

General Services Administration (GSA) is changing the way it processes and pays for the services, repairs, and maintenance work performed on its vehicles.  Applicable credit card fees and rates will be those you have negotiated with your bank/processor.  Below are detailed instructions for processing these transactions:

Transactions OVER $100  -  Your GSA vendor Number is:                            ( keep on file)

Transactions for services, repairs, and maintenance on GSA-managed vehicles over $100 or Tires and Batteries and “parts only” must be called in to the GSA Maintenance Control Center (MCC).  

1. Call the GSA MCC/AMC at 1-866-400-0411 for approval.  (The GSA MCC is open 7 am – 6:59 pm CST.)

2. For after hours emergency transactions contact 1-866-WEX-4GSA

3. If you did not close the PO when you called, remember to call MCC back to close your P.O.  

4. Upon closing your PO the technician will provide a MasterCard number for payment.                 
      (Note:  The MasterCard numbers are only good for the authorized amount and will expire within 7 days of receipt so make sure and take down the information accurately in order to complete the process.  If you are not capable of accepting MasterCard notify the call center technician and they will discuss your option.)

Transactions UNDER $100

Transactions for services, repairs, and maintenance on GSA-managed vehicles will be charged on the Wright Express (WEX) service network.  Below are your options for payment:

1. If you accept the WEX card electronically through a point-of-sale network, simply slide the card as you would any other and follow the instructions sent to you by your point-of-sale provider.

2. If you are unable to swipe the WEX card you can still receive payment
Two simple steps to process WEXPay® Transaction

1. After the work is completed, call WEX at 866-WEX-4GSA and provide us with your Merchant Information (phone number, address and Federal Tax ID #)

2. After transaction information is entered, you will be provided a MasterCard® number.  MasterCard numbers are only good for the authorized amount and will expire within 7 days of receipt so make sure you take down the information accurately in order to complete the process.  

Checklist for calling in a GSA Transaction______________________________________

_____
WEX Account # (18 digit number, found in middle of WEX card) or GSA license number (found on the bottom left hand of the card beginning with “G”

_____  Expiration Date (mm/yy, found in bottom right corner of card)

_____  Line item detail of work performed on vehicle including cost per line item 

_____  Taxes billed (Note:  GSA is tax exempt and will ask you to remove applicable taxes)

_____  Discount (If merchant is willing to offer a discount to customer on total ticket value.) 
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