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MANUAL ENTRY FUEL TRANSACTIONS occur when a customer does not have their FuelMaster® Prokee with them and the station has to issue fuel using their "white supervisor key" and manually enter the agency number, license plate number and fuel quantity on the FuelMaster® Unit keypad.
Use the "Manual Fuel Transaction Form" whenever a customer does not have their fuel key. Utilizing your Supervisor key, please handle as follows:

1. Contact Fuel Control at 860-594-2266.  Notify Fuel Control that you have a fuel customer without a key and provide the Agency and License Plate Number.  The guideline limit is 5 gallons, however, in some cases Fuel Control may approve a higher quantity based on the size of the vehicle and the customer’s length of travel.

2. Advise the customer of the number of gallons they will receive.

3. Properly complete a “Manual Fuel Transaction Form” (see attached).
4. Forward the Manual Fuel Transaction Form to Fuel Control by either:

a. Attach to the GAS-019 Form that will be mailed to Fuel Control

OR

b. Fax the form to Fuel Control at 860-594-2302

5. Advise the customer that they must contact Fuel Control to obtain a replacement fuel key.
The Manual Fuel Transaction Form is available on the DOT INTER-NET, www.ct.gov/dot ; click on “Doing business with CONNDOT”, Click on Fuel Control, Under FORMS-Click on Manual Entry Fuel Form.
Thank you for your cooperation and support.
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