Effective 11-30-2008


Wright Express (WEX) 

Replacement Credit Card Ordering Procedures

The National GSA Fleet procedure for ordering a WEX replacement credit card(s) is provided below.  Please be sure to include the information outlined below in each replacement card request.  Incomplete card replacement requests will result in the request being sent back to the sender and the card not being ordered.
· Replacement card requests should be sent via e-mail replacementcards@gsa.gov or fax 1-888-423-6848.  Each must come from a valid government email address (eg- gov or .mil).   In the case of a fax, the request must be on agency letter head.  

· You will need to provide the following information:

1. Vehicle tag number.

2. Reason card needs to be replaced (lost, stolen, damaged)

If the card was lost/stolen, a detailed statement indicating the date, circumstances, and steps taken to find the card.

3. The customer street address to which they want the replacement cards sent (Note:  If the agency address differs from what is in our mainframe system the listed agency POC will be CCd on confirmation correspondence).  Cards can not be sent to a PO Box address.
· Customer agency will receive replacement cards directly from WEX via overnight carrier. All orders received prior to12:00P ET will be sent from WEX the next business day directly to the customer agencies via overnight carrier.
Agencies are responsible for safeguarding their GSA Fleet Service card(s) at all times to prevent against fraudulent activity.  The agency will be held responsible for all fraudulent charges if the card is found to not have been safeguarded.
