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	MEMORANDUM


Date:
April 16, 2008

To:
Fleet Coordinators and State Drivers


  

  
From:
Department of General Services


Office of Fleet and Asset Management



1700 National Drive



Sacramento, CA 95834

Subject:
INSTRUCTIONS FOR FUEL CARD EXCHANGE

The Department of General Services, Office of Fleet and Asset Management (OFAM) will be issuing new fuel cards on the dates and locations indicated below. 
A team of OFAM employees will be available at each location from 8:00am – 5:00pm to assist drivers with the fuel card exchange.  
At the time of the fuel card exchange, OFAM will be requiring all drivers and/or coordinators to update driver and vehicle information.  All drivers are required to complete and sign a new OFA 50G, (Monthly Vehicle Record) to update driver and vehicle identification information (equipment number, license number and VIN number).  
Please contact OFAM staff at the garage location where the vehicle is leased to set-up a convenient time to exchange your fuel card, update your driver and vehicle identification information.  If you are a Fleet Coordinator and need additional information, please contact the Sacramento Headquarters Office at (916) 928-9860.  
Sacramento Headquarters Office (916) 928-9860

June 2, 2008  -  June 27, 2008

1700 National Drive

Sacramento, CA 95834

NOTE:  If you lease a vehicle from the Sacramento State Garage, the fuel card exchange will be located at OFAM’s Headquarters Office, located at 1700 National Drive.
Thank you in advance for your cooperation.

