fuel system management procedure - FUEL PROCUREMENT PROCESS FOR VOUCHER SYSTEM
This document details the procedures that field office Transportation Office staff shall follow when contracting pre-paid or postpaid fuel supplier for a Voucher system
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1A.1 – CONTRACTING FUEL SUPPLIER / FUEL PROCUREMENT PROCESS


1Step A.1.1:  Request pre-paid fuel purchase, draft supplier agreement (TRANSPORTATION OFFICE):


2Step A.1.2:  Obtain pro formas, select vendor (Procurement Office):


2Step A.1.3:  Finalize review and sign Fuel Supplier Agreement, (PROCUREMENT OFFICE / AUTHORIZED APPROVER):


2Step A.1.4: Initiate First payment (PROCUREMENT OFFICE/ AUTHORIZED APPROVER))


2Step A.1.5:  Pay fuel supplier for fuel (FINANCE OFFICE)




During the early stage of emergency offices often do not have fuel supply system in place. Based on the situation Fuel supply should mainly be initiated with direct purchase and be upgraded to a pre or post-paid contract base purchase using Voucher or Tom card supply system.

Contracted purchase: Fuel suppliers on pre or post-paid basis using either a Voucher or Tom card system have to be contracted. TomCard system uses supplier contract templates.
Pre-Paid Fuel is operated as an Imprest Balance, i.e. a set quantity of liters that can be replenished up to the limits of that approved quantity based on best estimate.

Postpaid fuel: Fuel is supplied to the buyer (CRS) and payment is made based on purchase on the regular basis as defined on the contract. The forms and systems presented in this guidance can be use in both pre and postpaid payment mechanism.

A.1 – CONTRACTING FUEL SUPPLIER / FUEL PROCUREMENT PROCESS
Step A.1.1:  Request pre-paid fuel purchase, draft supplier agreement (TRANSPORTATION OFFICE):

· Submit a Request for Goods / Request for services (RFG/RFS) to the Procurement Office for a specific quantity of fuel.

· Determine your Fuel requirement for the initial purchase, using the formula described below determine the minimum quantity of fuel(s) necessary to cover one (1) month’s operating requirements.

	Diesel
	Diesel vehicles average 6-7 km/liter, and generally consume an estimated 2-300 liters of fuel per month.

	Gasoline / Petrol vehicle
	Gasoline vehicles average 9-11 km/liter, and generally consume an estimated 150-200 liters of fuel per month.  

	Gasoline / Petrol Motorcycle
	Motorcycles are often ridden between 600-800 km/month, average around 18-20 km/liter, and thus consume an estimated 45-50 liters of fuel per month.  

	Generators
	Generators may also be considered for the estimate, however generator usage at the field offices depends on generator size and type (i.e., diesel or gasoline).

	Monthly fuel needs for rolling assets shall be calculated as follows – the quantities can be adjusted up or down as necessary and appropriate:

(# of diesel vehicles x 300) = total estimated monthly diesel fuel consumption

(# of gasoline vehicles x 200) + (# of motorcycles x 50) = total estimated monthly gasoline consumption


Step A.1.2:  Obtain pro formas, select vendor (Procurement Office):
The process shall comply with standard CRS Agency and Country Program purchasing procedures.

For initial purchases based on approved RFG/RFS.  

· prepare Requests for Quote for a minimum of three (3) fuel vendors (whenever possible) using a closed tender process;

· Collect quote

· Conduct a Bid Comparison (document the process using the Bid Comparison Form);

· select the recommended vendor;

· notify the Transport Office of the recommended vendor;
· Authorized staff approves the vendor selection.

Step A.1.3:  Finalize review and sign Fuel Supplier Agreement, (PROCUREMENT OFFICE / AUTHORIZED APPROVER): 

· for the initial purchase, enter information pertaining to the selected vendor and RFG/RFS into the Contract – Gas Station Fuel Supply (Pre-Paid);
· submit Pre-Paid Supplier Agreement for review (follow CP/Regional Contract review process);
·  submit Pre-Paid Supplier Agreement for signature (follow CP/Regional Authorization Matrix).
· Sign 2 copies of the Pre-Paid Fuel Supply Agreement.  Fuel supplier shall also sign each copy.  Each party shall initial each page of the Agreement;

· approve Fuel Voucher Signatory Card and annex to the Agreement;

· give one approved Agreement to vendor;

Step A.1.4: Initiate First payment (PROCUREMENT OFFICE/ AUTHORIZED APPROVER))
· Prepare payment request and annex the procurement file and contract

· Authorized Approver verify and approve Payment Request
· File copies of all documents creates a file called “Pre-Paid Fuel”. This file contains all documents related to refueling activities shall be stored
NOTE: all Payment Request   submitted to the Finance Office shall have a copy of a valid Fuel Supplier Agreement attached.

Step A.1.5:  Pay fuel supplier for fuel (FINANCE OFFICE)

This is not a deposit, but represents a pre-paid purchase of fuel that is operated as an imprest balance, drawn down on and later replenished.  This type of operation minimizes risk to the Agency and individual staff members by reducing CASH movement.
· verify documentation;
· Process payment by check (or in cash, if necessary) to the contracted fuel supplier;
· fuel purchases shall be accounted for as follows:
Payment/Replenishment:
Debit 1522 (vendor advance)



Credit 1040 (cash)
Liquidation:

Debit 6701 (fuel expense) by DSPN (allocation procedure explained below)




Credit 1522 (vendor advance)
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Does CRS have a contract with a fuel supplier?


VM prepare PR attaching support documentation: vendor statement of account, FV, FPL and Fuel Balance sheet
submit all with RFG/S (if for Fuel fram) to Authorized Approver for approval


VM: Voucher
P: Payment Request
VF: Fuel Voucher
FPL: Fuel purchase Logs
RFG/S: Request for goods / Services
GRN: Goods Received Note
DN: Delivery Note
GDN: Goods Delivery Notes


Authorised Approver Review and approve PR and transmit all documents to finance


Transport Office identify needs for Fuel


Transport Office prepare RFG/S for a specifics quantity of fuel to be managed as an Imprest account


Authorized Approer Review and approve RFG/S


Procurement Office obtain pro formas and processes through normal purchasing procedures.


Procurement Office awards Bids and prepare contract


Contract Review by Approved Authority


Contract Signed by Approved Authority


Vendor sign 2 copies of Contract with Fuel voucher signatory card and Fuel purchase Log attached


Contract distributed to:
Original: Finance (1); vendors (1)
Copies: Procurement (1); VM (1)


NO


YES


Finance Review and process payment to vendor, copies given to VM for the file


Vendor Receive payment


Vendors:  1) supply fuel; 2) sign, date and stamps FV; 3) retain one FV copy; 4) Update FPL and 5) issue a receipt
Fuel Farm Attendant verifies delivery, documents with GRN


Vendor delivers Fuel. Documents with DN


Vendor provides Statement of account, attaches FV and FPL


Fuel Farm Attendant monitor stock status and consumption using Fuel Balance and report (Voucher) and VMS. 
Reconcile vendor statement of account, FV, FPL.with Fuel balance sheet.


Refueling agent collect fuel,


 Fuel Farm Attendant, verify quantity and Documents sign GDN


Delivery


Collect


At fueling station Vendors, 1) Fuel in rolling equipment, 2) sign, date and stamps FV; 3) retain one FV copy, 4) Update FPL and 5) issue a receipt
Driver verify quantity and documents, 


Vendors: 1) supply fuel; 2) sign, date and stamps FV; 3) retain one FV copy; 4) Update FPL and 5) issue a receipt
Refueling agent collect fuel, verify quantity and documents, document with GRN, issue a GDN and delivers to Fuel Farm Attendant


Collect /
 Rolling equipment


Vendor provides Statement of account, attaches FV and FPL


Voucher Manager monitor stock status and consumption using Fuel Balance and report (Voucher) and VMS. 
Reconcile vendor statement of account, FV, FPL .with Fuel balance sheet and report.


Replenishment


VM Prepare RFG/S



