Rules for Employee Free Propane
· The period for employee free propane is from October 1st through September 30 the following year. (Exception - Part-time employee)

·  Limit 800 gallons per full-time employee per year, any unused gallons will not carry over to the next year.

· Employee will be taxed on the free propane.  For full time employees this is usually taken out of one of the last few checks for the calendar year.

· Limit 400 gallons for part-time or seasonal employees (October through March).  For seasonal employees, the gallons must be delivered between October and March, while they are employed and taxes will be taken out of their last payroll check in March.
· If more than one employee lives in the same household the limit is 1,000 total between both employees.
· Employee will be billed at cost by the delivering branch for any propane over 800 gallons (full-time) or 400 gallons (part-time).

· The free propane is for the employee only and cannot be given to or delivered to any other location not owned by the employee.  
· Fleet Complete coordinates will be used to track delivery locations.  Any employee that tries to have their employee propane delivered anywhere else but their home location without approval will be subject to reprimand or possible termination for theft.
· Any delivery person that delivers employee propane to an incorrect location without permission will be subject to reprimand or possible termination for theft. 
· If an employee does not use propane they are still not allowed to give their free allotment of propane away to anyone else.  Propane can be sold to family members at .50 above the laid in cost.  Family members include father, mother, sister, brother, son, daughter, mother or father-in-law and grandparents. The price for any other family member such as aunt, uncle, cousin, sister or brother-in-law will be regular price or no more than 25 cents below regular domestic price.
· If an employee quits or is terminated before the end of the free gas period, the applicable taxes will be withheld from their final payroll check.

· If an employee fills his or her tank then leaves without a minimum notice of two weeks, then the gas will be billed at the regular domestic price.  Once an employee turns in a notice they are no longer eligible for free gas and must pay regular price.  

· Regarding retired or retiring employees, all approved retired employee deals we have in place now will be honored. From this date forward any retired employee will be allowed to purchase propane for 25 cents above laid-in cost.  Any deals, other than the 25 cents above laid-in cost, for retiring or ex-employees will have to be approved by the main office.
· Like all company benefits it is the employee's option whether to take advantage of this benefit or not.  It is always a plus for the employee to talk about all the uses and benefits of propane when they have firsthand knowledge of how it works in their home.

