AVERETT UNIVERSITY GAS RECEIPT PROCESS

· The Averett Gas Receipt forms are for use when reserving vans, or when purchasing gas for equipment and vehicles for maintenance and other use at the main campus, north campus, equestrian facility and airport. 

· The Averett Gas Receipt forms are for use only at the following stations with whom Averett University has billing arrangements:  Piedmont Mini Mart Marathon at 678 Mount Cross Road across from north campus; Main & Holbrook Exxon at 1009 Main Street on the corner of West Main and Holbrook Streets; and Parkview Citgo at 601 West Main Street near Ballou Park.  

· Averett Gas Receipt forms for use when reserving a van from the Vehicle Coordinator at North Campus are in a Notebook of information that is issued with each van at the time keys are given to the driver.  If there is more than one van being used by a group, there will be a Notebook for each van.  The Vehicle Coordinator will authorize use of the Gas Receipts for vans.  For gas purchases for all other situations, Averett Gas Receipt forms are issued and authorized by the Security Office and Student Life Office on the main campus, and the Facility Manager or Acting Director of Athletics at North Campus.  

· The Sponsor or Supervisor must complete the top portion of each Averett Gas Receipt where it is marked To be completed by authorized Sponsor/Supervisor Only.  After signing in the Sponsor Signature space and getting the authorized signature, vehicles and/or equipment may be fueled at any of the stations listed above.  The gas station attendant will complete the bottom portion of the Averett Gas Receipt form and will attach a gas station receipt.  If a vehicle requires gas from any of these stations more than once while it is out, a separate Averett Gas Receipt must be initiated for each purchase. 
NOTE:  If the vehicle must be re-fueled while out of town, gas must be paid for by the group/individual using the vehicle.  Reimbursement requests for gas expenses may be filed upon return on an Expense Report, with receipts and a copy of your Travel Request attached.  If using a vehicle for a trip, don’t forget, to submit for approval in advance a Travel Request with all expenses listed, including gas, along with the backup information for your trip.

· The notebook, keys and van must be returned to the North Campus where vans are stationed.  Notebook and keys must be given to the Vehicle Coordinator directly, or on weekends, given to North Campus Security to be placed in the Vehicle Coordinator's Office (Room #101).  Keys for other vehicles should be returned to the person issuing the keys.
· All completed Averett Gas Receipt forms, with gas station receipt attached, must be submitted to the Business Office upon return of the vehicle, or after purchase of gas in other situations, so that invoices from these stations can be matched with the Averett Gas Receipt forms. 
REMEMBER:  ALL VEHICLE DRIVERS MUST BE APPROVED IN ADVANCE!  
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· To be completed by Authorized Sponsor/Supervisor Only:

DATE ____________________________
ACCT. # _____________________________

VEHICLE/EQUIPMENT (PRINT-Van/Lawn Mower/etc.)___________________________________________

VEHICLE LIC. #  _______________ VEHICLE MAKE (PRINT) _________________ VAN # _________

REASON FOR USE ______________________________________________________________________

VEHICLE DRIVER (PRINT NAME) ________________________________ PHONE ___________________

SPONSOR’S SIGNATURE ______________________________________ PHONE____________________

        (PRINT NAME) ____________________________________________

AUTHORIZED SIGNATURE FOR GAS ____________________________________________________

   (NOTE: These forms, with gas station receipt attached, are to be returned to the Business Office.) 

         (PRINT NAME) ____________________________________________  PHONE ____________________

· To be completed by Vehicle Driver Only:

BEGINNING MILEAGE ___________________
ENDING MILEAGE __________________

· To be completed by Gas Station Attendant Only:

(Please attach signed copy of receipt for gas purchased to this form.)

# OF GALLONS   ___________________________
TOTAL CHGS. $_____________________________

GAS STATION ATTENDANT _____________________________________________________________

          (PRINT NAME) ________________________________________________________________________________________ 

_________________________________________________________________________________
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