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	Fuel Program (Standard Operating Procedure)

	Applies to:
	All employees who operate or fuel PODS trucks and forklifts, and the Market Managers who supervise them, in all markets

	Prepared by
Field Operations
	Effective Date
8/10/2026
	Number of Pages
4



Purpose
This Standard Operating Procedure (SOP) establishes standardized fueling procedures for all PODS trucks and forklifts to reduce fuel costs, improve accountability, strengthen internal controls, and ensure consistent compliance across all markets.
Scope
This SOP applies to all Operations Associates
Procedure
1.  WEX Connect App and Approved Fueling Locations
· Market Manager responsibility. Every Market Manager is responsible for downloading and implementing the WEX mobile application.
· Approved fueling locations. Each Market Manager identifies two to three approved fueling locations that consistently offer the lowest available fuel prices while remaining conveniently located near the domiciled warehouse, so that drivers have options.
· Location management. Approved fueling locations are reviewed periodically and updated as pricing or operational needs change.
· Driver communication. Market Managers ensure all drivers know the approved fueling locations before operating company vehicles.
2.  End-of-Shift Fueling Standard
· Required fueling. All drivers fuel company trucks at one of the designated approved fueling locations at the end of each shift, before returning to the warehouse. Market Managers route the fueling stop at the end of the shift.
· Operational readiness. Vehicles are returned with sufficient fuel to support the next scheduled shift, minimizing delays and improving fleet availability.
· Exception reporting. Any situation preventing end-of-shift fueling is reported to the Market Manager immediately and documented.

3. Approved Fuel Types
	Asset
	Approved Fuel

	Trucks
	Diesel. (DEF should be filled at warehouses, not the pumps) 

	PodZillas
	Regular 87 octane gasoline.

	Prohibited
	Midgrade gasoline, premium gasoline, and off-road diesel.



4.  Fuel Cards and Driver PIN Controls
· Fuel card location. Fuel cards are not taken home. 
· Unique PIN assignment. Every authorized driver is assigned a unique WEX driver PIN. PIN sharing is strictly prohibited.
· Odometer and hour entry. Drivers enter accurate odometer readings for trucks and hour readings for PodZillas at the time of sale.
· Separate transactions. Fueling the truck and the PodZilla requires separate transactions. A driver's PIN is therefore used twice, within the same time frame.
· Daily PIN monitoring. A recurring audit report is generated to verify PIN usage and ensure each driver PIN is used no more than three times per day unless a documented operational exception exists.
· Periodic PIN audits. Market Managers conduct periodic reviews to validate that PINs are assigned only to active drivers, remove inactive or unauthorized PINs promptly, and confirm accountability for all fuel transactions.
· Security responsibility. Drivers are responsible for protecting their assigned PIN. Unauthorized use, PIN sharing, or misuse may result in disciplinary action.
5.  Fuel Receipt Verification
· Driver responsibility. Drivers submit all fuel receipts to their Market Manager at the end of each workday.
· Manager verification. Market Managers verify that fuel purchases were made at approved fueling locations, that purchase amounts align with WEX transaction records, and that any exceptions are documented with supporting justification.
· Record retention. Fuel receipts and supporting documentation are maintained in accordance with company record retention requirements.
6.  Weekly Compliance Audits
Market Managers review WEX reporting on a weekly basis to:
· Verify fueling occurred at approved locations
· Monitor fuel spending and purchasing trends
· Identify unauthorized transactions or exceptions
· Confirm compliance with company fueling standards
Exception resolution. Any discrepancies identified during the audit are investigated promptly, documented, and resolved.
Report location. WEX reports are maintained at F:\Corp Ops\Fuel Program.
The weekly WEX summary report is in development with WEX. Until it is available, Market Managers perform this review in the WEX app and with the end of month supplied by Fleet.
Responsibilities
	Role
	Responsibility

	Drivers
	Fuel only at approved fueling locations. Fuel company vehicles at the end of each shift. Submit all fuel receipts daily. Protect and use only their assigned WEX PIN. Enter accurate odometer readings for trucks and hour readings for PodZillas. Purchase only approved fuel types. Leave the fuel card with the truck. Immediately report any fueling issue or operational exception.

	Market Managers
	Maintain two to three approved fueling locations using the WEX app, close to the domiciled warehouse and offering drivers options. Route the fueling stop at the end of the shift. Communicate approved fueling locations to all drivers. Verify daily fuel receipts. Review weekly WEX compliance reports. Investigate and document all fueling exceptions. Conduct recurring driver PIN audits and maintain PIN accountability.



Compliance
1.  Mandatory Adherence
Compliance with the approved fueling program is mandatory for all employees operating company vehicles, and is a condition of operating PODS vehicles and equipment.
2.  Unauthorized Fuel Purchases
Fuel purchases at unapproved locations, and failure to follow established fueling procedures without documented management approval, are considered violations of this SOP.

Any deviation from this SOP is subject to immediate review and may result in corrective action in accordance with company policy.
Review and Revision History
This SOP is reviewed periodically and updated as the fuel program, WEX reporting, or operational needs change.
	Date
	Version
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	Revised by

	[Date]
	1.0
	Initial release of the field fueling program.
	[Name]
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