has dedicated Operations Account Representatives to answer billing
inquiries and can be reached at (800) 987-6591 available from 6:00 AM to 8:00 PM (CST).

7.0 LOST, DAMAGED, AND/OR STOLEN CARDS

In the event the card is lost or stolen it should be immediately reported to USBank Voyager at 800-897-6591,
and the Fleet Card Campus Program Administrator at 310-243-3247, amadrid@csudh.edu.

If the card needs to be replaced because it’s damaged or worn, the cardholders should mail the Fleet Card
Campus Program Administrator to request a replacement and return the old card.

Department should store the card in a secure location where the card is not exposed to elements that might
damage the magnetic strip located on the back of the card.

8.0 FRAUD AND DISPUTES ‘

8.1 Fraud
Preventing fraud is important to any fleet program. Cardholders shall follow the following guidelines when using
fleet cards:

Store the card in a secure location and never leave it out in the open

Keep PIN information in a separate place from the card

Do not share the card or PIN with anyone not authorized to use the card

Report lost or stolen cards immediately

Contact the US Bank Voyager and the Fleet Card Campus Administrator immediately to report any
guestionable transactions

Do not use fuel pumps that do not look right. Go to a different pump or pay inside

g. Watch your card while out of your possession and ensure that it is returned immediately after an in-
store transaction is completed
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To report a lost or stolen card or suspected fraud, contact the Fleet Card Campus Administrator and call US Bank
Fleet Customer Service 24/7 at 800.987.6591.

8.2 Disputes

Disputed charge(s) are amounts the cardholder believes to be incorrect or where goods and/or services were
not authorized. If a disputed charge is identified, the cardholder is required to contact the merchant for a
dispute resolution of the charge. It is the cardholder’s responsibility to monitor and continue the dispute
resolution process until the appropriate credit is received.

In both dispute and fraud instances, the Fleet Card Campus Administrator must be notified as soon as the
charges are discovered. Please contact the Fleet Card Campus Administrator with any questions.
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9.0 CONTACT REFERENCE GUIDE

Fleet Card Campus Administrator

Aileen Madrid
Welch Hall B485
310-243-3245
p-card@csudh.edu

Accounts Payable Technician

Iris Talactac
310-243-1068
italactac@csudh.edu

Customer Service

800-987-6591
VoyagerState@usbank.com

24-Hour Roadside Assistance “Fleet Assistance”

800-987-6591

Fraud Prevention Line

800-987-6591

U.S. Bank Voyager TeleTrans

866-842-5608

10.0 Frequently Asked Questions (FAQ's)

1. Why does my U.S. Bank Voyager card not work at all terminals?
As more gas pumps are being updated to accept EMV chip cards ahead of the April 17, 2021 liability shift,
you may have varying card usage experiences at different fueling locations, even within the same brand.
Some will be chip-enabled and others will still rely on magnetic stripes. You should continue to follow pump
prompts to begin and complete your fuel purchases.

2. How long do | need to be prepared for varying user experiences when purchasing fuel?
Experiences may continue to vary from location to location until all pumps are fully enabled to accept EMV
chip cards. Due to the cost and complexity of changing automatic fuel dispensers, all locations will not be
enabled by April 17, 2021.

3. What should | do if my card is restricted to pay-at-pump transactions and | can’t complete my fuel
purchase at the pump?
You may not be able to purchase fuel at these locations; however, you may want to check inside the store
with a cashier. You may also contact Voyager Customer Service at 800.987.6591 for assistance in finding
another location nearby or planning routes with accepting locations prior to departures.

4. What should | do if my transaction is cancelled and | cannot pay at the pump?
We apologize for the inconvenience. If your purchase is cancelled, please either try to complete it in the
station or contact Voyager Customer Service for assistance at 800.987.6591.

5. What can fleets do to ensure drivers are not stranded?

Voyager makes every effort to not leave drivers stranded. We recommend that you refuel before your tank
gets too low and identify a few fueling options. Contact Voyager Customer Service 24/7 at 800.987.6591 for
assistance with finding accepting locations, planning routes prior to departures and any other fleet-related
needs.
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Exhibit A

CSU

CALIFORNIA STATE UNIVERSITY, DOMINGUEZ HILLS

Voyager Fleet Card Application

Vehicle Information

Vehicle Make

Vehicle Model

Vehicle Year

License Plate #

VIN#
Department Information
Department Name Applicant's Name Phone No.
Applicant's Signature Title Date
Administrator Approver's Name Title Signature
Chartfield
Account Dept Fund Program Project Class
For Procurement Department Use Only
Voyager Account Number Voyager Card Name

Approved I:I Denied I:I

Submit Completed form to Procurement Card Administrator at p-card@csudh.edu.

Rev (6/2020)



I hereby acknowledge receipt of a CSUDH (University) Voyager Card (Card),

Exhibit B

CSuU

CALIFORNIA STATE UNIVERSITY, DOMINGUEZ HILLS

VOYAGER CARDHOLDER AGREEMENT
(Voyager Gas Card)

(Last 4 Digits of Card)

The card is considered University property and should be used only for University business in
accordance with University policies. The undersigned cardholder agrees to the following terms and
conditions:

I will use the card only in accordance with University policies and the procedures.

I understand that this is NOT a personal fuel card and I will not make personal fuel purchases
under any circumstances.

I am responsible for making sure the Card I am using is the correct Card assigned to the vehicle I
am fueling.

I am responsible for entering an accurate mileage reading for the vehicle I am fueling at the
pump.

I am responsible for reconciling all fuel purchases, and will submit original receipts to Accounts
Payable with the appropriate form.

I will surrender the Card to the P-Card Administrator or my immediate supervisor upon demand
or upon my separation of employment with the University.

I have read this form and understand the requirements for the card’s use. I will follow these
established procedures for the use of the card and understand that failure to do so, may result in
either revocation of my use of the Fuel Card or other disciplinary actions up to and including
termination.

I agree that I am personally responsible for any improper or illegal use of the card and

I allow the University to collect any amounts owed by me for improper purchases even if I am no
longer employed by the University.

I understand that should I fail to use the card properly, I authorize the University to

take whatever legal steps are necessary to collect an amount owed by me under this

program.

CARDHOLDER:

Signature:

Print Name:

Date:




CALIFORNIA
STATE UNIVERSITY
DOMINGUEZ HILLS

CSU

Vehicle Gas Usage Form

RECEIPT Vehicle Information

Year/Make/Model

Vehicle #

License Plate #

VIN #

Department Name

Dep. ID

Vehicle Check out Date Vehicle Check-In Date

Fuel level at Check-out

Full ] Half [ ]
3/4 [ ] /4  [_]

Gast Cost Gas Cost

Mil Out Mil I
lleage Ou reage In (Total) (per Gallon)

| certify that the information provided on this form is true and correct.

Name Signature Date

Submit completed form with Receipt to the Approving Official or

Designee. Form required for every trip.




Transaction Detailed Report

Exhibit C

Transaction Number

Transaction Date

Transaction Total
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Grand Total

$0.00

Complete one Summary Report per Vehicle. Add more pages if necessary.



Transaction Summary Report

Grand Total $0.00
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