Notice of Revised Final Updates to the 

Petroleum Cleanup Preapproval Program SOP Manual

October 8, 2008


Since the previous posting of the Final Updated Petroleum Cleanup Program SOP documents on September 12, 2008, the Bureau of Petroleum Storage Systems (BPSS) has conducted three SOP Implementation Information Meetings on September 23 (Local Programs), September 24, (Industry) and October 2 (Tallahassee Staff).  Based on feedback received during this time, it has become necessary to correct or modify certain sections of the SOP Text and several of the Appendix documents.  
These last minute changes to the SOP Manual are listed and explained below and have been incorporated into a revised master folder entitled “2008SOPMaster-October08-Revised.zip” which is now posted on the BPSS Petroleum Cleanup Program web site with instructions for downloading.  For internal program staff, the same unzipped master folder can also be found on the BPSS Common Drive under the _Common Folder/Preapproval SOP Docs Subfolder.  
The effective date for all SOP changes will still be Wednesday, October 15, 2008 (applicable to all Work Orders/Task Assignments (WOs/TAs) signed by the Cost Center Administrator on or after October 15, 2008).
I. Text
Section 3.8 - Documentation of Fieldwork by Contractors:  Revised to allow more than one site to be entered into the same bound field notebook provided that all entrees are in chronological order;
Section 5.9.3 - Requesting Subcontractor and Vendor Quotes (Subparagraph 1) and Section 6.2.3.1 C) 3) - Event Template Layout (Field Activities/Whole Day Oversight):  Revised to specify that all Direct Push Technology (DPT) activities and oversight must be built up on backup spreadsheet;

Section 5.9.3.4 - What to do When the Contractor Offers a Service:  Revised to allow a copy of an actual past invoices or a past or prospective quote for a non-site specific purchase of materials and supplies by in-house Contractors for their inventory to serve as one or more of the required quotes.  Also clarified that if the invoice or quote provided for the in-house Contractor’s existing inventory is not the lowest quote, they may still use their inventory, but the rates will be limited to the lowest quote.  

Section 6.7.5 - Invoice Verification and Approval:  Revised to note that the Bureau of Finance & Accounting (BF&A) has requested that no color highlights should be applied to any of the documents in the invoice package because their scanning equipment will not pick up the highlight or may black out the underlying print (previously had limited highlighting to yellow only); and
Section 9.4 – Source Removal:  Added reference to the new procedures for screening backfill in quantities greater than 200 cubic yards in Appendix H.7.6:  Backfill Sampling Pilot Project Memorandum that went into effect on April 7, 2008.

II.
Appendix

SOP Appendix Table of Contents:  Corrected erroneous references that arose when several line items were inadvertently deleted due to reformatting the edits saved version.  Also made several other minor corrections in referenced file names/dates of both the edits shown and edits saved versions; 

Appendix A.1 & A.3 - All five versions of the Template Workbooks:  Corrected a formatting error in the “Date(s) Services Rendered” portion of the new Data Entry Worksheet of;

Appendix A.1.3 - Template Descriptions and Use (Whole Day Oversight/C.23):  Specified that all Direct Push Technology (DPT) activities and oversight must be built up on backup spreadsheet;

Appendix A.2.5.2 - DPT Quote Form:  Minor formatting modifications and clarification of items included/excluded in whole/half day DPT cost; and
Appendix H.7.6 – Backfill Sampling Pilot Project Memorandum (4/7/08):  Added new.
III.
Master Folder Contents
Within the “2008 SOP Master-October 08-Revised” folder, there are two stand alone documents and three subfolders as follows:

1. SOP Summary - This document includes a reference and brief explanation for all significant changes in the SOP Text and Appendix documents;
2. SOP Quick Reference - This document outlines all SOP Text sections and Appendices that are new, revised or deleted without explanation;
3. Key New & Edits Shown Docs - This folder contains 21 key documents that are either new to the SOP or which show revisions existing appendix documents (also see SOP Summary); 
4. SOP Text-October 08 - This folder contains “edits shown” and clean versions of the SOP Text; and
5. SOP Appendix-October 08 - This folder contains “edits shown” and clean versions of the Appendix Table of Contents and subfolders for each Appendix A through N that contain the most current version of  all associated documents (none of which show edits, some of which are very minor).
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