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FUEL CARD USAGE
TERMS & CONDITIONS

1. General Usage

Fuel cards are issued by the Finance Manager (RFO) to authorised personnel and they are responsible for, and must comply with the following:

· Once cards are issued to the staff member, they become their responsibility and must be kept securely to ensure that other persons are unable to have access to the card.

· PIN numbers (if applicable), must be kept separately to the card and again the staff member is responsible for the confidentiality and security of this.

· PIN numbers and/or cards must not, under any circumstances, be given to any other person, including members of staff. The only exception to this will be in cases when the card has been requested by the Town Clerk or RFO in which case only the card must be given but the PIN number must remain confidential. The card must immediately be returned upon such a request.

2. Lost & Stolen Fuel Cards & PIN Numbers

Card holding members of staff are responsible for immediately reporting any suspicions of misuse and loss or theft of any card or PIN number. Such reports must be made immediately and directly to The Town Clerk or RFO. 

· In the event of the absence of the Town Clerk or RFO, lost and stolen fuel cards must be immediately reported directly to the card provider (currently Fuel Genie on 0845 371 2490 and quote our account number **************233). You will need to provide your name as it appears on the card together with the full card number on the front of the card. The Town Clerk or RFO must also be advised of this action.                         

3. Reporting Expenditures/ Weekly Returns.

· Fuel card holding members must retain all receipts and report to the Administration Section on a Monday morning. Non activity must also be reported on this basis and receipts must be lodged to cover all expenditures.
 
· Weekly mileage forms (including any personal mileage) must be completed for each journey and returned to the Administration section on a Monday morning. Details of any daily mileage if in excess of 25 miles or any authorised journeys outside of Bradley Stoke must be explained. (see form in Appendix A).

4. Failure To Comply 

The cards remain the property of Bradley Stoke Town Council and, as previously advised, authorised members of staff issued with cards and PIN numbers are responsible for them and must adhere to the above conditions of use. Failure to comply with the above conditions, will lead to disciplinary proceedings being taken and the staff member may be held accountable to cover the cost of any loss due to misuse and/or non-compliance.





APPENDIX A

	BRADLEY STOKE TOWN COUNCIL – WEEKLY COUNCIL VEHICLE USAGE AND MILEAGE REPORT

	
	
	
	
	
	
	
	
	
	

	Employee Name
	 
	
	

	
	
	
	
	
	
	
	
	
	

	Week Ending
	 
	
	
	
	
	

	Please ensure you lodge a weekly return even if you do not have any mileage to report

	
	
	
	
	
	
	
	
	
	

	Please complete a new line if you change vehicles during any one day 
	
	
	
	
	Fuel fill with Fuel Genie Card 

	Date
	BSTC Vehicle Registration
	Mileage from vehicle milometer at start of day or first usage. (A)
	Mileage from vehicle milometer at end of day or end of  usage.(B)
	Total  Miles      = B-A 
	Details of Daily Mileage if in excess of 25 miles or for any authorised journeys outside of Bradley Stoke – state reason and destination.
	Amount (cost including VAT)                    £
	Declared Mileage at point of sale

	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	
	

	Personal mileage 
	 
	 
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	
	

	 
	 
	
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Employee Signature
	
	 
	
	

	Signature Date
	
	 
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Date lodged with Line Manager
	 
	
	
	
	
	
	

	Line Manager Sign Off
	
	 
	
	

	Date
	
	
	 
	
	
	
	
	
	



Reviewed by Bradley Stoke Town Council – 24th June 2026
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