fuel system management procedure – Voucher system
This document details the procedures that field office Transportation Office staff shall follow when carrying out and reporting on the refueling of CRS motorized assets using a Voucher system (e.g., vehicles, motorcycles and generators).

	Key Functions / Position



Task
Overall system administration:  

Transportation Office

USERS




Prepare FRF or RFG/RFS

Fleet Manager (FM) 


approve FRF (for vehicle only)

Procurement Office


Prepare FRF based on RFG/RFS

Authorized approver 


Approve FRF / RFG

Voucher manager



Prepare Fuel Voucher

Voucher manager



Issue Fuel Voucher to Refueling agent

Refueling agent   



Purchase Fuel / coordinate fuel purchase

Refueling agent   



redeem Copy of Fuel Voucher to Voucher manger 

Voucher manger



Update Fuel Balance Sheet and Report Voucher
Voucher manger



Prepare Payment request

Authorized approver 


Review and Approve Payment request

Finance office



Process Payment


	


2C.1 – FUEL ACCESS PROCESS – VOUCHER MANAGEMENT AND ADMINISTRATION


2STEP C.1.1:  Request for Fuel RFF (USERS – Drivers / Sub Offices / Logistics / procurement…)


3STEP C.1.2:  Fuel purchase / collection (Refueling Agent)


3STEP C.1.3:  Voucher /liquidation (USERS – Drivers / Refueling agent and Voucher – Manager)


4C.2. TRACKING AND REPORTING


4Step C.2.1: Recording and Filing (Voucher –Manager)


4C.3. PAYMENT PROCESS TO SUPPLIER / RECREDITING FUEL ACCOUNT WITH VENDOR


4STEP C.3.1 : Fuel Supplier Statement of Account (FUEL SUPPLIER and VOUCHER - MANAGER):



 
[image: image1.emf]REQUEST FOR FUEL (FRF) PROCESS –PRE/POST PAID –VOUCHER SYSTEM / FUEL SUPPLY 

Initiator: Prepare FRF

Submit for Authorisation 

(to Fleet manager)

Voucher –manager:

Prepare Fuel Voucher 

(FV)

Authorized 

Approver:

Approve FRF

Authorized 

Approver:

Approve FV

Voucher –manager: 

Issue FV to driver 

against his signature 

on the FRF 

VOUCHER MANAGER

Verification and Update

Verify Documents and 

Update Fuel Balance Sheet 

and report (Voucher)

DRIVER

Driver Liquidate

Copie of FV

Fuel Receipt

Driver Sign Off FRF

Fleet Manager:

Verify / Authorize FRF

Submit for Approval

(to Authorized Approver)

Supplier / Driver

Collect Fuel at Fueling station:

Driver Present Voucher to Supplier

Supplier fuel in vehicle tank

Driver File in Voucher information

Supplier Sign and stamp FV (2 copies) keep original 

Driver collect FV copy

Supplier enter info in Fuel Purchase Log (FPL)

Driver check and sign FPL

Driver collect Fuel receipt having Supplier and driver 

signature / vehicle Plate and KM reading / Fuel 

Quantity / unit price / total price and date.

REFUELING AGENT Liquidate

Copie of FV

Fuel Receipt

GRN

Refueling agent Sign Off FRF

Approved 

RFG

Procurement:

Prepare FRF, Attach RFG

Submit for Approval (to 

Authorized Approver)

Voucher –manager:

Issue FV to Refueling 

Agent against his 

signature on the FRF 

Supplier / Refueling agent

Collect Fuel at Fueling station:

Refueling Agent Present Voucher to Supplier

Supplier Fuel in containers / Drums

Refueling Agent File in Voucher information

Supplier Sign and stamp FV (2 copies) keep original 

Refueling Agent collect FV copy

Supplier enter info in Fuel Purchase Log (FPL)

Refueling Agent check and sign FPL

Refueling Agent collect Fuel receipt having Supplier and Refueling 

Agent signature, Fuel Quantity / unit price / total price and date.

Refueling Agent prepare a GRN

From Fuel farm

Fuel is for 

Rolling 

equipment

YES NO

Fuel Farm Attendant:

Receive/Verify Documents; Update Fuel 

Balance sheet and report (Fuel Farm),

File Document:

-Signed Fuel request Form

-RFG

-Fuel Voucher Form (return Copy)

-Fuel Receipt

-GRN

-GDN

Refueling Agent deliver fuel to 

Fuel farm Attendant using GDN

NOTE:  (1) Refueling Agent collect Fuel at the Fueling station and verifies accuracy of quantity purchased and documentation

(2) if Fuel is delivered directly to the Fuel Farm by the supplier GRN will be issued direclty by the Fuel Farm attendant. 

The supplier will also issue a Delivery note (DN)

TO Fuel Farm management

TO Supplier payment


* Fuel farm = Fuel store
C.1 – FUEL ACCESS PROCESS – VOUCHER MANAGEMENT AND ADMINISTRATION
STEP C.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.
1) For fueling in vehicles / motorcycles

i. Driver prepares the request, and has it verified / Authorize by the fleet manager

ii. Authorized approver approves the request and return it back

iii. Voucher - manager prepares Fuel Voucher (FV) 

iv. Voucher - manager obtain voucher signature from Authorized Official

v. Voucher - manager redeem 2 vouchers copy to Refueling agent / driver.
vi. Refueling agent / driver sign off on the Fuel request from to acknowledge receipt of the voucher

2) For Fueling in for storage (Fuel Store) and other non-vehicle refueling request

i. Procurement prepares the FRF and attach the RFG
ii. Authorized approver approves the FRF and return it back

iii. Voucher - manager prepares FV 

iv. Voucher - manager obtain voucher signature from Authorized Official

v. Voucher - manager redeem 2 vouchers to Refueling Agent.

vi. Refueling agent (senior preferred) sign off on the Fuel request form to acknowledge receipt of the voucher
TIPS – Fuel management is a high risk for fraud. Therefore is recommended that senior staff attend refueling activities.
Note: It shall be One (1) Fuel Request per vehicle

Note: Voucher Form are kept by the Voucher manager
STEP C.1.2:  Fuel purchase / collection (Refueling Agent)

1) For fueling in vehicles / motorcycles

i. Driver redeem FV to Supplier
ii. Supplier Fuel in vehicle tank

iii. Driver fill in FV information, 
iv. Supplier sign and stamp FV,
v. Supplier fill in Fuel Purchase Log and obtain driver signature (one Fuel Purchase log is maintained for each type of Fuel)

vi. Driver collect copy of FV 

vii. Supplier issue receipt signed and bearing driver signature including the following information (vehicle plate number / liters / cost and date)

2) For Fueling in for storage (Fuel Store)  and other non-vehicle refueling request
a.  Fuel Collected at the fueling station
i. Refueling agent redeem FV to Supplier
ii. Supplier fuel in the Drums / containers

iii. Refueling agent fill in FV information
iv. Supplier sign and stamp FV,
v. Supplier fill in Fuel Purchase Log and obtain Refueling agent signature  (one Fuel Purchase log is maintained for each type of Fuel)

vi. Refueling agent collect copy of FV.
vii. Supplier issue receipt signed and bearing Refueling agent signature including the following information ( liters / cost and date),
viii. Refueling agent prepare GRN

ix. Refueling agent prepare GDN and transfer to transporter

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

ii. Refueling agent redeem Voucher to Supplier
iii. Supplier fuel in Drums / containers

iv. Refueling agent fill in FV information, 
v. Supplier sign and stamp FV
vi. Supplier fill in Fuel Purchase Log and obtain Refueling agent signature (one Fuel Purchase log is maintained for each type of Fuel)

vii. Refueling agent collect copy of FV.

viii. Supplier issue receipt signed and bearing Refueling agent signature including the following information (quantity / unit cost /total cost and date)

ix. Fuel Store attendant prepare GRN

x. Fuel Store attendant signs vendor DN.

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

STEP C.1.3:  Voucher /liquidation (USERS – Drivers / Refueling agent and Voucher – Manager) 
Upon return to the office the Driver / Refueling agent hand over the documents listed below to the voucher –Manager and sign off on the FRF:

1) For fueling in vehicles
i. Fueling station receipt

ii. Signed and stamped copy of the Voucher
2) For Fueling in for storage / Fuel Store 
i. Fueling station receipt

ii. Signed and stamped copy of the Voucher

iii. GRN

iv. GDN where applicable
v. Vendor DN where applicable
At this stage the Voucher –manager perform verification and conformity of documentation

C.2. TRACKING AND REPORTING

Step C.2.1: Recording and Filing (Voucher –Manager) 

Recording information in the Fuel Balance Sheet and Liquidation maintains the Stock status and ensures consumption monitoring and reporting and provides at-a-glance information on fuel balances par vendor and fuel allocation per project, and to validate vendor statements of account. 
· Review instruction sheet and input required information

· manages Cash balance sheet for each supplier;
· enters all transactions into the appropriate column on the relevant Fuel Balance Sheet
· Voucher manager debits the fuel purchased (in liters and currency) to the Fuel Balance Sheet and Liquidation.

· HoOps / Delegate monitors consumption and stock status in order to prevent supply breaks;
· File all documents in the Fuel Binder 

C.3. PAYMENT PROCESS TO SUPPLIER / RECREDITING FUEL ACCOUNT WITH VENDOR
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Yes

From Voucher

VOUCHER MANAGER

Liquidation File Documents;

-Fuel Balance sheet and report (voucher),

-RFG

-Fuel request Form

-Fuel Voucher Form (return Copy)

-Fuel Receipt

-GRN

Supplier File and 

Liquidation file 

RECONCILE

AUTHORIZED APPROVER

Approve Payment Request

FINANCE:

Verify Documents

Process payment

SUPPLIER / VOUCHER SYSTEM

Submit File

-

Fuel Supplier statement of account / Invoice 

-Fuel Purchase Log

-Fuel Vouchers Original

-DN

VOUCHER MANAGER

Prepare Payment Request

AUTHORIZED APPROVER

Verify / Approve -Liquidation 

File Documents.

Sign off on the Fuel balance Sheet

and report (Voucher)


STEP C.3.1:  Fuel Supplier Statement of Account (FUEL SUPPLIER and VOUCHER - MANAGER):

· on 10th and 25th day of the month, the fuel supplier submits a Statement of Account to voucher –Manager, with the following documents attached:  corresponding Fuel Vouchers and relevant Fuel Purchase Logs as justification - One per Fuel type (Period covered 26th to 10th and 11th to 25th).
· Voucher - manager 
· review Fuel purchase Log and statement of account, verifying all information against the Fuel Balance Sheets;
· prints out and sign Fuel Balance Sheet for each fuel source;
· submit to HoOps / Delegate all complete original Fuel Balance sheet and supplier documents with all set of documents for review.

· Submit file to HoOps / Delegate for approval 

· prepare RFG/RFS

· prepare Payment request (PR) supported with original documents:

· Fuel Balance Sheet duly signed and approved, and Supplier agreement copy.

· Fuel Request form

· Vendor DN and GRN / GDN when applicable;
· Supplier statement of account, Fuel Vouchers and relevant Fuel Purchase Logs and Supplier receipt
· upon verification / approval, the HoOps / delegate submits the Report and along with the PR to the Finance Office;
· Finance Office uses the reports to liquidate outstanding pre-paid fuel advances, to allocate fuel costs across DSPNs, and justify replenishment requests.

NOTE: the time frame above is set to allow enough time for Liquidation and align with finance reporting requirement.
NOTE: Whenever fuel level Fuel credit has reached critical level, Ad oc request to supplier to submits a Statement of Account to voucher –Manager,
NOTE:  Fuel replenishments are made through the regular purchase request (PR) system.
NOTE: When replenishing fuel stocks, the voucher –Manager shall submit a RFG/RFS for the exact quantity of fuel consumed as documented on the Fuel Balance sheet.

NOTE:  Voucher - Manager must keep in file / binder copy of all documents submitted to finance.
System Management Procedure – Voucher 
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<Process Name>�

<Function>�

�

REQUEST FOR FUEL (FRF) PROCESS – PRE/POST PAID – VOUCHER SYSTEM / FUEL SUPPLY �

Refueling Agent deliver fuel to Fuel farm Attendant using GDN


NOTE: 	(1) Refueling Agent collect Fuel at the Fueling station and verifies accuracy of quantity purchased and documentation
	(2) if Fuel is delivered directly to the Fuel Farm by the supplier GRN will be issued direclty by the Fuel Farm attendant. 	The supplier will also issue a Delivery note (DN)


TO Fuel Farm management


Fuel Farm Attendant:
Receive/Verify Documents; Update Fuel Balance sheet and report (Fuel Farm),
File Document:
- Signed Fuel request Form
- RFG
- Fuel Voucher Form (return Copy)
- Fuel Receipt
- GRN
- GDN


TO Supplier payment


�

Fuel is for Rolling equipment


YES


Initiator: Prepare FRF
Submit for Authorisation (to Fleet manager)


DRIVER
Driver Liquidate
Copie of FV
Fuel Receipt
Driver Sign Off FRF


VOUCHER MANAGER
Verification and Update
Verify Documents and Update Fuel Balance Sheet and report (Voucher)


Voucher – manager:
Prepare Fuel Voucher (FV)


Fleet Manager:
Verify / Authorize FRF
Submit for Approval
(to Authorized Approver)


Authorized Approver: Approve FRF


Authorized Approver: Approve FV


Voucher – manager: 
Issue FV to driver against his signature on the FRF 


Supplier / Driver
Collect Fuel at Fueling station:
Driver Present Voucher to Supplier
Supplier fuel in vehicle tank
Driver File in Voucher information
Supplier Sign and stamp FV (2 copies) keep original 
Driver collect FV copy
Supplier enter info in Fuel Purchase Log (FPL)
Driver check and sign FPL
Driver collect Fuel receipt having Supplier and driver signature / vehicle Plate and KM reading / Fuel Quantity / unit price / total price and date.


NO


REFUELING AGENT Liquidate
Copie of FV
Fuel Receipt
GRN
Refueling agent Sign Off FRF


Approved RFG


Procurement:
Prepare FRF, Attach RFG
Submit for Approval (to Authorized Approver)


Voucher – manager:
Issue FV to Refueling Agent against his signature on the FRF 


Supplier / Refueling agent
Collect Fuel at Fueling station:
Refueling Agent Present Voucher to Supplier
Supplier Fuel in containers / Drums
Refueling Agent File in Voucher information
Supplier Sign and stamp FV (2 copies) keep original 
Refueling Agent collect FV copy
Supplier enter info in Fuel Purchase Log (FPL)
Refueling Agent check and sign FPL
Refueling Agent collect Fuel receipt having Supplier and Refueling Agent signature, Fuel Quantity / unit price / total price and date.
Refueling Agent prepare a GRN


From Fuel farm



_1495441770.vsd
�

<Process Name>�

<Function>�

�

FUEL MANAGEMENT PROCESS - FUEL SUPPLIER PAYMENT PROCESS / FUEL REPLENISHMENT�

VOUCHER


VOUCHER MANAGER
Liquidation File Documents;
- Fuel Balance sheet and report (voucher),
- RFG
- Fuel request Form
- Fuel Voucher Form (return Copy)
- Fuel Receipt
- GRN


SUPPLIER / VOUCHER SYSTEM
Submit File
- Fuel Supplier statement of account / Invoice 
- Fuel Purchase Log
- Fuel Vouchers Original
- DN


Supplier File and Liquidation file RECONCILE


NO


Yes


VOUCHER MANAGER
 Prepare Payment Request


FINANCE:
Verify Documents
Process payment


AUTHORIZED APPROVER
Approve Payment Request


AUTHORIZED APPROVER
Verify / Approve - Liquidation File Documents.
Sign off on the Fuel balance Sheet
and report (Voucher)


From Voucher



