How to order gasoline and diesel fuel

How to order gasoline and diesel fuel
Primary contractor


San Francisco Petroleum

Term contract:
70881


Vendor:

16232


City blanket:
BPSF-0000-3223


Ordering:

(415) 621-5226


E-mail:

sfpet01@aol.com


Contact:

Barry Viles


Office hours:
8 a.m. to 5 p.m., Monday through Friday


URL:


www.sanfranciscopetroleum.com

To place an order, follow this sequence of steps.  If you encounter communication problems or delivery problems at any point, move on to the next step.





First:

(415) 621-5226

(phone)







(415) 552-3886

(fax)







sfpet01@aol.com





Second:
(415) 559-0653

Kyle Hill







(415) 559-3328

Renne Viliao





Third:
(415) 559-7081

Barry Viles





Fourth:
(415) 559-7811

Bob Falche







rfalche@aol.com

Backup contractor


Golden Gate Petroleum

Term contract:
70881-A


Vendor:

03051


City blanket:
BPSF-0000-3415


Ordering:

(800) 244-4516 (24 hours, everyday)


E-mail:

sfservice@ggpetroleum.com


Contact:

Rick Leroux, (925) 383-7260

Office hours:
7:30 a.m. to 5:30 p.m., Monday through Friday

URL:


www.ggpetroleum.com

To place an order, follow this sequence of steps.  If you encounter communication problems or delivery problems at any point, move on to the next step.





First:

(800) 244-4516 

(24 hours)




Second:
(925) 383-7260

Rick Leroux




Third:
(925) 383-8522

Mitch Carter, Director of Operations
1.
Purpose
This document explains how departments order petroleum, using the primary contract (70881) as much as possible and the backup contract (70881-A) if the primary contractor is not delivering as requested.

2.
General
This document cannot address every delivery situation a department might encounter.  Any City contractor is responsible for fulfilling its contract.  In the case of the fuel contract, the contract specifies that the contractor will make deliveries ‘as requested” by the department.

If the contractor falls short of that standard, then the department is justified in cancelling that order and placing the order with the backup contractor instead.  The department must document the situation thoroughly.  Failure to document specific reasons for using the backup contractor may result in Purchasing restricting your authority to purchase directly from the backup contractor.  

3.
Using the primary contract, 70881
In general, departments have established routine delivery schedules for gasoline and diesel fuel.  They check their tanks on a regular basis, call the vendor on the same day or days each week, and arrange for deliveries likewise on regular days.  Departments call the vendor as needed when consumption is higher than usual.

The information below on Muni and Central Shops is presented by way of illustration.  These are only two of the many departments that buy fuel.


a.
Muni 
The Municipal Railway has installed software that allows the vendor to check fuel levels in Muni’s tanks via the internet at:


www.mytankgauge.com

The vendor is responsible for checking the website and scheduling its deliveries so that Muni’s tanks do not fall below 75% full.


b.
Central Shops
Tank readings are taken daily at all locations and reported to the storeroom.  Shops places orders verbally and confirms them by fax.  The contractor advises of the approximate date and time of the delivery.  Shops’ goal is to keep its tanks at a minimum of 75% full.


c.
Accounting
Departments must encumber funds before ordering fuel.  Because the contract involves a citywide blanket, departments do releases in ADPICS, and these releases do not go through Purchasing for approval.  Departments typically do a release for a series of orders, such as several months’ worth.  Departments do not issue Prop. Q orders when ordering from a Citywide blanket.

4.
Using the backup contract, 70881-A

a.
General
The backup contractor’s job is to deliver only when the primary contractor cannot deliver as requested by the department.  Departments must document when the primary contractor is not performing as requested before they may order from the backup contractor. 
When can you use Golden Gate?  How do you decide that S.F. Petroleum “cannot deliver as requested”?  

It’s important to know how you and S.F. Petroleum have been conducting business during the current contract (which is 70881).  What is a normal delivery?  What is an acceptable delay?  What is an unacceptable delay? 


b.
Types of problems, and solutions

Example 1:  Suppose you usually call S.F. Petroleum at 10 a.m. on Monday and arrange for delivery by 10 a.m. Tuesday morning.  The next time you call SFP they say they can’t make it until 11 a.m. Tuesday morning.  That’s probably an acceptable delay, and the vendor will be delivering “as requested.”  

Example 2:  As an extreme example, suppose SFP says they can’t deliver until Monday of next week, a delay of 6 days.  That could easily be an unacceptable delay.  SFP isn’t delivering as requested, and you can call Golden Gate Petroleum.

Example 3:  SFP promised to deliver by 8 a.m.  It’s now 2 p.m., and there’s no delivery and SFP hasn’t called to advise you of the problem.  It’s OK to call GGP.

Example 4:  For the Fire Department, normal procedure is to call SFP on one day (suppose Monday) and arrange for delivery by 5 p.m. the following day (Tuesday).  By 8 a.m. on Wednesday, there has been no delivery and no phone call from SFP to advise of the delivery problem.  Because fire stations are staffed around the clock, this means that SFP could have delivered after 5 p.m. on Tuesday but did not.  There is no excuse for SFP not to have called.  The Fire Dept. calls GGP and makes tentative arrangements for a delivery based on a final commitment at noon.  If by noon SFP has not delivered or called, then the department calls GGP back and confirms the backup order and calls SFP and cancels the regular order.  Everything is confirmed by e-mail.


c.
Documentation
It is critical that you document why SFP isn’t delivering “as requested.”  Keep a log of everything that happens, such as:

· Phone calls (to either vendor)

· Why either vendor isn’t delivering “as requested”.  For example:  promised delivery time; actual delivery time; whether the vendor called to say delivery would be late.

· E-mails (to either vendor)


d.
After calling Golden Gate Petroleum

After GGP agrees to make a delivery, call SFP immediately and cancel the pending delivery.  Send a confirming e-mail.  In the cancellation e-mail or a subsequent e-mail, describe the sequence of events that led you to order from GGP and cancel the SFP order.  You must go back to ordering from SFP for your next regular order.


e.
Possible problems with Golden Gate Petroleum
It is possible that GGP may have delivery problems.  It is equally important to document GGP’s problems as well as SFP’s.


f.
Accounting
Departments must encumber funds before ordering fuel.  Because the contract involves a citywide blanket, departments do releases in ADPICS, and these releases do not go through Purchasing for approval.  Departments do a release for a single order.  Departments do not issue Prop. Q orders when ordering from a Citywide blanket.

5.
If neither contractor can deliver
If neither the primary nor the backup contractor can provide what a department needs, then the department should call Purchasing immediately.  At this time, one other vendor qualifies to deliver fuel:

Western States Oil

Vendor:
19818

Phone:
(408) 292-1041

If a department needs less than $10,000 in fuel, then the department can issue a Prop. Q purchase order to Western States.  If a department needs more than $10,000, then the department must submit a requisition to Purchasing.

The department must document why both vendors could not deliver as required by their respective contracts.

6.
Notify the vendor in writing
As noted above, documenting a problem is critical.  But in addition to making sure the City’s files are complete, it is important to notify the vendor in writing of unsatisfactory performance.  Section 4d above describes sending an e-mail to the vendor to document a missed delivery that caused the City to use another vendor.  But departments should give serious consideration to sending a vendor an e-mail regarding lesser problems.  For example, the delivery could be 24 hours late and the vendor never called to notify the department of the problem, but the situation was not so serious that the City had to call another vendor.  This kind of situation should also be brought to the vendor’s attention in writing.

7.  
Emergencies

In case of an emergency, follow the phone trees on the first page.  If the primary vendor cannot fill your order, call the backup vendor, and so on.  Purchasing is developing a roster of alternate vendors and will update these procedures soon to reflect it.  The goal is to enable departments to be able to place Prop. Q orders directly with the alternate vendors.  

Depending on the seriousness of the emergency, the Department of Emergency Management may be required to coordinate City orders of fuel.

For more information, please call:

Dept. of Emergency Management

Duty Officer

866-298-4515 pager

(off-hours only)

Krista Slanker 

DEM Logistic Planner

(415) 218-9781 cell

Heidi Sieck

GSA Emergency Planner

(415) 203-7279 cell

(415) 554-0811 office

Mary Cortez

Purchasing


(415) 554-6751
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