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POLICY STATEMENT: Mille Lacs Band Health and Human Services (HHS) employees, when needing to
fill an HHS vehicle with fuel, may charge fuel at approved fuel stations.

PURPOSE: The purpose of this policy is to outline who may charge for fuel purchases, in what situations, and
where they may make the charges.

PROCEDURE: This policy applies only to HHS employees and only when filling HHS vehicles with fuel.
Employees may not charge for fuel for their personal vehicles, even if they are driving their personal vehicle for
work purposes.

For all employees who are authorized to charge for fuel, the HHS Gas Charge Policy document must be
signed and returned to the HHS Office Manager/Commissioner Admin.

Mille Lacs Band Corporate Ventures owned fuel stations allow charging of fuel for HHS employees.
e FEast Lake Convenience Store
e Crossroads Convenience Store
e Mille Lacs Super Stop
e Mille Lacs Convenience Store

When charging for fuel, all HHS employees must:
1. Print name and HHS department legibly on the charge slip.
2. Record the license plate number of the vehicle they are purchasing fuel for with each purchase.
3. Turn in charge slips on a weekly basis and submit to Department Admin for recording.
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Mille Lacs Band of Ojibwe
Health and Human Services
Gas Charge Policy

All authorized users of the Mille Lacs Band of Ojibwe Gas Charge must follow
these procedures in order to be authorized to charge gas at any MLLB Marathon:

1. Authorized users will print name legibly on charge slip
2. Authorized users must record license plate number with each purchase

3. Authorized users must record individual department name on receipt — DO
NOT RECORD HHS.

4. Authorized users must sign the receipt legibly.

5. Authorized users must turn in their charge slips on a weekly basis and
submit to Department Admin for recording.

As an employee of Mille Lacs Band of Ojibwe and authorized to charge gas at any
of the MLB Marathon, I understand and agree to abide by this policy.

Employee Signature Date

Supervisor Signature Date

Please return this form to Michelle Beaulieu to be a part of the Employee File



