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This memorandum will serve to re-emphasize the basic operating procedures for all ConnDOT fueling facilities.  It is the responsibility of the Supervisor of the DOT employee charged with fuel station operations, and the designated backup, to insure that these basic processes are enforced.  For detailed information, original Fuel Control Memorandum (FCM) numbers & dates will be included with each section below.
1.  Fuel Station Documentation:  FCM #062, 03/17/05

A sign must be posted in a conspicuous location within the garage identifying the location of Fuel Control files.  All Fuel Station Attendants must be familiar with the location of the Fuels Control Manual and ALL RELATED FUELS CONTROL DOCUMENTATION and these records must be readily accessible at all times.  

a. Fuel Control Manual dated March 2005 and any revisions/updates

b. Tank Testing Information (Red File)
c. GAS-019 forms with Tank Monitoring Unit tapes – GAS-019’s must be retained from the time the tank was installed until the time the tank is removed.  Do not throw out any GAS-019 forms regardless of how old they are

If a Department of Environmental Protection Representative (both state and/or federal) requests any Fuels Control information please present it to them immediately and then contact Fuels Control at 860-594-2263. 

If any correspondence is received at your location concerning Environmental Protection issues relative to your fuel facility, please forward to Property & Facilities Services, 2800 Berlin Turnpike, Room 2443, Newington, CT Attention:  Melanie Kotkowski (860-594-2244).
2.  Manual Transactions “WHITE SUPERVISOR KEY” Use:  FCM #052, 03/07/02

A Manual Fuel Transaction occurs when a customer does not have their Prokee with them, and the station has to issue fuel using the "white supervisor key".  The attendant must complete a “FuelMaster Manual Fuel Transaction Sheet” for each transaction.
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When a customer does not have their fuel key, and you have to issue fuel utilizing your white Supervisor key, please handle as follows:

1. Advise Customer that they will only receive 5 gallons of fuel

2. Advise Customer to go to Fuels Control, 2800 Berlin Turnpike, Newington or 

call Fuels Control at 860-594-2266.
3. Properly fill in one of the yellow "Manual Fuel Transaction Slip" forms

4. Issue the fuel
5. Attach the properly completed "Manual Fuel Transaction Slip" form to

the current GAS-019 

Manual Fuel Transaction Slip Pads are available by calling Fuel Control at 860-594-2266.
3. MISCELLANEOUS FUEL KEY USAGE: FCM# 069, 05/28/08 and FCM#071, 01/08/09:  Miscellaneous Fuel Prokees are assigned to be used to charge fuel to small miscellaneous equipment ONLY. Fuel charges will be against the unit or crew NOT the actual piece of equipment. The following equipment list identifies the use of a Miscellaneous Fuel Prokee:

       
Pumps; Concrete Mixers; Mowers; Generators; Chain Saws; Compactor/Vibratory;


Asphalt Melters; Other Small Miscellaneous Equipment as required.

Effective February 1, 2009 each time a Miscellaneous Fuel Key is used; the information will be recorded on an Activity Log.  This log will be kept with the Fuel Control records at the site where the key is located. 
Any employee charged with the responsibility of Miscellaneous Fuel Prokees must insure that the keys are kept in a secure place at all times.  

4. FUEL DISBURSEMENT TO SERVICE BUSES: All passengers must be discharged from any vehicle registered as a Service Bus prior to fueling and cannot return to the bus until fueling is complete.  The license plates will note “Serv. Bus”.

5.  ROUTINE HOURS OF OPERATION:  Routine fuel station hours of operation will be 8:00 a.m. to 3:30 p.m.  Stations will be operational during lunch hour since the FuelMaster automatically handles fuel disbursement.  

6. SERVING CUSTOMERS:  DOT fueling facilities are SELF SERVICE.  FuelMaster automatically dispenses fuel based on the Prokee use.  If a customer requires assistance for any reason, the DOT employees on site at the fueling facility will provide assistance as needed.

7. RECEIPT OF FUEL DELIVERIES:  Routine Deliveries of fuel will be scheduled from 8:00 a.m. to 3:00 p.m. Monday through Friday (except holidays) and will occur 24 to 48 hours after the order is placed.  Emergency Deliveries of fuel will be scheduled based on Departmental needs and will occur within 24 hours.  When receiving fuel, please be advised of the following:

a. A station attendant or DOT representative MUST BE PRESENT with the vendor delivery person WHEN THE VENDOR STICKS THE TANKS FOR FUEL DELIVERY BEFORE AND AFTER DELIVERY.

b. Station attendant MUST IMMEDIATELY CALL 860-594-2266 to report the delivery information to the Fuel Control Unit.
c. Fuel Ticket must be sent to Fuel Control IMMEDIATELY – DO NOT HOLD – SEND IMMEDIATELY.
d. During the winter months, all FILL AREAS ARE TO BE CLEARED OF ICE, SNOW OR WATER before vendor delivery.
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8. FUEL FILLER CAPS:  

PLEASE NOTE – FUEL TANK FILLER CAPS SHALL REMAIN LOCKED AT ALL TIMES.
9. PUMP SWITCHES:  

a. Pump switches can be turned on when the facility opens and turned off when the facility closes.  

b. In the rare event that FuelMaster is not functioning and it is placed in Manual Mode the Station Attendant must handle as follows:

1. CONTACT FUELS CONTROL 860-594-2263 IMMEDIATELY.
2. The pump switches MUST BE TURNED ON AND OFF as the customer fuels – NOT LEFT ON!

3. Keep List of License Plate Numbers, Agency Number, Name, Quantity fueled and time of day fuel was dispensed.

10.  STATION EQUIPMENT BREAKDOWN:  If fueling equipment breaks down the Station attendant is to contact Property & Facilities Services at their Flagler Street, Newington Office, as follows:

William Konefal – 860-666-5174

John Longo – 860-666-6309

William Castelot  - 860– 666-8568

Office Fax Number -   860-667-6290

        Equipment includes Fuel Dispensers – Tank Monitoring Units and FuelMaster Units

11. FUEL SPILLS:  Fuel Spills are IMPORTANT and must be REPORTED IMMEDIATELY TO FUELS CONTROL AT 860-594-2263.  The DOT CENTRAL OFFICE for Fuels Control will handle as follows:

a. If under 5 gallons call Maintenance to clean up spill

b. If over 5 gallons call:

1. DEP Emergency Spill Reporting 24 hours 860-424-3338

2. Environmental Compliance 860-594-3404

3. Notify Property & Facilities 860-666-5174 or 860-666-6309
12. TANK MONITORING UNITS (TMU’S):  DOT fueling facilities equipped with a underground Tank

Monitoring Unit will generally have an L & J; Pneumercator; Veeder Root or Incon system.   These units measure the tank levels and provide a variety of warnings or alarms when there may be a problem with the fuel in the tanks (water, low fuel, overfill protections, leak detection, etc).  These units must be carefully read and monitored by the Station Attendants at all times.  Daily monitoring of these units by the Station Attendant can result in tremendous cost savings to the Department. 
The L & J systems have a particular requirement to track night movement and these units must be activated into NIGHT MODE every night and deactivated from NIGHT MODE each morning– please refer to Fuel Distribution Memorandum # 058 3/22/04 for further information.

If a station’s Tank Monitoring Unit is not functioning, it is the responsibility of the Station Attendant to STICK THE TANKS each morning at time of opening.  THIS IS AN IMPORTANT REQUIREMENT! When sticking tanks be sure to use water paste.  
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13. FUEL ORDERING:  Each station attendant is responsible for ordering fuel for their respective facilities by calling the Fuel Control Order Line at 860-594-2335, follow instructions based on the following:

a. May 1 to October 31 – Reorder when tanks are at 25% of their tank capacity

(listen to Fuel Control Order Line for detailed instructions).
b. November 1 to April 30 – Reorder when tanks are at 50% of their tank capacity

(listen to Fuel Control Order Line for detailed instructions).
c. Routine Fuel Orders are delivered 24 to 48 hours after placed with Vendor.
d. Orders are taken from the Fuels Control Order line each morning at 8:30 a.m.  If your order is placed on the Fuels Control Order Line after 8:30 a.m. it will not be placed with the vendor until the next day.

e. Orders are placed with the vendors at 8:45 each morning.
f. If you have not received your fuel order within 72 hours, contact Fuels Control.
g. Station Attendants are directed to use the Fuels Control Order Line at 860-594-2335 and only contact Fuels Control at 860-594-2266 in extreme emergencies that may be critical to DOT operations.

14. ALTERNATE FUELS:  DOT is currently utilizing alternate fuels in the following locations:

a. Station 1549-Newington – ETHANOL (E-85) 

b. Station  519 – Danbury – ETHANOL (E-85)
c. Station 524 – Hartford – ETHANOL (E-85)

d. Station 775 – Norwich – ETHANOL (E-85)
e. Station 201 – Darien – BIO-DIESEL

f. Station 204 – Milford – BIO-DIESEL

g. Station 209 – Old Saybrook – BIO-DIESEL
h. Station 506 – Haddam – BIO-DIESEL

i. Station 514 – Beacon Falls – BIO-DIESEL
j. Station 519 – Danbury – BIO-DIESEL
k. Station 548 – West Willington – BIO-DIESEL
l. Station 560 – Windsor – BIO-DIESEL
m. Station 566 – Putnam – BIO-DIESEL

n. Station 570 – Winchester – BIO-DIESEL

o. Station 576 – Trumbull – BIO-DIESEL
p. Station 1548 – Meriden – BIO-DIESEL
15. GAS-019 FORMS:  The GAS-019 forms must be completed daily at the time of opening of the fueling facility which is designated in the morning.  Each morning at time of opening (8:00 a.m. EST) the Station Attendant must take the meter readings and gallons for each tank and request a Tank Monitoring Unit print and record the information on the GAS-019 form in the appropriate areas.  Deliveries are to be recorded after they are received. Upon completion of the week (Thursday to Wednesday) these forms are to be sent immediately to the Fuels Control Unit at 2800 Berlin Turnpike, Newington, CT 06111.  DO NOT HOLD THESE SHEETS, forward them on Thursdays with distribution as follows:

a. 1 Copy of GAS-019 Form must remain on site until the tanks are removed or 
notified by Fuels Control.

b. 1 Copy with Tank Monitoring Unit (TMU) print out for all tanks to Fuels Control
c. EVERY WEDNESDAY – ATTENDANT MUST PHYSICALLY STICK TANK – DO 
NOT USE TMU READING.
NOTE:  YOU MAY MAIL OR FAX THE GAS-019 to the Fuel Control Unit
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ONLY ONE (1) MONTH IS ALLOWED ON A GAS-019 AT A TIME.  ALWAYS START A NEW GAS-019 FORM FOR THE FOLLOWING REASONS:

a. Start of a new week on Thursday – Each week requires a new GAS-019 form to be created – Fuel control inventory weeks are from Thursday to Wednesday

b. Start of a new month (you may have only 1 day on a GAS-019, that is okay as long as you don’t combine more than one week or one month).  Each month requires a new GAS-019 form to be created

QUICK TELEPHONE NUMBERS:

Fuels Control Order Line:  860-594-2335

Fuels Control Repairs/Emergencies/Order Inquiries:  860-666-5174 or 666-6309
Fuels Control Fax:  860-594-2302

DEP Emergency After Hours Reporting of Fuel Spill:  860-424-3338

Janice Snyder/js

cc:  Robert Mongillo – Charles Drda (for Maintenance Fuel Facilities)
       Mark Daley (for Aviation & Ports Fuel Facilities)
       Suzanne Donlon

       Stephen Goggin – Kenneth Pinckney

       Scott Powers – Russell Dibble – Alan Dube – Michael Ratti (for Stores Fuel Facilities)
       John Rabbett – Christine Dawson – Jamilia Abdul-Karriem

      Janice Snyder

Fuel Control Memorandum #072
