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Description automatically generated]Diesel Management
Standard Operating Procedure
Owner/ Department: ZAF – Operations                                 

PURPOSE

[bookmark: _Hlk152677607]The objective of the Diesel Management Standard Operating Procedure (SOP) is to provide clear guidelines for operational departments within Namlog Group to execute the diesel management process. This SOP is intended to be used as a reference for all Mellets diesel activities.

SCOPE

[bookmark: _Hlk152677912]The SOP is applicable to operational personnel who are executing the diesel management process.

PROCESS

1. When the diesel level in the bowser reaches a minimum level, the Branch / Financial / Operations Manager will request a quotation from the diesel supplier to replenish stock.
2. The request for quotation must indicate the number of liters required and delivery date.
3. The quotation must indicate price per liter, number of liters that be delivered and delivery date.
4. Receive supplier quotation and load on Fraxion.
5. Quotation follow Fraxion approval process and Mellets order number automatically generated in Fraxion.
6. Mellets order number forwarded to the supplier as a confirmation of the fuel delivery required.
7. When the diesel tanker arrive on site, the diesel tanker will wait for an hour before offloading.
8. The meter reading to indicate the diesel level in the Mellets bowser is recorded on the diesel supplier delivery note before offloading of diesel commences.
9. The Mellets diesel bowser reading is recorded on the supplier diesel tanker meter.
10. Supplier offload the diesel with Mellets Fuel Attendant present.
11. Upon diesel offloading process completion, the Mellets diesel bowser meter reading is recorded on the supplier delivery note and on the diesel tanker meter.
12. Supplier print a delivery slip from diesel tanker’s electronic diesel pump.
13. The Fuel Attendant to ensure the number of liters of diesel transferred from the delivery bowser correspond with the number of liters indicated on the supplier delivery slip.
14. Mellets Branch Manager / Supervisor will sign supplier delivery note for diesel received.
15. All documents are handed over to Operations Administrator.
16. Operations Administrator capture all information related to diesel delivery on AVIS Fuel Management System.
17. All documentation is forwarded to finance department.
18. Payment is processed based on the actual liters of diesel received.
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