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CGENERAL | NFORVATI ON

In small comunities where there is no comercial
mar ket for petroleum products, the NWI Government
rovides for the sale of fuel. The Petrol eum
roducts Division, Departnent of Governnment
Services, handles this by:

providing tanks and a tank farm for storing
pr oduct

providing delivery trucks (leased to
contractor), neters, and other delivery
equi pnent

buying and ensuring the delivery of the
product to the comunity

hiring a contractor to care for and sell the
various petroleum products

keeping an eye on the tank farm and hel pi ng
w th problens

A) CONTRACTORS RESPONSI BI LI TI ES

a) The various works or services required under this
manual are to be carried out and conpleted to the
full satisfaction of the Chief of Petroleum
Pr oduct s.

b) The Contractor has certain responsibilities for
fuel sales:

to deliver petroleum products to authorized
cust omer s

to record those sales on governnent forns,
accurately and promptly

to reconcile the paperwork daily
to send records of all deliveries and a cheque

for cash sales weekly to the Regional
Petrol eum Products Ofice
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c) The contractor also has responsibilities for

equi

pnent and safety:

to nmake sure that all equipment is kept in
good condition and is working properly

to check regularly on the tanks, looking for ,
leaks or problems

tocheck fuel levels in all tanks regularly

to report any problems Immediately to the
Regional Petroleum Products Officer.

to be sure the work is properly done even in
the contractor’s absence

B) PRODUCTS

a)

The governnent handles six different petrol eum
products. The products are assigned a nunber, and
this product code is used on neter tickets and
reports instead of the product nane. P- SO has
three different product codes, depending on the
use it is put to. There are different taxes for
di fferent uses.

b) The product codes are:

[EEN

C) METERS

b)

1 P-so, Heating Fuel

2 P-SO, D esel Fuel

3 P-SO, Aviation Fuel

4  Gasoline

5 100/ 130 Av-Gas

6 Turbo B

7 Napt ha (in cans)

8 Turbo A

0 Diesel - NCPC direct line

There are neters on delivery trucks and on fuel

di spensers. Each neter has a part that is used to
measure the amount of a single sale. This part of
the met er must always be zeroed out before a
delivery.

The other part of the nmeter is the totalizer. It
neasures all of the fuel that is dispensed -- in
total. Every norning and night, the totalizer
nunbers are witten on the Wekly Sal es Report.
These nunbers help keep track of the anount of
fuel sold.
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D) CASH OR CREDI T

Sales may be for cash or on credit, but there are
strict rules about credit sales.

Credit sales are nade only to custoners approved
in advance by the governnent. A meter ticket is
used for these sales. The government sends the
customer a bill.

The contractor collects noney for cash sales and
sends it to the governnent. The gover nnent
coll ects noney for credit sales.

When the total of all sales is calculated, the
nonthly comm ssion on the sales is also

cal cul at ed. A conmi ssion cheque is sent to the
contractor.

If fuel is lost or unaccounted for, the contractor
must pay for the fuel lost. An exception is |o0ss
of fuel caused by normal evaporation and

shri nkage. This is called a |oss all owance and
shall not exceed 3 1/2% for P-SO and turbo fuel,
5% for gasoline and aviation gasoline.

When spills are pronptly reported, there may not
be a charge for the fuel |ost. (Read chapter 5 for
nore information).

If the government overcharges the contractor and
the contractor has paid, the government will pay
2% a month interest on the refunded amount for the
periodit was held. In the same way, any noney
not sent to the governnent by the contractor is
subject to iInterest at 2% a month on the “amount
outstanding.

F) REGIONAL OFFI CES

a)

All questions, problens, and reports should be

directed to the Regional Petroleum Products
O fice. Here are the addresses and phone nunbers:
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Baffin:

Fort Smt h:

Inuvik:

Keewat i n:

Kitiknmeot:

Petrol eum Products O ficer
CGover nnent of the N.W.T.
Frobi sher Bay, N.W.T.

XOA OHO

(819) 979-6853

Petrol eum Products O ficer
CGover nnent of the N.W.T.
Box 5

Fort Smth, N.W.T.

XOE OPO

(403) 872-7277

Petrol eum Products O ficer
CGover nnent of the N.w.T.
Bag Service No. 1

Inuvik, N.W.T.

XCE OrO

(403) 979-7159

Petrol eum Products O ficer
Governnent of the N.W.T.
Bag Service 002

Rankin Inlet, N.W.T.

XOC O&0

(819) 645-2466

Petrol eum Products O ficer
Gover nment of the N.wW.T.
Canbri dge Bay, N.W.T.

XOE” 0CO

(403) 983-2335

Chapt er

No:
Page:

1
4
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1 HANDLI NG METER TI CKETS

a) Each meter ticket has its own number. The
Governnment keeps records of where each neter
ticket went, and they make sure it comes back.

b) Part of your job is to make sure:
that all the neter tickets are safe
that no tickets get |ost
that spoiled tickets are returned.

c) Al ways use the ticket with the |owest nunber

first. Use the tickets in numeric order.

d) If a ticket is lost or destroyed, report this to
the contractor. '

e) If you make any mstake, wite VOD across the
ticket. Gve all copires to the contractor.

f) Every meter ticket must be stamped by the meter
printer to show the nmetered amount of fuel.
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2. DELIVERIES
A) TRUCK
a) Before starting out, do a truck inspection:
Check oi l
Check tires.
Check gas.
Check lights.

Check fire extinguisher.

b) A fire extinguisher nust be nounted on the truck
at all tines. Check to be sure it is charged. If

it isnt charged, report

c) Fill the truck with fue
the tank farm check that
and in good condition.

to the contractor.

if you need to. \Wile at
everything is |ocked up

d) Report any problens you find with the truck or

tank farm

B) START OF THE DAY

a) Wite down the totalizer nunber fromthe
truck’s neter before you start deliveries.

b) “Wite down the totalizer number fromthe
gasol i ne dispensing punp before unlocking it.

c) Make sure you have a ball-point pen.

d) Plan where to makefuel deliveries today. If

YOU Use a colour-code system the plan is

al ready made.

C) PREPARE TI CKETS AND MEMOS

a) Get enough meter tickets for the credit

deliveries today.

b) If there are any cash sales, pick up the
filled-in cash sal es nenos.

Y
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(c) Before the delivery, fill out the neter
ticket:

settl ement code

delivery date

name of custoner and sone identifying
information (like aircraft nunber or nanme
of governnment departnent)

uni t nunber

product .

i

See the sanple neter ticket in Exanple 1.(Page 5)

D) COLOUR-CODE SYSTEM

a) Find today’ s colour on the index.

h) On the delivery board, find the colour and the
section for your truck.

c) Take out all the plastic cards fromthis
section.

d Get as many neter tickets as there are plastic
cards.

e) Use the address-o-graph to put on each neter
ticket the settlement code, nane, and address
of custoner, and unit nunber.

f)  Return the plastic cards to the delivery
boar d.

g9 Wite the delivery date and product code on
each nmeter ticket.

E) THE DELI VERY
a) Be sure the meter ticket or cash sales neno is
filled in.

b) Before dispensing fuel:

put the neter ticket or nmeno inside the
net er
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(c)
(d)

(e)
(g)

(h)

Di spense the correct amount of fuel.

After delivery is conplete, turn handle on
meter to stamp the amount on the ticket or

meno.

Rermove the ticket or neno from the neter.

Wite on the neter ticket or nmenp the anount
delivered -- in the boxes called OTY
DELI| VERED.

Sign the meter ticket or cash sales meno.

F) CUSTOMER SI GNATURE

a)

b)

You nust get a custoner signature for every NCPC
delivery and for every unit that is not autonatic
delivery.

G ve the custoner copy 4 of the neter ticket. For
cash sales, give the customer copy 1 of the neno.

G END OF DAY

a)

1)

2)

After all deliveries are conplete:

Wite down the totalizer nunber from the
truck's neter.

Wite down the totalizer nunber from the
gasol i ne dispensing punp after you lock it.

Take to the office:

all the meter ticket copies

the two totalizer nunbers (start and end)
fromthe truck’s neter

t he cash sal es nenb copy 2s

the two totalizer nunbers fromthe
gasol i ne di spenser.
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EXAMPLE 1l: SAMPLE METER TI CKET
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3. CREDI T SALES

For a “credit sale" the custoner charges the fuel
purchase, receives an invoice from the governnent,

and pays the governnent.

A) WHO GETS CREDI T?

a) The only people who get credit are ones listed on
the Approved Credit List from Yell owknife.

b) If credit has been cancelled, the person is |isted

on the Credit Suspension List. Don’t nake any
credit sales to people on this list.

B) METER TI CKET

a) Use a meter ticket for every credit sale.

h) Do not use a meter ticket for cash sal es.

C) DELIVERI ES

a) Check the Credit Suspension List every day. Makes
sure you don't give credit to a person on the
list.

b) Don't accept cheques or cash from credit

custoners.  They should wait for an invoice to
cone in the mail.

NOTE: See Chapter 3, page 3 for further explanation of
“Credit Sal es”.
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a)

4. CASH SALES

The control of cash sales is the responsibility of
the contractor in your settlenent.

Renmenber that meter tickets are never used for
cash sal es. For anyone not on the Approved Credi t
List, use a cash sales nmenn. A sanple is shown in
Exanpl e 2. (Page 8)

The product should be paid for before the
delivery. Sometimes the custoner pays with dollar

bills and sonetimes with a cheque -- both of these
are called cash sales. The cheque woul d al ways be
payable to the contractor -- never to the NW
Gover nnent .

The cash sal es memo has five parts. After delivery the
driver signs the neno and gives copy # 4 (yellow)-to

t he customer. Contractor retains copy # 5 (buff).
Remaining 3 copies are sent to the Regional P.O.L.
Office. Distribution of these 3 copiesis: # 3 (Pink)
Regional Office, # 2 (Blue) and # 1 (white) forwarded
to Headquarters Accounting Office.

NOTE: See Chapter 3, page 6 for further explanation of

“Cash Sal es”.,
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METERREADING

ﬂ ® PETROLEUM PRODUCTS
&\ CASH SALES MEMO

M e

rroouctcoot (] wame [G ASOLIN E

N N UNIT
QUANTITY . PRICE . AMOUNT

A7 LTRES A2 | 1424

L

151301 = | s

SOrATURE %ﬁoﬂz DATE '.2.4 /?..v./ K
COPY 1: P.O.L CONTRACTOR
2.Coor
T w1 - S/ 3- CUSTOMER * POR 1D 30W

EXAMPLE 2. CASH SALES MEMD

¥
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a)

b)

c)

5. ONCE aMONTH

The day the contractor does his nmonthly inventory,
the driver has sonme extra duties:

1) Make sure the truck is either full or enpty.

2) Tell the contractor if the truck is full or
enpty.

3y Wite down the totalizer nunbers from
truck meter
gas di spenser neter
P50 di spenser neter
all other dispenser neters
In some settlenments, the driver nust also:
1) Gauge all tanks.
2) Count all druns and packaged products.

3) Report these numbers to the contractor.
Chapter 6 explains how to gauge tanks.

Report any problens you find to the contractor.




CONTRACTOR
DAl LY



PETRCLEUM PRODUCTS

CONTRACTORS VANUAL

January 1986

CONTRACTOR, DAILY
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A) Meter Tickets
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D) Inspection

2.Credit Sales
Sampl e #3: Custoner/Unit
Stat us Report
Sanple #4: Credit Suspension
Li st
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A) Talk to Driver
B) Totalizers
C) Reconcile Cash
D) Meter Tickets
E) Wekly Sales Report Section

Chapter No: 3
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1. CONTRACTOR
BEFORE DELI VERI ES

A) METER TICKETS

a) The contractor is responsible for all the meter
tickets sent to him

1) Keep a record of the nunmbers of the tickets
you have received and those you have returned
to the Regional Ofice.

2) Store blank meter tickets in a safe, locked
place.

3) Hand out blank tickets to the driver in the
nor ni ng. Be sure to start with the |ow
nunbers first. Keep a record of the nunbers

you hand out.
B) OPENI NG READI NGS

a) . Besure the driver reads the totalizers on the
truck and the gas dispenser before delivering any
f uel '

b) You need these opening readings for the Wekly
Sal es Report.

C) CREDIT SUSPENSI ON LI ST

a) Wien you get a new Credit Suspension List, read it
careful l'y. Tell the driver about any changes in
credit custoners. (see exanple 4, pages 5)

b) Only credit custoners approved by the NW

Government can charge up fuel purchases
Sonetinmes, credit privileges are taken away. Then

the custoner’s name is printed on the Credit
Suspension List.
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c)

If you sell on credit to any custoner who is not
approved for credit or who is named on the Credit
Suspension List, collection of the anount is your
responsibility. If you can’t collect, then you

nmust pay for the fuel.

) | NSPECTI ON

a)

Check the tank farm daily. Make sure that all
di spensers and tank farm valves are |ocked when
not in use. (The locks are provided by the
Petrol eum Products O ficer) Check that all tank
vent hatches and gauge hatches are in place. If
you notice any damage, report it imediately
(chapter 5, page 13).



PETROLEUM PRCDUCTS Chapter No: 3
CONTRACTORS MANUAL Page: 3
January 1986

NOTE :

2. CREDIT SALES

Here’'s how credit works:

1) Acustoner who wants to charge' £uel purchases
wites to Petroleum Products in Yellowknife.

2) If approved, the custoner’s name appears on
the Custoner/Unit Status Report (Exanple 3).
Do not sell fuel on credit until the nane is
printed on this report; unless. you are advised by
phone to do so by the Regional Oficer and are
given a unit nunbers.

3) Deliver fuel and stanmp neter tickets.

4) Gve custonmer copy 4 of the tigket, but do not
accept any payment.

5) Batch and send neter tickets ‘to’ the Regional
Ofice. (Read chapter 4, page- 5)

6) Custonmer mails paynent to Yellowknife al ong
with the invoice. :

7) If the custoner fails to pay, the nane is
printed on the Credit Suspension List (Exanple
4).

8) Wen you receive a suspension list with his
nane on it, do notmakeany nore credit sales
to the customer -- until the nane is printed
on the Credit List again.

There are two very inportant points to renenber.
(1) Gve credit only to custoners approved by
Pet rol eum Products. (2) Conplete and send in a
meter ticket for every credit delivery.

See Chapter 2, page 6 for further details on “Credit
Sal es”
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P.0.L.CREDIT SUSPENSION

Region

f————Y

(Globa' means alt regions.)

Community

number o date credit cwt oft customer name  + unit number

® means this Is a new name on the list

EXAMPLE 4: MAP OF CREDIT SUSPENSION LIST
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b)

3. CASH SALES

The control of cash sales in your settlenment is
the contractor’s responsibility.

You may make cash sales to anyone. Usually, it
wor ks this way:

1)

2)

3)

4)

5)

The custoner cones to the office and pays for
an amount of fuel. Use the Price List to
figure out the price, see Exanple 5. (Cheques
must be payable to the contractor? not to the
NWT Government. )

Youfill out a cash sales neno. (See Chapter 2,
page 8, exanple 2)

You keepcopy 1 of the neno in the office.
For gas, give the customer parts 1,2,3 and 4.

Then he gives these to the person who

di spenses gas.
Gas is dispensed and the meno is stanped

in the neter. _
Person di spensing gas signs the neno and
gives the custoner part 4 of the nmeno.

For P-SO give parts 1,2,3,and 4 to the
driver: C

He delivers the fuel and the nmeter stanps
t he neno.

Driver signs the nmeno and gives the
customer part 4.
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6)

7)

Al parts 1,2 and 3 cone to the office to be
mat ched to part 5.

At the end of the week,send all proceeds from
cash sales with copies 1,2 and 3 of the cash sales
meno Regi onal Petrol eum Products Office.If these

proceeds are sent in late, interest will be
char ged.

NOTE: See Chapter 2, page 7 for further explanation of «c5qp
Sal es”.
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4. ENp OF THE DAY

Atthe end of the day, you nmust check all the
paperwork and fill in one section of each Wekly
Sal es Report. (There is one report for each
product). See Exanple # 6 page 2 Section 4.

|f there were no sales, do the procedure butenter
O for sales.

A. TALK TO DRI VER

a) Sit down with the driver and f£ind out what
happened t oday:

Ask about any problens

Check the neter tickets that he received this
nmor ni ng? Have they been used starting at the

| owest number? |f aticket is missing, find
out what happened to it. -

. Get the totalizer readings.
B) TOTALI ZERS

a) Get the opening and closing totalizer readings
- from the driver. You need readings from the truck
meter and from the gas dispenser. '

b) Wite the gas dispenser readings on the gasoline
Weekly Sal es Report. Wite the truck neter
reading on the P50 sales report.

CREDI EXPLANATION BETWEEN (1) AND ) SHORT/OVEF
564098 LEs QUANTITY

CABH " EXPLANATION OF VARIANCE
SE65530 e ANTITY

TOTAL

:LB OUANTITY
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C RECONCI LE CASH

a)

564098

Separate cash sal es menos by product. Match to
copy 1s. (If there are any copy 1s left, save
them for tonorrow).

For one product, add up all the neter readings

stanmped at the top of sales nenos. ite th
sumon the Wekly Sales Report as Cagﬁrééiese

Quantity.

F — rIITIVYYY
i CUANTITY EXPLANATION BETWEEN (1) AND @)

SHORT/OYER

SE5520,

EXPLANATION OF YARIANCE

QUANTTTY

g)

Multiply the total quantity tines the retai
cash price per litre (fromthe price list).
This 1s the dollar val ue.

Do steps 2 and 3 for the other product.

Ada the two dollar val ues.

Count t he cash, cheques, and noney orders
received for these cash sales, (not including

nmoney for product not delivered -- unmatched
copy 1s). This is the total cash in hand

The total cash in hand must equal the total
dol I ar val ue.

Py
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D) METER TI CKETS

a) Separate nmeter tickets by product. Store VO D
tickets to send in with batches.

b) Check that all nmeter tickets have been filled .
out correctly? that they are in nunber
sequence, and that they are for credit sal es
only.

c) For one product, add up all the readings
stanped by the neter at the top of the
tickets. Wite the sum on the Weekly Sales
Report as Credit Sales Quantity.

CREDT EXPLANATION BETWEEN (1) AND ) SHORT/OVEF
584098 M8 gn G Uy
. g o EXPLANATION OF VARIANCE
SE655320 /e ANTTTY
TOTAL
& Lo -, ouaNy

dd Do steps 2 and 3 for the other product.

e) Send copy 4s of meter tickets to customer.

f) Store meter tickets for weekly batching.

g) Check and store blank nmeter tickets. Besure
that none are m ssing. If any ticket is
mssing, wite a note explaining what happened
to it.

E) WEEKLY SALES REPORT SECTI ON
a) Do this procedure for each product, every day:

e Subtract opening neter reading from closing.
Write the nunber in Quantity Punped.

564098 vy oA ousmy EXPLANATION BETWEEN (1) AND @) SHORT/OVER,
Casu EXPLANATION OF VARIANCE ,

S655320 WE g ouay |
; TOTAL P "

/Y344 :u: © QUANTITY ‘
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Add credit sales and cash sales quantities.
Wite the nunber in Total Sales.

564098 G8  gng ouwamy | XPANATONBEMEEN(IAND® SHORT/OVER
SLESBR vy 126 T EXPLANATION OF YARIANCE — ‘J
TOT
/Y4244 :Lg 14 344 QuasTry

« The Quantity Pumped (1) amd Total Sales (2)

should be the same.

If they are not,

investigate. Talk to the driver. Check
paper wor k. Explain the difference.

your

GETEn o EXPLANATION BETWEEN
w564 098 ULB 93 OUANTITY A EEN(JAND @) |
KETER Frve EXPLANATION OF YARIANGE
READN SE655320 SALES /209 QUANTITY
it SUANTY TOTAL
] /434 BB 43z ouwmy

e e

. Keep the Wekly Sales Report

for daily entries.

in a handy place
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1. MEEKLY SALES REPORT

The Weekly Sal es Report

is athree-part form (See

Example 6.) This is an accountable form |jke the mneter

ticket. It nust be kepf

must be returned to the regional office even if t
contain mstakes and have been marked VO D.

A separate report is kept for each product each

week.

In a sare place. Al | reports
' hey

Pur pose of Report is to report and sunmmari ze cash and
credit sales on weekly basis.

At the beginning of the week,
report, one for each product.
for P50 product only as per

fill
Addi ti onal
Box A of WBR form

Instruction “B” following “outlines procedure for

filling out Box A.

(i)Product Code as

ending date

PRODUCT
CODE

per Chapter’l, page 2
(ii) Product nane e.g. gasoline
(iii) ‘Date Dispatched” with
Regi onal O fi ce.
(iv) Conplete the week starting date and the week

{v) Record Contract name

4 |n ™| GAsoLive

H)

date forwarded to

in the top of the
i nf ormati on

settlement 25451

DATE
and (0 )f (MSPATCEEED

FROM AP

1. RE av w3

To

May ¢+ )

CONTRACTOR

KK Co.0p. )

SETTLEMENT

JouramesT ™

e)

Record "opening neter

readi ng”

and “closing neter

reading” for every day of the week.

Note: C osing neter reading of
neter reading for day 2, and closing neter

reading for the week nmnust

foll ow ng week.

Calculate”"Quantity Punped” for . _
- Daily Opening neter reading mnus daily closing neter

readi ng.

day 1 becomes Openi ng

be opening for

each day as follows:
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Box
[ A.

‘et

o
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Chapter No: 4
Page: 2

®

Petroleum Products
Weekly Sales Report

l 2ssog;j]

°°°‘ PREG G50t v
LWAM NJKIQ
mw __APRIL 2L w& | MAY | .m
CNTRCTOR
KK Co-oP e manE (T
g:v‘-.;: YV BE 226 owm N e e
ﬁ 5CE53a0 e [ae§ oy (“) TR ANATON OF VARG Wi
AT (43 ER /¢34 mmm (i]
JEEC 565530 [BR 9 owem T o |
A= s¢sna if-" 578 owm (i) STAnON O T
ﬁ sCe s vy 3¢C o O DOVANATION BETWEEN (1) AND ) W
uﬁ 5¢68%7 oo 358 owm (ii) DXPLANATION OF VAMANGE
LY ER oy awm (i)
5¢6837 |&&F 2as o () mmno«-smzszxmwa Coosonen
5¢7%/0 |&& gaz owm (i) MMWMETER
(073 F: (oﬁmn(,.)
567970 &= ~O— wm () EPLANATION BETWEEN (1) ARD @ SHORT /OVER
Sirv/0 o] oo owmm (“) DMANATION OF YARANCE
500 |E8 Boo owm (i)
c68%/0 B o owm G Mmmﬁﬂgﬁ
Fé8v/0 . |Ua o amwem ("] DPANATION OF VARANGE
o |EE e awm(y)
{'"7 wf'f' f =20 ((i9) Jrertanics. 2 mEvERRE B0€ ¥ ADOMIONAL $PACE |8 MEEDED)
o 2= e @ ~
[ ] i .5{"-‘ %84‘ (.ﬂ
L Tovar
2 " a3, () wanen &‘ pf .
1AL ‘
GG/ monEY oroeR o O ¥ 8 7 = I:%'I AT YA
DBTRIBUTION: WHITE . POL YK TS FOMM TO BE SUBMITTED WEEKLY
A Y N VP . T R A f8 ) )f

EXAMPLE # 6 - WEEKLY SALES REPORT
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A) TAKE TOTALS
(a) Record the follow ng:
(i Daily Credit Saesas Total Volume for all the

nmeter tickets for the day added together.

(ii) Daily Cash Sales as Total Volume from all Cash

Sal es Menps for the day added together.

(iii) “Total Sales” for the day is calculated: (i)+

(i1)

(iv) Add up the 6daily entries for credit sales.

B) Box
(a)

(b)

)
)
. (iv)+(v).
)
)

Wite the total at the bottomin “Wekly Totals,
Credit Sales”.

Add up the 6daily entries for cash sales. Wite
the total at the bottomin “Cash Sal es”.

“Total Sales” for the week is cal cul ated

Total “Quantity Punped” for the week and record
the total in the | ower section for the wsr.

Match “Total Sales Quantities” to Total “Quantitv
Pumped” for every day. |Indicate variance between*
Quantity punped and total sales Quantity on WSR
and provide an expl anation.

“A” of WBR - P50 PRODUCT CASH SALES ONLY

Box “A’ is for recording cash Sales and quantities of
P50(02) and P50(03) products. Indicate the $ val ue
per litre and cal cul ate cash anmount (Ont X S per
litre)

Add Cash anmpount and quantity for all P50 cash sales
for each day of the week and record the total in box

“A” under appropriate product code |ine.

The Total Quantity (in Box A) nust match the total
“Cash Sales” (per (v) above).
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C) CHECK READI NGS & SALES

a) Do this procedure for each product in order to
doubl e check your figures

1) Subtract opening neter reading on the first
day from the closing nmeter reading on the [ast
day.

2) Add up the six daily entries for Total Sales.

3) Add up the variances for each day. [f any
variance is “over,” subtract it fromthe
“short” variances. This result is the total
variance.

4) Conpare the nunbers from (1) and (2). The
difference between them must equal the total
vari ance.

For Exan’ple 3, the calculations would | ook i ke

t hi s:

(i) 568410 (ii) 1434 (iii) 2 (iv) 4312
- 564098 578 1 4284
4312 724 25 T 28
1043 28
500
0
4284 28=28
D) CASH DUE )
a) The nmoney from cash sales can be sent in as one

cheque (or noney order) or it can be sent as

separate cheques for each product. First, we'll
tal k about the procedure for separate cheques,
then we’ Il tal k about the differences.

1) Miultiply Wekly Totals, Cash Sales tinmes the
price per litre.

2) Copy the calculation in the Remarks area of
the Wekly Sal es Report.

3) Wite a cheque (or buya noney order) for the
amount due. Make it payable to the Governnent
of the NWI
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4) At the bottom of the Weekly Sales Report,
wite the nunber of the cheque (or nopney
order), the date, and the anount.

b) To pay with one cheque, add together the dollar
t he

anmounts of cash sales for all products. At
bottom of the Wekly Sales Report, wite the

5

cheque information on all the reports, but also

wite in the remarks that the cheque anount
includes sales for all products.

E) SEND CASH & REPORTS

Check the reports again. Iseveryt hi ng
in?

a)

by Sign each report.

filled

¢c) Now do the batching before you separate the
copies of the report. (See chapter 4, page 6)
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2. BATCHING

a) To get the neter tickets ready to send in, you
will divide the tickets into small groups --
called batches. Each batch has a |abel -- Meter
Ti cket Batch Control. A picture of the batching
process is shown in Exanple 7.

b) 1) Make sure that the neter tickets are in piles
by product.

2) Take all the tickets in the pile and put them
in nuneric order.

3) Split each ticket into its parts. For each
product, you should have a pile of part 1,
part 2, part 3, and part 5.

4) If there are nore than 25 tickets, nake two or
nmore batches -- 25 in a batch. Follow the
sanme procedures for each batch.

5 Put the VOD nmeter tickets at the bottom of
the part 1 pile.

A) BATCH CONTROL FORM

a) The Batch Control Formis an accountable form
Keep them safe. Al fornms nust be returned to
the Regional Ofice, even those with m stakes,

t hose that have been marked VO D

b) For each batch, fill out a Batch Control Form (NW
2400). A sanple formis shown in Exanple 8.

(i) Record the 3 digit Settlement Code, see sanple
8A,page 8 follows.
(ii) Record the nunber of Tickets in a Batch (nmaxinmm
25)
(ii1) Count the total dollar anpunt of cheques sent to
POL Head Ofice if any in a batch and indicate
. the $ anount on the form
(iv) Conplete the mailing date as the date when the
batch is mailed to the Regional Ofice.
(v) DO NOT conplete the “INPUT DATE’ on the form The
date of Batch Entry is stanped on the fornms at
Head Office.
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T
1
o sx83882

;
m
h
2
: :
<&
)3
T

Caatxridze £
1ds

m mmmmw

- $88835%

SETTLEMENT CODES

; ;
§5LElE |

LT

-| §3RERZEREELS £

] mmmmm y o
~ BRERZYQLES ‘

m . .
filiivds
Hi
S8ZRECHAZA

Probisher Pay

SAMPLE 8A:

1a

Fort Smith

101 Port Reeolution
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(vidws R H*o4qoa

) TN
Norlhwes! Meter Ticket Batch Control !
Ve .. |
PETROLEUM PRODUCTS
N
' maLinG DATE | O] /| 0L 512_](;0
SETTLEMENT O D ki 0 .
i ﬁiy meuroate | | | | | ¥ R
(v rasqToTAL )
DL VERED (ITAES) A 18]/ ]€K
:AOI.’SE ‘uit;sg) IN 2 lo ('.'.) . - ' Y
oV
COl TOR'S SIGNATURE
TOTAL $ AMOUNT OF | NRsc N
CHEQUES ADDRESSED )
i)l _asse./e J
| TO GNWT. ( ) POL OFFICERS SIGNATURE
|~ N

WHITE YKHQ CANARY - REGIONAL no. PINK . CONTRACTOR

b L

EXAMPLE 8: Meter Ticket Batch Control
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(vi)

Cal cul ate Hash Total of the tickets in a Batch.
Hash Total is a total of the serial nunbers printed

on the tickets.

e.g. Ml No. 104001 2 meter ticket numbers
MI No. 104002 +  Added together
Hash Total : 208003

I ndicate the calculated Hash Total (for exanple
208003) in the space shown on Exanple 8.

(vii) Write the nunber on the Wekly Sal es Report

(Viii)

(ix)
B) WEEKLY

a)

b)

(sanmple 6) at the top of the batch form

Add up the stanped neter anounts on all the tickets
in the batch. In the first batch for each product,
add the quantity of cash sales deliveries. Put the
total in the Total Quantity Delivered box.

Sign the Batch Control Form.
SALES (WRAPPER)

Separate the parts of the conpleted Wekly Sales
Report for this product.

Wap part 1 of the Wekly Sales Report (and
attached cheque) around two piles of neter tickets
for that product -- copy 1s and copy 2s of all
batches. Wite YK-POL on the outside.

Wap part 2 of the Weekly Sales Report around the
copy 3s of meter tickets for this product. Wite
Region-POL on the outside.
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around the copy 5s. Thi's

d Wap part 3 of the report
File it.

is your office copy of the batches.

C) SENDI NG

a) Put the YK-POL and Region-POL bundles in an
envel ope addressed to the Regional POL Oficer.

b) Send this envel ope to the Regional Ofice on the
first available flight. Keep a copy of the
transportation conpany waybill for tracing | ost

shi pnent s.
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1. Tank Gauge Report

A) Mnth End

B) Joint Dips

C Tank Gauge Report
.Sample 9. Tank Gauge Report
.Sample 10: Tank Detail List

D At the Tank Farm

E) Back At The Ofice
.Sample 11: Tank Table Chart
.Sample 12: Tenperature Correction

Factor Table
F? Checki ng
G Finish

2. Inspections

A) Modtor Vehicle Inspection Report

PAGE

~NOT P WON e

8

10
10
11

11

.Sample 13: Mbdtor Vehicle I|nspection 12

B) Tank Farm | nspecti on Report
.Sample 14: Tank Farm | nspection

13
14
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A)

B)

O

1. TANK GAUCGE REPORT

“MONTH END”

a)

Once a nonth, all the fuel in the tank farm and
trucks nmust be neasured. This is done at the end of

the month or as requested by the Regional Ofices.

You should do the neasurenents at the weekend
nearest the end of the nmonth. In this way, the end
of a Weekly Sales Report is at the sanme tinme as a
Tank Gauge Report.

Tank Gauge Reports nust be phoned in to the
Regi onal Petrol eum Products O fice before the 28th

of the nonth.

JAO NT DI PS

a)

TANK

At least twice a year the contractor and a

Petrol eum Products representative nust gauge all
the tanks together. This is done at resupply, at
the end of the fiscal year (during March), and at
any other tmethat the Regional Petroleum
Products O ficer directs.

GAUGE REPORT

The Tank Gauge Report is a three-part form A
sanpl e is shown in Exanple 9. It is used for:

recordi ng the neasurenent of tanks and trucks
recording the count of drums and packaged
product

noting the totalizer readi ngs

conmputing product vol umes

The first step is to fill out the identification
bl ocks. This includes the two lines at the top
and the product code and tank nunber columms. The
tank information is printed on your Tank Detai
Li st (Exanple 10).

Make sure the driver has either filled or enptied
the truck before vou start measuring.
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D) AT THE TANK FARM

a) Nowitistimeto go out and neasure product at
the tank farm It is very inportant to neasure
all tanks. If there is an undetected leak, it
wi Il show in the nmonthly measurenent.

b) Fol I ow t he di ppi ng procedure described in chapter
6, page 19: D pping tanks.

c) For each tank, wite the gauge tape neasure, water
measure, and tenperature.

_ TANKNUMBER | GAUGETAPEMEASURE |  WATER MEASURE | TEMPEAATURE
Soyos o vl tls|oieleorly]| o
Soo o6, ' |43 ]|1]le,0]l0,3|5] (4

Sow0d e v | 11710 eJolanH L%
Soqo4 0.3l . 2le| e0oloc,0ld ‘3
Sov0S” oiolriplsr |l o, 0]l0,01% 'S

N I N I R |

Sovo0€ o0.9l5,¢|s5le el ,1s| (2

——ry

So407 o123 412l e, 010 ,al72]| /4

~ |~ Lt-(:“:-tq:}ﬁg
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MWOPNE CrEA

f‘

Total izers
a) Wil e youareatthetank farm take the total izer
reading from the P50 dispenser and from the
%asol|ne di spenser.  Wite these nunbers on the
ank Gauge Report: Meter Reading, End This
Peri od.
YANK FARK — TRIXK . DISPENSER ™ 777
METERREADING  gyey o, QASOUNE | FUELOIL | GASOLIVE | 20010 . |, TURRO .
BEGQINNING |, |
THIS PERIOD| . .. _ . !
s pemoo| 23 577| (25539 | 031413
" voLume 0 -
D(SPENSE!J’ :
Truck

a) Youal so need the totalizer reading fromthe

truck. If you have two trucks, you may use the
next column for the totalizer r eadi ng Crogs o f f
the word “gasoline” and wite “2nd P50 truck. "

b) Find out if the truck is full or empty. \Wwite
that information on the report in colum 6.
Wite, too, the anount of fuel in the truck.

Dr uns

a) For any product You store in druns, count the
number of drunms. Wite the nunber on the report.
Al so count the anount of any packaged product.

E. BACK AT THE OFFI CE

At the office, you can do the arithmetic to fill
out the rest of the report. You need |ast nonth's
Tank Gauge Report and the tank tables.

a)
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| zer

Tot al

a)

Chapter No: 5
Page: 6

Find last nonth’'s Tank Gauge Report and copy the

End totalizer readings onto this month's report
as Begi nni ng.

Compute Volumes

LAsT ~ ONZﬂ

a)

1)

R Al

TANK FARM

FUELQu,

14

FUEL OIL

For each tank,

Find the tank table for this tank.

Example 11

S Cinmumeg
THS P OO

¥Yo/u9

$5§/811

.QQQYSO

€m0
THES P O

g11125

fousiqc

WO L

i ¥

20/37] -

——-——"‘?

find out the G oss Vol une:

METER READING

TANK
FUEL OIL

{See

Dz trexzy

ARM
GASOLINE

FUEL OiL

.‘,

pay

BEGINNING
THIS PERIOD

¥i22S

END
THIS PERIOD

(0819

oao 13

823577

031413

YOLUME

£a5539

11 106

2£3as| 10334l

b)

d)

>

DISPENSED

tank neasurenent in {he DeptDeotL

Copy this

2) Find your

col um.

Read the volume under Capacity.
nunber under G oss Vol une.

3)

For each tank, find out the Water Vol une:

1)

2) Find your Water
col um.

Use the sane tank table.

Measurement in the Depth

Read the volume under Capacity. copy this

number under VML €r Vol ume.

3)

Conmput e the Product Volune by subtracting Water
Vol une from G oss Volune. Wite the Product
Vol une in column 3 of the Tank Gauge Report.

Find the tenperature correction factor for each

t ank:
1) Look at the Tenperature Correction Factor
table. (See Example 12.)

2) Find the recorded tenperature on the left side
of the table.

3) For product codes 1, 2, and 3, find the factor

in the mddle colum, For gasoline (code 4),

f|€|d the factor on the right side of the

tabl e.

4) Wite the factor in colum 4 on the Tank Guage
Report.

N
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e) Compute the Volume at Standard Temp. :

1) Miltiply the number in colum 3 tines the
nunber in colum 4.

2) Wite the result in column 5.

3) Add up all the colum 5 entries for each
product. Wite the sum below, in colum s.

Meter Reading Arithnetic

a) Find out the anount that the neters state has been
di spensed: subtract Beginning neter reading from
End meter reading. Wite the result on the Vol une

Dispensed line.

T TRANK, )

ST P S IO PO B i W3
BEGIING L GASQUINE, 1 o 300/130 o [ TURBG oo
is FERIOD| ¥/,2225 | £0819( oao 3R

i peroo| @2 36 77| (25539 | 631413

WV e .

psrxsio | 14352 | 348|075 __
Stock Totals

a) Miltiply the nunber of drums times 205. Wite the

205n | A3/66/
—6- | 27478
—— ‘
-~
5945 Pus
bywealready filled in colum 8 -- the sum of col um

5 entries for each product.

¢) Add colums 6 + 7 + 8 and wite the answer in
colum 9, Stock Total.
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F) CHECKI NG
a) Check your figures. Use scrap paper.

1)  From last month’s Tank Gauge Report, write
down for each product the total Volune at
St andard Tenp., colum 8.

2) Subtract this nmonth's Volunme Dispensed figures
(from the neter readings block).

3) The result should equal this nmonth’s Vol unme at
Standard Tenp. , colum 8. If they are not the
sane, the difference is called the “variance”.

O FIN SH
a) 1) Sign and date the report.

2) Call the Regional Petroleum Products Oficer
and report the nunbers from your Tank Gauge
Report.

3) Send copies 1 and 2 of the Tank Gauge Report
to the Regional Petroleum Products Ofice,
along with the nmonthly inspection reports, the
Weekly Sales Reports, neter ticket batches,
and your cheque for cash sales.

4) File copy 3 of the Tank Gauge Report.  You
will need it next nmonth for neter readings and*
volume f i gures.
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a)

2. | NSPECTI ONS

The storage facilities and equi pnent nust always
be kept in a way that is acceptable to the

gover nnent . The contractor is responsible for the
safe and proper custody of products in his charge.

Fuel may be lost or contam nated because of a
physical failure of storage or dispensing

equi prent (not including tank truck). If

Petrol eum Products, Yellowknife feels that the
contractor could not have prevented the |oss and
if the problem was reported pronptly, the
contractor is not held responsible for the |oss.
O herwi se, the contractor nust pay for the |oss.

You shoul d be checking the condition of the tank
farm and equi prent all the tine. At the end of

every week, inspect everything. If you ever see
any danmage that mght cause a loss of fuel, report
it immediately. In the same way, report any

evi dence of a problem or possible fuel Ioss.

In addition, you should do a formal inspection
once a nmonth. This includes checking each
vehicle, each tank, and the tank farm  Report on
this inspection to the Regional Petroleum Products

Ofice.

A) MOTOR VEH CLE | NSPECTI ON REPORT

a)

A copy of the vehicle inspection report is shown
in Exanple 13. A separate report must be
completed for each vehicle. Make two copies of
each report.

S M
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MoTOR VEHI CLE | NSPECTI ON

Vehi cl e No.

Gauge Report No. Date__ Sett| ement

XK REPAI R REPLACE

1. TIRES

2. LI GHTS
3, HORN
4. BATTERY

5. WINDSHIELD W PER

6. PARK BRAKE

7. M RRORS

8. G.ASS
9. FIRE EXTI NGU SHER
10. CAB

11. CHASIS .

120 FUEL O L TANK
13. HOSE

14. METER

15. PUMP

16. HOSE REEL
17. NOZZLES
18. O L LEAKS

Signed:

NOTE: l|dentify Repairs/Replacenent itens required on Reverse
Side. Submitthis report monthly with tank gauge
report.

o
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b) 1)
2)
3)

4)

5)

Fill in the top information.
I nspect each vehicle, checking every item on

the Iist. Is it in good shape? Does it need
to befixed or replaced? Make a checknark

For repairs or replacement, explain what is
needed and why.

Sign the report.
Send both copies with the Tank Guage Report.

B) TANK FARM | NSPECTI ON REPORT

a)

A copy of the Tank Farm Inspection Report is shown
in Exanple 14. Mke two copies of the report.

1) Fill in the top information.

2)  Inspect all the tanks and the tank farm

I's there any damage?
Is there any break or |eakage?
Are all items in place and working?

Are tank nunbers readabl e?
Do you think the meter register is working

wel | ?
Make a checkmark for each item

3)  ‘Were repair or replacenent is needed, explain
what and why.

4)  Sign the report.
5)  Send both copies with the Tank Gauge Report.
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TANK FARM | NSPECTI ON

A

Gauge Report No. Dat e Sett | enent
XK REPAI RS REPLACE
1. TANKS
2. VALVES
3. PI PELI NE

4. GAUGE HATCHES

5.AIR VENTS
6. DI SPENSI NG CABI NET/ LOADI NG RACK

/. BERM

8. FENCI NG

9. LOCKS

10. GASOLI NE/ FUEL METERS
11. HGCSES

12. LADDER

13. BOOSTER PUWP

14. FI RE EXTI NGUJ SHER

15. TANK NUVBERS

16. CLEANLI NESS OF BUI LDI NG & TANK FARM
17. METER  CALI| BRATI ON

Si gned:

NOTE : REG ONAL p.o.L. OFFI CER ONLY

Attach copy of work orders. Identify Repair/Replacenent items on revers
side. Submit this report nmonthly with tank gauge reports.
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OTHER JOBS

Reports From Yel |l ow knife

A) Wiich Report Is Wich
B) Inventory Reconciliation Report

.Samplers:

I nventory Reconciliation

Report

C) Daily Rejected Tickets

.Sample 16:

Daily Rejected Ticket
Li st

D) Accepted Meter Tickets

.Sample 17:

E) Tank Gauge
.Sample 18:

Accepted Meter Ticket
Li st

Report Jour nal

Tank Gauge Edit Report

F) Comm ssion Statenent

.Sample 19:

Commission Statement

G) Unit Masterfile Update Register

.Sample 20:

Unit Masterfile Change
Journal

Colour Code Systems

Re-Supply

A) Before Resupply
B) buring Resupply
C) After Resupply

.Sample 21:

D) Discharge

.Sample 22:

Dipping Tanks

Ordering Forms

A) How Many
B; To Order
C

Discharge Certificate
Certificate Edit.

Discharge Edit Report

When the Forms Come In
.Sample 23:

Requisition for P.O.L,
Forms

6
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1. REPORTS FROM YELLOMKNI FE

a) Qur reports can help you do your job.

b) W use a conputer to do our bookkeeping and al
the boring arithmetic needed for stock control.
The nmachine prints reports to show the results.
If you look at the reports, you can:

c) . Check that all your meter tickets were received
. Find out about mistakes on meter tickets
. Check the conputer’s stock figures against yours
Find problenms and fix them

d) There are 13 reports. W’'Ill explain six of them
here, show you a sanple, and tell you how to use
it. The other seven are explained in other
chapters. You should keep each report for at
| east a year.

e) The 13 reports are:

1 I nventory Reconciliation Report

2 Daily Rejected Tickets List

3  Accepted Meter Tickets Report

4  Tank Gauge Report Journa

5  Comm ssi on Payabl e Jour nal

6 Unit Msterfile Update Register

7 Custonmer Unit Status - Chapter 3 pages 3 and 4

8 Credit Suspension - Chapter 3 pages 1 and 3 .

9 Discharge Certificates - Chapter 6 pa%es 15 and 16
10 Tank Master Detail - Chapter 5 pages 1 and 3

11 Retail Price List - Chapter 3 pages 6 and 8

12 Tank Tables - Chapter 5 pages 6 and 7

13 Tenperature Correction Factor - Chapter 5 pages 6

and 8.
A) WH CH REPORT |'S WH CH

a) At the top of each report, thereis atitle and a

nunber . )
C3341013 -QD— : GOVERNMENT OF NORTHWEST TERRITORIES
PETROLEUM PRODUCTS
umber ~4itle — 5 RETAIL PRICE LIST

Usual Iy below the title, there is a date that
tells what tinme the report covers.

R
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B)

I N\VENTORY RECONCI LI ATI ON REPORT

a)

b)

c)

d)

The Inventory Reconciliation Report conpares your
reported stock totals with the ones the computer
has calculated. It makes the calculations UsSi ng
your meter tickets, your cash sales slips, and your
tank gauge report figures. The results give a

vari ance.

In the YTD section, the variance is printed above
the contractor’'s allowance. 1If the variance is

bi gger than the allowance, the contractor is

char ged.

You can conpare the conputer-cal cul ated variance
to the one you cal cul ated when you checked the
Tank Gauge Report. Make sure you have the Tank
Gauge Report for the same period of time as the
Inventory Reconciliation Report. (It is possible
that a difference may be caused by pipeline volume
anounts. )

Exanpl e 15 shows a map of the Inventory
Reconciliation Report.
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m PETROLEUM PRODUCTS
Nodteies  INVENTORY VARIANCE RECONCILIATION

m??,1-111v8- r-mt

5% Gatt Thom [FOR Trt FLAOD OF
\[ IR TIAL
FINAL STOCK L1 L) ADIISTMENT REVISED FINAL BTOCK

OPENING 510CK
PRODUCT AECD

PRODUCT ADNUSTY

TICREY BALES

TICREY BALES ADY

CAS~ SALES

CASR SALES ADY

NCAC TXY . BALES

WCPC XY BALE 5 ADY

CHARGEABLL ADY

NON-CHARGE ADY

NEACTED MY YOL

Y10 CALCUY $70CK

CLOSING vOR

YTD WARIANCE |

N DUE 10 TEMP

|
1
I
|
1 1 A 1

CONTRACTOR ALLOW I

CHARGEARLE

meconcnution Tt [Jwenw onw. vV, |

DAL TMENTE
NBR | vOLUME REASON FOR ADJUSTWENT

1A
COwPLITID By Dalg =m =m .’ UI’ Dafgem = mm
"Ll

DETIOUTION 18 2 - 00 OFFeCT - OPERATIONS 4- REGIORAL OFFICE 8§ - COMTRALTON

EXAMPLE 15: MAP OF | NVENTORY RECONCI LI ATI ON REPORT
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C) DAILY REJECTED TICKETS

a)

For each batch, a list of rejected meter tickets
Is printed. These are tickets where information
is mssing or incorrect.

The Daily Rejected Ticket List is printed several
times a week, every tine the conputer systemis

run. pP.0.L. staff in Yellowknife make corrections
iIf thereis a data entry error. They also send the
lists to the regional officers, who nmake corrections
when nunbers are mssing or wong. The officer ma
call you to get nore information. By the end of tKe
mont h, when you receive a copy of thé list, nost of
the tickets should be on the accepted |ist.

As long as a ticket is on the rejected |ist, you
et no conmssion for the sale. Fromthe rejected
ist, you can learn where your mstakes are, and

youcan I nprove the quality of your neter tickets.

Exanpl e 16 shows a map of the Daily Rejected Ticket
List.
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C30ee2 - 003204023 GOVERNNENY OF THC NORTMNEST TERRITORILS (1113
REGICR 5 IMUVIR PETROLCUN PRODICTS RUN DATES JAN 31, 1
SITL 3C0  woQran COMPLETF REJECIED REYER READINGS LIST PERIODS Janm ¢
L T g, RATCH-wrovrcnca cecsccnrnmarerava ¥R e[.op«; orr.n,---.------.-
HATC SCA ”CKLV !CAD NG UNET KETCR Nt DAYE
NURBER (Y314 bexioh URBER e NO o SERTAL NO  READTNG ENTERED ERROR WCSSAGE
111532 21701788  Jan 86 neoCo186 '!'UVM 21e 81446025 763700 22701786 INYALID VOLUNE
o . et o _
LIV INTAR.T Y 18701728 146 ?291%$s01 120600 22/01/86 INVALID ¥voLymg
se BATCHM TOTAL ¢ 2 TICKETS RCJECTED oo
RISTCR FILE UPDATE REQUINED ____ SIGHATURE S i " osrer__s__¢
11588 ¢VI01 /06 Jin 86 “60C0pe 18701/78¢ 9N 72315224 446100 2270U% 706 INVALIC YOLURE
o -
. 0 BATCH IATAQ 1 TICKETS REJECTED . *
MASTER FILE yoDAYL REQUIRED _____ SIGNATURE e pares___/__ ¢
131538 21/01/r6  JAN 86 46000186  18/01/86 10? R2I5T400 1820900 22/01/86 INVALIC YOLURE
B o —_— el _
. 0 RATCH T2TAL : 1 VICKETS &€ JECIZD . +
WASTER FILE UPDATC RCOUIRED __ SIENATURE bave: _/__ /.
1193¢ V701780 Jss 86 €GULUtase 18707860 PEX 4 82570721 492400 23701 /86 OATE PRIOR OLD RDG
0 /1__7/

— T e ———— ——ern e —lralaa

EXAMPLE 16: MAP OF REJECTED METER TICKET LI ST
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D) ACCEPTED METER TI CKETS

a)

d)

For each batch, there is a list of meter tickets
that were accepted as correct by the conputer.
The lists are printed once a nonth.

The tickets are printed in nuneric order. Gaps in
the nunber, are marked bY'*** and a message.
Voi ded tickets are also listed, in order

At the bottom there is a batch summary of 1litres
sol d of each product and the conm ssion earned.

Exanpl e 17 shows a map of the Accepted Meter
Ti cket List.

Check the Tickets

a)

when you get the nonthly packa?e of conputer
reports, youshoudcheck that all of your neter
tickets arrived in Yellowknife and were processed.

1) Find the date of the last neter ticket
processed. This date is at the bottom left of

the Final Stock Control Report (Exanple 15).
2)  Find the processed batches in your file.
For each page of the Accepted List:
1) Find the batch of neter ticket copies.

2) Look for *** on the left side of the Accepted.
Meter TicketList.

3) Read the message. Whichticket numbers are
missing?

4) Check the Rejected Meter TicketList. Are the
m ssing nunbers printed here?

5)  Look through the meter ticket copies. Find
every mssing nunber. If it is listed on the
Rej ected List, check why.

6) If you have copies of tickets that are nissing
and are not on the rejected list, call the
Regi onal Petrol eum Products Oficer
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Page: 7

C3I5012 - 023350128 GOVERNMENT OF THC NORTHWEST TERRITORIES
PETPCLFYN FRODUCTS
ACCIPTED MOTER TICKEY AECPQRY

RE{CICN: 2 FO®T1 SHIM
SCTILCRENT: 103 SNOMDRIFT

8AICK 12019 SUFNASY RY PRODUCT
101 yoLyse
CNT3 (LiRs)
ASOLING 752
Be €AZOLING { 132:8

12C197 YT-g&~-1C3~ e €s026037 30NOWARS CsSALS

BATCH 128197 SUPMARY BY PRODUCY
™y YoL yne
Chts ity
04 GASSLINS ) 900.0
Totay 1 90U, 0

122198 T-ge-103-0e3 CSC260>3 23%o0ves Cuael

rarcs 120198 SUMMARY BY PPIDUCT
me VoL Usg
CNTS wres)
04 CASOLIRE 1 2469140
1273, 1 2469140

12C199 T-26-1C3~U63 CSD2606t 14DECES CSALE

. wmin
<

(CASH SALES)

BATCH 120199 SUPRARY RY PROOUCT
™y VO UvE
CNTS Wi,
04 €S LINT 1 24907.0
ToTaL 1 3+907.0

17: MAP OF ACCEPTED METER TI CKET

AUN DATES AN 3ty 198
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7) After a batch is checked and is okay, go on to the
next batch.

Wen all the batches are checked, put them back in
your files.

E) TANK GAUGE REPORT

a) The Tank Gauge Report repeats the
measurements from your Tank Gauge Reports.
The computer adds its own vol une
calculations. A second page of the report
gives totals for each product.

b) Exanpl e 18 shows a map of the two pages of the
Tank Gauge Report.

a) 1 CGet your Tank Gauge Report fromthe file.

2) Check the printed neasurenment figures with
yours. Look for typing (data entry)
m st akes.

3) Check the conmputer’s volume calculations with
ours. The conputer’s figures may be a
ittle higher (up to 301litres) because of
the way it rounds off to the contractor’s
advant age.

4) |f there are problens, call the Regional
Petrol eum Products Oficer.

5) If everything is okay, staple the two reports
together and file them
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F) COW SSI ON PAYABLE JOURNAL

a) The Comm ssion Payable Journal (Exanple 19) states
how much money you have earned in conm ssions on
sales this nonth. |t also shows the conmission and

sales amounts so far for this year

b) When your comm SSion cheque arrives, you can use
to confirm the anount.

t he comm ssi on statenment
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G UNIT MASTERFI LE CHANGE JOURNAL

a)

b)

The unit Masterfile Update Journal (Exanple 20)
tells you when information about a unit has

changed.

Two lines are printed for each unit. Tne firs
line says what the conputer used to store abouf
the unit -- region, settlenent, unit nunber,
description, product code, capacity, gsn,
occupant’s nane, customer’s name and financia
code. The second line shows the information

stored now.

Wien you receive a change jour nal
. Check each set of two lines

. Find the changes

. Copy the change onto your Custoner/Unit Status
Report.
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b)

d)

2. COLOR-CODE SYSTEMS

Wien a settlement has nore than 100 delivery
oints, the Regional Petroleum Products
ficer may decide to set up a color-code system
This systemdivides the units into convenient
groups so that drivers can nake planned deliveries
on easy routes followng a regular schedule.

This is called a color-code system because each
group is assigned a color and each weekday is
assigned a color:

day 1 is green
day 2is red
day 3 is blue
day 4 is yellow
day 5 is white

The blue group of units, then, receives f-el on
day 3.

After the system has been set up, plastic cards
are prepared for each unit. These are used to
print the settlenment and unit information on the
meter ticket. The use of cards ensures that the
information on tickets will al ways be accurate.

The Regional Petroleum Products Officer will train
you and the drivers in how to work with a
colour-code system.
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3. RE-SUPPLY
a) The Regi onal Petrol eum Products O ficer will tell
you the approximate date of resupply in your

community.
A) BEFORE Rre-suppLY (Summer resupply location only)

a) Bef ore di scharge begins, you nust make sure that
all your customers have enough fuel to last
through re-supply. You won’'t be able to take fuel
out of the tanks until discharge is complete.

b) Be sure that your trucks are full of fuel in case
of emergenci es.

B) DURI NG RE-SUPPLY
a) During re-supply, you nust be avail abl e:

. before discharge to help the Petrol eum
Products Officer and shi p|p| ng firm
representative to gauge all tanks

. in case your help is needed.

. athe end, to help the Petroleum Products
O ficer and shipping firm representative to
gauge all tanks

b) You wll get a copy of the D scharge Certificate”
(Exanple 21 ) .

C) AFTER RE-SUPPLY
6) After re-supply check:
. that |ocks are back on all valves
. t hat gauge | atches are closed.

. that vents are on.
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D) DI SCHARGE CERTI FI CATE JOURNAL

After the Discharge Certificate measur ement s go

t hrough the conputer, you will get a congut er
Discharge Certificate Journal. (Example 22). This
report repeats the discharge nmeasurenents, gives the

conputer’s calculation for the volune, and the
di fference between its cal cul ations and the ones done

by the POL Oficer.

Conpare the conputer report with your copy of the
Discharge Certificate. Keep both in your files.
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b)

4. DI PPI NG TANKS

To find out the amount of product in a tank, you
must:

measure the amount of product in the tank
measure the anmount of water
find the tenperature of the product

Remenber that you nust diF all the tanks every
time. Sometimes product |evels shift through
connecting Iines.

1) Climb on top of tank to be di pped, taking wth
you :

paper
gaugi ng tape

product level indicator paste
wat er | evel indicator paste
pl unb bob

al cohol thernomet er

pen or pencil

2) Open tank hatch.

3) Determne the approxi mate depth of product in
tank by peering into tank.

4) Hook plunb bob on gauging tape.

5) ﬁpgly wat er | evel indicator paste to plunb .
ob.

6) Start reeling out gauging tape down into tank

7) \Wien the nmeasurement on the taFe I'S near your
depth estinmate, apply product |evel indicator
paste to the tape.

8) Slow down the speed of reeling out the tape as
the plunb bob nears the bottom

9) Stop reeling out taEe as soon as tip of plunb
bob touches the tank bottom



PETROLEUM PRODUCTS Chapter No: 6
CONTRACTORS IVANUAL Page: 20
January 1986

10) Reel in gauging tape until you see the bottom end
of the product |evel indicator paste. (The product
erases the paste from the tape).

11) Read the measurement from the tape at the end
of the paste. Write down this neasurenent --
metres, centimetres, and millimetres.

12) Repeat steps 5 - 11 several tines. Then find
t he average neasurenent and wite the average
on the Tank Gauge formor the D scharge
Certificate.

13) Clean off the product |evel indicator paste,
and reel in remainder of gauging tape.

14) Read the water neasurenent on the plunb bob --
tﬁf poi nt where the green paste has turned
red.

15)  Wite the water neasurement on the Tank Gauge
Report or the Discharge Certificate.

16) Remove and clean the plunb bob.
17) Hook the thernometer on the gauging tape.

18) Figure out where the middle of the product is
(= height of tank minus half the product
measurement ).

19) Lower thernmoneter into tank until it is in the
m ddl e of the product.

20) Hold the thernmometer in that depth for five
m nut es.

21) Reel in thermometer. Read and record the
temperature for that tank.

22) Cose tank hatch and clinb down.
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5. ORDERI NG FORMS

Order supplies of government Petrol eum Products
forms by sending a Requisition for Petrol eum
Products Forms to your Regional Petrol eum Products
ggficer. A sanple of the form is shown in Exanple

A) HON MANY

a) How many meter tickets 0O you use in one mont h?
How many of the other fornms do you use in one
mont h? \Wen your supply of forns is getting |ow

-- close to one nonth's worth -- you shoul d order
nmor e.
b) oer @t  least three nonth’s supply of each form,
B) To ORDER
a) HF Il in regional office address, today’'s date,

settl ement code, and settlenment nane.

2) For each type of form needed, fill inquantity
required on the correct line.

3)Sign the form
4)Send parts 1 and 2 to the regional office.
5) File part 3.

C) WHEN THE FORMS COVE | N

a) The Petrol eum Products O ficer sends the forms
requested and sends back part 1 of the
requisition. Part 1 will now have quantity
suppl i ed and sequence nunbers filled in.

1) Take part 3 of the requisition from your
files.

2) For each form count the nunber received. Is
this the same as quantity supplied on the
requisition?

If yes, put a checkmark by quantity supplied
(on both part 1 and part 3).
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Norttwest Requisition for PO.L. Forms

PETROLEUM proDUCTS

POL TRAANSMITTED DATE ‘ I
S
SETTLEMENT CODE
4
SEQUENCE NUMBER
FORM NAME QUANTITY REQUIRED | .QUANTITY SUPPLIED — -
. ROM-
RETER TICKET (NWT 1639)
I4
ATCH CONTROL FORM (NWT 2400} *
ANK GAUGE (NWT 10853}
ASH SALES MEMOS (NWT 1681
EEKLY SALES REPORT (NWT 10554)
OUISITIONFORP.O.L. FORMS (NWT10547)
MARKS
SUPPLIED AS INDICATED DATE
DA WMO| ¥R
P.0.L Contractor (Sgnatyre) PO.L Ot tSynaturel
NWTI0547 1670102 *OL-tD 23016

Copy 1-Regional Otficer Copy 2-H.Q. Yeltowkn¥e Copy ILOL Comractor

EXAMPLE: 23

¥
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b)

If no, cross out the wrong number and write
“ in the correct number on both part 1 and
part 3.

For meter tickets, check the sequence
numbers, too.

3) In the Remarks space, write “Received on
(date)”. If the numbers were wrong, add "Note

corrections to quantities supplied”.
4) In the Remarks space, sign your initials.
5) Send part 3to the Regional Ofice.
6) Put part 1 in your files.
7) Store all the new forns.
Renenmber that meter tickets are accountable forns
(chapter 7). Store them so that the lowest

numbers are on top. They nust be kept under |ock
and key.



