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Facilities Management FACILITIES MANAGEMENT DEPARTMENT 

POLICY: I: 07-Inventory Procedure for Consumable Fuel 
PROCEDURE REVIEW: Annually 

I. PURPOSE

March 1996 
July 2024 

To provide guidelines for measuring and recording consumable inventory of fuel oil used for heating
facilities and fuel used in state-owned vehicles.

II. DEFINITIONS

A. Underground storage tank (UST)-A fuel oil, diesel fuel, or gasoline storage tank that is partially
or completely underground.

B. Aboveground Storage Tank (AST) -A large container usually made of metal and resting on top of
the ground, designed to hold a number of different liquid or gas substances.

III. RESPONSIBILITIES

A. Executive Director of Facilities and Construction - Responsible for overall implementation of this
procedure.

B. Directors, Transportation Manager - Responsible for ensuring proper monitoring of fuel
consumption in accordance with UST guidelines.

C. Director of Engineering and Construction - Responsible for ensuring reports of leakage are
evaluated in accordance with UST guidelines.

D. Oil Burner, Power Plant, and Transportation Manager - Responsible for monitoring fuel
consumption, delivery, leakage, and preparing required reports.

E. Budget Manager - Responsible for fiscal year-end consumable inventory reports.

IV. PROCEDURE

A. Fuel Oils #2 and #4

Oil burner technicians and boiler operators shall read fuel tank level meters, measure fuel in tanks,
and report volumes on a monthly basis. Information for reporting will include the following:

a. Location of the fuel tank( s)
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