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PAMBANSANG PUNONGHIMPILAN TANOD BAYBAYIN NG PILIPINAS
{National Headguarters Philippine Coast Guard)
139 25" Street, Port Area,
1318 Manila

NHQ-PCG/CG-4 24 May 2019

CIRCULAR
NUMBER ..o 0749

PCG MONTHLY FOL CONSUMPTION REPORTING SYSTEM

i REFERENCE: PCG SOP Number 2018-08 (Philippine Coast Guard Fleet Card
System).

Ii. PURPOQSE: This Circular prescribes the policies, guidelines and procedures for the
submission of Monthly FOL (Fuel, Oil and Lubricants) Reporting System for all PCG units
and offices.

lii. SCOPE: This Circular shali be applicable to all PCG units and offices.

iV. POLICIES:

a) Al PCG units to include all fioating assets and offices shall submit Monthly
FOL Report to NHQ-PCG (attn: ©G-4) every second week of the succeeding month.

b} Issuance of ﬁjei to all PCG vehicles, Rubber Boats, Aluminum Boats, Rigid
Hull inflatable Boats (RHIBs") and other assets shall be supported by a Directive/Letier
OrderfMission Order or Trip Ticket.

¢} issuance of fuel to all vehicles and other equipment noi owned by the PCG
but are used for PCG operations/activities shall be authorized by the Unit Commander or
Head of Office through Directivefi etter OrderfMission Crder or Trip Ticket.

o) All Fleet Card holdersfoustodians are primarnly responsible for the proper
uilization and submission of Monthly Fuel Consumplion Report.

&) Al PCG units and Offices shall issue Certificate of Appearance to all PCG
personnel who attended meetings or any Command activities/evenis fo support claims of

transporiation expenses.
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The Commanding Officers of PCG vessels and Boal Captain of small craft

shall render spot FOL report to NHG-PCG (Atin: CG-4) upon receipt of fuel delivery.

The Engineering Officers of PCG vessels and Boat Capiain of small craft shall

sign and take a picture of all fuel delivery invoices and send o CG-4 email address
{cod@coastguard.gov.ph).

Non-submission of Monthly FOL Allocation Consumption Report will impede

the issuance of the succeeding FOL Allocation.

The following guidelines shall be observed by all PCG units and offices for the

submission of Monthly FOL Consumption Report.

a. Consumption Report for all FOL allocation through Fleet Card shall have the
following information:

a. 1 For submission o /CG-4;
« Summary of Transactions (Form-Annex A}
a2 For UnitfOffice File:

s Summary of Transactions (Form-Annex A)
Transaction Receipts-Original and Xerox (Form-Annex B)
Attachments: Directive/Mission Order/Letter Order/Trip Tickets/Notice of
MeetingsfCeriificate of Appearance/Certificate of Aftendance or any other
related documents.

b. Consumption Report for all FOL allocation through Delivery Advice (DA) shali

have the following information:

b. 1 For submission to Q/CG-4:

Summary of Transactions (Form-Annex C)
Copy of Fuel Invoice (photocopyi- signed by authorize representative

b. 2 For UnitfCffice File:

+  Summary of Transactions (Form-Annex C)

« Afttachments: DirectivefMission Orderfletter Order/Trip Tickeis/Notice of
MectingsfCertificate of Appearance/Cerlificaie of Aliendance or any other
related documents.

« Copy of Fuel invoice (photocopy)- signed by authorize representative
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¢. Consumption Report for all vessels and small craft fuel delivery shall have the
following information:

C.

C.

1 For submission o O/CG-4:

Summary of Transactions (Form-Annex C)
Copy of Fuel Invoice {photocopy)- signed by authorize representative

2 For UnitfOffice File:

Summary of Transactions (Form-Annex C)
Attachments: Direclive/Mission Orderfletler Order/Trip Tickels/Nolice of
Meetings/Certificate of AppearancefCertificate of Attendance or any other

reiated documents.
Copy of Fuel Invoice (photocopy)- signed by authorize representative

RESPONSIBILITIES:

a) Deputy Chief of Coast Guard Staff for Logistics, CG-4

Responsible for the over-all execution of this circular.

b} District Commanders
1. Ensure the proper ukilization of monthly FOL alloccation.
2. Consolidate all monihly Fleet Card consumption of all Siations, Sub-stations
and submit a Monthiy FOL Consumption Report to NHQ-PCG (attn: CG-4) every

second week of the succeeding month.

¢} Major UnitOther Unit Commanders

1. Ensure the proper utihzation of monthly FOL allocation.
2. Consolidate all monthly FOL consumption of all Field Units and submit
Monthly FOL Consumption Report to NHQ-PCG (altn: CG-4) every second week

of the succeeding month.

d} NHQ-PCG Central/Technical and Special Staff

1. Ensure the proper utilization of monthly FOL allocation.
2. Submit Monthly FOL Consumption Report to NHQ-PCG (attn: CG-4) every

second week of the succeeding month.

g) Vessel Commanding Officers

i. Enswre pmpér ufifization of fuel afiocation.
2. Submit Monthly FOL. Consumption Report via CGSSF to NHQ-PCG (atin.:

LCG-4) every second week of the succeeding month.
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f} Boat Captains

1. Ensure proper uliization of fue! allocation.
2. Submit Monthly FOL Consumption Report via CGSSF to NHG-PCG (atin.:
CG-4) every second week of the succeeding month.

g) Fleet Card Holders/Custodian

Ensure safekeeping of the fleet card

Maintain a logbook for ail leet card transactions

Prepare and submit monthly FOL consumption report
Promptily report all incidents of loss or damage fieet cards.
Ensure that policies are sivicliy obsearved '

a AN

h) Fleet Card User
1. Shall ensure the immediate recording of transaction details at the logbook as
reflected in the fieet card fransaction receipts.
2. Shall ensure that all fieel card transaction receipis will be immediately
photocopied for recording and reporting purposes.

Vil. RECESSION: Al policies and regulafions which are inconsistent with this Circular
are hereby modified accordingly.

Viil. EFFECTIVITY: This Circular shail take effect upon pubilicaiion.
BY COMMAND OF ADMIRAL HERMOGINO PCG:
EDUARDO D FABRICANTE

CONMMO PCG
Chief of Coast Guard Staff

| OFFICIAL:

LIEZEL & BAUTISTA

CDOR PCG
Coast Guagrd Adutant o
Annexes:

1. Annex A- Fleet Card Consumption Report Form {(Summary of Transactions)
2. Annex B - Fleet Card Consumption Repart Form (Transachion Receipts)
3. Annex © — Consumption Report Form for FOL Allocation thry Delivery Advice {DA)



Annex A
FLEET CARD CONSUMPTION REPORT
{Forthe Monthef _________

Card Name

Card Number :

Monthly Credit Limit :

DateiTime Invelce Number Product Quantity Amount Balance Authority/Directives

Prepared by:

Fleet Card Custodian

Noted by:
Head of Unit

“Serving Qur Nation by “Ensuring Safe, Clsan and Securs Maritime Envirenment®



FLEET CARD CONSUMPTION REPORT

“Serving Qur z&wo.w by “Ensuring Bafe, Clean and Secura Maritime Environment”
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dnnex B
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Annex C

MONTHLY CONSUMPTION REPORT FORM FOR FOL ALLOCATION THRU DA

DA Nr Date Cuantity Consumption Type of Mission/Activitias

Prepared By:

Unk Logistice Dfficer

Certifled True and Correct:

Unit Head of Office



