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Description automatically generated]Receiving of Diesel
Standard Operating Procedure
Owner/ Department: ZAF – Fleet Department                                 
Purpose
To establish a standardized procedure for the safe and efficient receiving of diesel, ensuring compliance with regulations and accurate inventory management.
Scope
This SOP applies to all personnel involved in the diesel receiving process within the fleet department.
Process
1) Delivery Scheduling
· All diesel deliveries must take place during business hours, specifically between 7:00 AM and 5:00 PM.
· Deliveries will not be accepted on weekends or public holidays before 7:00 AM or after 5:00 PM.
2) Acceptance of Delivery
· All diesel deliveries must be accepted by a senior staff in the fleet department upon arrival.
3) Pre-Delivery Requirements
· Diesel should be loaded 48 hours prior to delivery and must be at full capacity.
4) Arrival Verification
· Upon arrival of the delivery truck:
· Verify that the meter reading on the delivery truck remains unchanged.
· Log the time the delivery truck arrives.
· Request the Bill of Lading (BOL) from the driver.
5) Seal Verification
· Confirm that seals are allocated to each component of the delivery.
· Instruct the driver to randomly remove seals for verification.
6) Initial Dip Measurement
· Conduct dip readings on all tanks prior to offloading and document this measurement in the receiving register.

7) Record Offloaded Diesel
· Document the total amount of diesel that has been offloaded from the delivery truck.



8) Diesel Calculations
· Perform the following calculations:
	Opening dip
	+
	2 000
	L

	Diesel received
	
	38 000
	L

	Diesel in tank
	 
	40 000
	L



9) Settling Time
· Instruct the driver to wait approximately 20 minutes after offloading to allow the diesel to settle in the tank.
10) Closing Dip Measurement
· After the settling period, conduct a closing dip reading on all tanks.
· Document the closing dip reading and calculate the variance:
· Closing Dip - Diesel in Tank = Variance
	Closing dip
	-
	39 928
	L

	Diesel in tank
	
	40 000
	L

	Variance
	 
	-72
	L



11) Variance Management
· If the closing dip reading is lower than expected (negative variance), indicating a loss of diesel.
· Allowable loss must not exceed 100L.
· If the closing dip reading exceeds the expected amount (positive variance), indicating a surplus of diesel.
· Allowable surplus must not exceed 100L.

12) Final Documentation and Sign-Off
· The senior receiving personnel will review all documentation and sign off on the diesel delivery slip, confirming that all procedures have been followed and discrepancies (if any) have been noted.
Safety Considerations:
· Ensure all personnel wear appropriate Personal Protective Equipment (PPE).
· Be aware of potential hazards related to diesel handling and spill response procedures.
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