	Defense Energy Support Center
	Procedural Guidance                  DESC-CM-G-5

	Fort Belvoir, VA
	                                                   15 Mar 2002



Off Post/Off Base Ground Fuel Purchase Procedures

Applicable to the use of the DoD Fleet Card (US Bank/Voyager)

Applicable to the US Army and Air Force

PURPOSE:  To explain system-wide integration of the DoD Fleet Card and serve as procedural guidance with concern to the DoD Fleet Card program until superseded by DoD 4140.25M, DoD Management of Bulk Products, Natural Gas, and Coal.

OVERVIEW:

1.  A unit requests and receives a DoD Fleet Card (hereafter referred to as the Voyager Card).  See Appendix 1 for request form.  (Appendix 1)
For the Air Force, account examples are below:

	DODAAC
	ORG
	ACCT_#
	NAME
	ADDRESS
	CITY
	STATE
	ZIP

	FP2027
	910
	869903484
	75ABW LGTOA
	ATTN MARY MURIN
	HILL AFB
	UT
	84056

	FP2067
	696
	869900506
	USAF 78 TRNS/LGTV
	ATTN DAWN BEVILLE
	ROBINS AFB
	GA
	31098

	FP2500
	374
	869925974
	USAF BAND OF THE ROCKIES
	ATTN: SMSGT SCOTT BARBIER
	PETERSON AFB
	CO
	80914


For the Army, account examples are below:

	DODAAC
	Service

ATTRIBUTE
	ACCOUNT_#
	NAME
	ADDRESS
	CITY
	STATE
	ZIP

	W42CXA
	WOVF4N
	869900134
	DOL TRANS MOTOR POOL
	DOL TRANS DIVISION
	FORT POLK
	LA
	71459

	W68N9X
	W7N6AA
	869900357
	WAARNG/DCSLOG
	ATTN DELORES BUTLER
	TACOMA
	WA
	98430

	W55C6G
	E3AC52
	869901066
	US ARMY TRANS & MAINT DIV
	ATTN JOHN R SELF
	FT LEAVNWRTH
	KS
	66027


2.  The unit uses the Voyager Card to purchase fuel and oil at participating off post, commercial gas station.

3.  Voyager fuel bills will be electronically transmitted to DESC for payment.

a.  DESC pays Voyager for the fuel (at commercial price).

b.  DESC bills the account holder for the fuel (at the DoD standard price).

1)  All gasoline will bill as NMU with a standard price of $1.43.

2)  All diesel fuels will bill as NLS with a standard price of $1.43.

c.  The Account Holder’s off-station ground fuel bill from DESC will be processed through the FAS Enterprise Server (FES) and the Military Standard Billing System (MILSBILLS).

1)  The customer being billed will be to the DoDAAC and ORG Code level for the Air Force; the DoDAAC and APC for the Army

2)  Obligations for these bills will be electronically created by the FAS Enterprise Server in both the Army and Air Force accounting systems.

3)  Visibility of unit fuel transactions are now on the FAS Enterprise Server.

4.  The Voyager oil bill (including other purchases minus fuel) is mailed by US Bank/Voyager to the account holder.

a.  Process remains the same:

1)  Account Holder must validate and pay these bills using Operations and Maintenance (O&M) funds.

2)  Account Holder must create obligations within their Service accounting system.

b.  These bills will also include a list of all fuel charges on the "Summary Invoice."  Fuel charges on this invoice will reflect charges payable by DESC.

SPECIAL INSTRUCTIONS FOR THE AIR FORCE:

1.  As demonstrated above, the Voyager Card will bill to the DoDAAC and ORG Code listed on the account.  This was identified by the Account Holder on the “Request for Account” form.

2.  It is the responsibility of the Account Holder to ensure vehicle registration numbers are assigned to individual cards.

3.  It is the responsibility of the Account Holder to request access to the FAS Enterprise Server (FES).  Instructions are located on the DESC website under FAS User Information http://www.desc.dla.mil/DCM/DCMPage.asp?LinkID=DESCFAS#UserInfo
4.  Off-base fuel transactions will be process to the On-Line Vehicle Interactive Management System (OLVIMS) after the transactions are successfully billed to an Air Force O&M customer.

a.  Voyager will bill DESC for fuel once per week.

1)  Transactions will post to the FES once per week.

2)  Obligations and OLVIMS will be updated once per week.

b.  Voyager will bill the Account Holder for oil and other charges once per month.

5.  For those accounts managed by a central Transportation fund, billing and obligations will be made to the DoDAAC and ORG Code (Transportation central fund) listed on the account.

a.  For reimbursement, Transportation activities must provide the local Fuel Management Flight documentation to support the processing of a credit (defuel) and resale (issue).  Documentation must include:

1)  DoDAAC and ORG Code to be credited.

2)  DoDAAC and ORG Code to be billed.

3)  Vehicle registration number to be billed.

b.  Reimbursement is not to be processed until the resale transaction is processed successfully to the FAS Enterprise Server

c.  Do not use GRCOM processing in FCC to process the defuel and sale in support of reimbursement

1)  Process a defuel <Ctrl>< F2> to DoDAAC and ORG Code to be credited for the off-base product.  Do not consolidate defuel transactions as this limits the buyer from associating a sale to a defuel.

a)  Use either NMU-gasoline or NLS-diesel as the product code.

b)  Annotate “VOYAGER” in the vehicle registration field.

2)  Process the sale <Ctrl>< F2> to the DoDAAC and ORG Code to be billed for the off-base product.

a)  Use either NMU-unleaded or NLS-diesel as the product code.

b)  Process each sale individually and annotate the vehicle registration number.

d.  Only transactions processed via the Fuels Control Center program will be depicted in the FES Seller’s product ledgers for NMU and NLS.

1)  Voyager transactions loaded directly into the FES through the DESC Voyager interface will only appear on the Buyer’s Ledgers.

2)  If the base processes transactions for NMU and NLS via FCC, the base must post a zero gallon monthly physical inventory <Ctrl>< F7> and zero gallon determinable gain/loss <Ctrl>< F6> for each product code for the last calendar day of the month.

Approved:

Michael Broderick, Col, USAF

Director of Change Management

APPENDIX 1 – DoD Fleet Card Account Request Form


[image: image1.wmf]       REQUEST FOR ACCOUNT

  We are currently involved in the issuance of Voyager credit cards to the Department of

  Defense 

(Not GSA/ IFMS Vehicles)

.  Please provide the following information for the

  establishment of a credit card account for your department.

DEPARTMENT INFORMATION:

Name of Department

(please limit to 25 letters and spaces)

DODAAC #

ADDRESS (INCLUDING STREET)

ORG/ UIC/ APC

Signal Code

Fund Code

Supplementary DODAAC  

 

 

(IF APPLICABLE)

Fleet Contact Name

   Phone Number (No DSN)

   Fax Number (No DSN) 

   E-MAIL Address  

Certifying Officer Name 

   Phone Number (No DSN)

   Fax Number (No DSN) 

FLEET INFORMATION:

Estimated Monthly Purchases

$

/ month

Number of Cards Needed

CUSTOMER AGREEMENT

Voyager Fleet Systems Inc. is given permission to open the above requested account.

We agree to comply with the terms and conditions established by Defense Energy Support

Center and Contract No. GS-23F-98002 and Task Order No. UA01 issued by agency.

(by) Signature

Date

Title
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