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1.    David Paul may delegate an FTE in Drilling Operations (DrillOps) to follow these procedures if he is unable or absent.  Report the FTE delegate name to Jon, Jackie, Harley, Traci, Eric, and Sarah.

2.    Timely receipt of the completed, accurate, approved PCRF is crucial to the process because the form (by design) includes all of the detailed information required to process P-card charges as they appear in the queue within the legally required time limits.  Although PCRFs are an “in house” form, we submit all PCRF originals to F&A.  This has been FGS policy for several years because it often answers F&A’s questions before they’re asked.

3.    PCRF Routine Process: digitally complete and save the PCRF to the “For Approval” folder in the Drill Ops folder on the server. E-mail the link to the PCRF (WITHOUT ANY INITIALS) to Jackie, Eric, Traci, and Sarah (in case one of them is out).  One of them will print it, initial for David (obviously he approves if he completes and e-mails it), and then route for other approvals.

4.    Field Purchases - Continue to use the field approval process that is described on the back of the PCRF under field purchases, which is as follows:

 “Field purchases: Contact your supervisor for approval and to complete the PCRF if you will not return to the office the next day. The supervisor should submit the form as described above by the next day. If an unexpected, after business hours, purchase is necessary; your supervisor should be contacted the morning of the next business day. Your supervisor will complete the PCRF and give it to Eric. Receipts for purchases should be faxed or scanned & emailed to Eric as soon as possible. Original receipts should be given to him upon the purchaser’s return from the field.”

5.    Urgent Purchases - Blanket approval for “need it right now” (anything which is holding up progress):  If the purchase is funded by a grant for which David or Ken is the manager, the grant manager can spend up to his allotted amount.  If the purchase needs to come from someone else’s grant, discuss with the grant manager any constraints on spending and make decisions accordingly.  If the funds need to come from WQATF or MTF David or his delegate have a blanket approval for up to $350. The responsibility should remain with David for all DrillOps purchases from any funding source.  Purchasing decisions/approvals are only to be made by David or his FTE delegate.  Signed, certified zero-balance receipts should be scanned and e-mailed to Eric followed by putting the originals in the interoffice mail or otherwise delivered to him.

6.  Emergency Purchases - note that this differs from #4 & #5 in that it covers emergency purchases that cost more than $350 and applies to all DrillOps personnel:

        Call the office immediately if possible; if not, call in as soon as possible. 
        If time allows, call Jackie, Harley, or Jon Arthur for after hours and weekend emergency purchase approval.  Use the FGS Emergency Contact list for phone numbers—a copy of this list should be kept in each vehicle.
        A DrillOps FTE employee may call David or his delegate and ask them to complete the PCRF.  Alternatively, the purchaser or David can call Jackie, Eric, Sarah or Traci and ask one of them to fill out the PCRF.

7.   Emergency Purchases greater than $1000 - The procedure for emergency purchases over the $1000 P-card limit (both within FGS and within purchasing) is followed very strictly by F&A and is outside of our control.  Purchasing approved higher limits for a few of our people, Ken being one of them.  Purchasing still requires a call to Pam Walker (245-2359) to get an authorization code.  They do allow emergency purchases after hours and on the weekend; however, the request for authorization has to be immediately upon start of office hours following the purchase. 



Rev Feb. 14 2012
Page 149 of 150


Page 150 of 151	Rev Feb. 14 2012
