	
	Mountain Telephone


Memo

To:
All Mountain Telephone Personnel

From:
Management


Date:
October 9, 2007
Re:   Fleet One Info. 

Effective: Immediately

As most everyone knows by now we are converting to Fleet One Credit Cards for our company fuel purchases. We have received the cards and are in the process of assigning driver information. Each employee will receive a “driver information card”. This will have your name along with a PIN # (last four digits of your social security number). All company vehicles will have a Fleet One Credit Card in the gas book. To make a fuel purchase: 

Pay at the Pump (Where available)

1. Insert card & remove quickly;

2. When prompted for “PIN, Driver ID or Vehicle ID” enter PIN # (last four digits of driver social security number) press enter;

3. When prompted enter correct vehicle mileage & press enter;

4. Pump fuel;

5. Receipt will print when nozzle is hung up (get receipt) & record info in vehicle gas book.

Pay Inside

1. Pump fuel

2. Go inside and swipe Fleet One Credit Card through card reader as instructed by attendant;

3. When prompted for “PIN, Driver ID or Vehicle ID” enter PIN # (last four digits of driver social security number) press enter;

4. Get receipt and record info in vehicle gas book.

In the event a card doesn’t work, charge accounts will still be available for now at the stations we have purchased fuel from before. Please be patient, some tweaking may have to be done. If you have problems, let me know.

Rick
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