	Title
	111.  Bulk Oil Tank Measurement


	Objective
	This protocol aims to guide personnel through the process of accurately measuring bulk oil tank levels before and after receiving deliveries.

	Responsibility
	Responsible individuals: Store Manager (SM) or Assistant Store Manager (ASM)


	Steps
	1. Notification to Team: When the bulk oil delivery truck arrives, inform the Team Leader (TL) that you will temporarily step away from your regular duties.
2. Communication with Driver: Approach the delivery driver and request a list of all bulk oils they will be delivering or removing from your location on that day.
3. Initial Inventory: After obtaining the list of delivered oils, promptly conduct an initial inventory check for these items in the appropriate tanks.
4. Recording Quantities: Document the quantities in gallons and confirm that they match the initial inventory.
5. Delivery Authorization: Inform the driver to proceed with the delivery unless there are issues such as insufficient storage space or other approved reasons.
6. Post-Delivery Inventory: Once the delivery is complete, return to the respective tanks and conduct a second inventory check.
7. Calculating Delivered Amount: Calculate the delivered amount by subtracting the initial inventory from the post-delivery inventory. For example, if you initially had 100 gallons of 5W30 and now have 200 gallons, record a delivery of 100 gallons on the delivery ticket.
8. Discrepancy Handling: If there is a discrepancy between the expected and actual amounts after comparing tank levels, refrain from signing the delivery ticket. Inquire with the driver about the reason for the discrepancy.
9. Escalation: For significant discrepancies, contact the driver's supervisor and your DM and provide them with details of the situation.
10. Management Notification: If the issue remains unresolved, promptly notify your DM or Operations Manager.
11. Consistency: Emphasize the importance of following this protocol rigorously with every bulk delivery, as discrepancies can result in significant financial losses.
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