
fuel system management procedure – DIRECT PURCHASE
This document details the procedures that field office Transportation Office staff shall follow when carrying out direct purchase of fuel.

	Key Functions / Position



Task
Overall system administration:  

Transportation Office

USERS




Prepare FRF or RFG/RFS

Fleet Manager (FM) 


approve FRF

Authorized approver 


Authorize FRF / RFG
Refueling agent   



Prepare STOA

Authorized approver 


Approve STOA
Authorized approver 


Approve Payment request 

Finance office



Process Advance Payment

Refueling agent   



Liquidate STOA

Authorized approver 


Review and Approve STOA liquidation

Finance office



Clear advance



	


1B.1 – FUEL ACCESS PROCESS – CASH


1STEP B.1.1:  Request for Fuel (RFF) (USERS – Drivers / Sub Offices / Logistics / procurement…)


1STEP B.1.2:  Fuel purchase / collection (refueling agent)


2STEP B.1.3:  liquidation (Refueling agent)




B.1 – FUEL ACCESS PROCESS – CASH 
STEP B.1.1:  Request for Fuel (RFF) (USERS – Drivers / Sub Offices / Logistics / procurement…) 

There are two situations where Fuel is requested: 1) For fueling in vehicles or 2) for Fueling in for storage (in Office or sub-office). To initiate the cash request process for fueling in vehicle the process starts with the Fuel Request Form (FRF). To initiate the cash request process for procuring fuel for storage the process starts with a RFG/RFS.
In this process one refueling agent will request a STOA based on the request collected through FRF and RFG.
1) For fueling in vehicles / motorcycles

i. Driver prepares the request,

ii. fleet manager verified / Authorize 

iii. Authorized Approver approves the request and return it back.
2) For Fueling in for storage (Fuel Farm) and another non-vehicle refueling request

i. The Approved RFG with fuel request is transmitted to Appointed agent
NOTE: 
It shall be One (1) Fuel Request per vehicle / motorcycle
TIPS – Fuel management is a high risk for fraud. Therefore, is recommended that senior staff attend refueling activities.
STEP B.1.2:  Fuel purchase / collection (refueling agent)

1) refueling agent request for cash advance

The refueling agent will prepare a STOA (1213 – account) which include detailed information of the various request and supporting documentation.
a. If the office operates an OCH the Cash advance will be issued from that OCH

b. If there is no OCH the refueling agent will prepare a payment request to request cash

2) For fueling in vehicles / motorcycles

i. Supplier fuel in vehicle tanks
ii. Supplier issue receipt signed and stamped and bearing driver signature including the following information (vehicle plate number / liters / cost and date)

3) For Fueling in for storage (Fuel Farm) and other non-vehicle refueling request
a. Fuel Collected at the fueling station
i. Supplier fuel in in the Drums / containers

ii. Supplier issue receipt signed and stamped and bearing driver signature including the following information (liters / cost and date)
iii. Refueling agent prepare GRN

iv. Refueling agent prepare GDN and transfer to transporter

b. Fuel delivered by Supplier
i. Delivery order issued to Supplier

ii. Supplier fuel in in the Drums / containers

iii. Supplier issue receipt signed / stamped and bearing Refueling agent signature including the following information (liters / cost and date)

iv. Fuel Farm attendant prepare GRN

v. Fuel Farm attendant sign vendor DN

NOTE: 
driver and Refueling agent shall verify and ensure that quantities received, and cost match recorded information on the Vehicle Log, Receipt, GRN where applicable.

STEP B.1.3:  liquidation (Refueling agent) 
Upon return to the office Refueling agent liquidate the advance (STOA liquidation form) with supporting documents:

i. Fueling station receipt

ii. GRN

iii. GDN where applicable
iv. Vendor DN where applicable
Authorized approver review and Approve STOA liquidation and submit to finance office

Finance office Clear advance

NOTE:  Refueling agent must keep in file / binder copy of all documents submitted to finance.
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