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1 PURPOSE 

This procedure sets out the procedure of vehicle diesel refuelling. 

 

2 SCOPE 

This procedure applies for the vehicles operating from the following facilities: 

 Sant Antnin Waste Treatment Plant (SAWTP) 

 Magħtab Environmental Complex (MEC) 

 Civic Amenity Sites (CAS) 

 Thermal Treatment Facility (TTF) 

 Head Office 

 

3 REFERENCE DOCUMENTS  

 WS039 Stores Transfer Note 

 MSDEC Diesel Request Order Form 

 

4 RESPONSIBILITIES 

The personnel responsible for the procedure are identified in the list below. All responsibilities are clearly defined in Section 5 

Method and the relevant flow chart.  

 Requester 

 Storekeeper 

 Stores Manager 

 Superior 

 

5 METHOD 

The attached flow chart offers further guidance to the process. 
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6 RECORDS 
Records considered critical for this procedure are treated as follows: 

Reference Document 

Person 

responsible for 

maintaining the 

Document 

Document 

Storage 

Location 

Duration of 

time Records 

are kept 

WS039 Goods Transfer Note  Stores Manager 
Stores 

Manager’s 

Office 
All Records are 

kept  

indefinitely. 
MSDEC Diesel Request Order Form 

Account 

Department 
Account’s Office 
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START

Requester fills in WS039 Stores Transfer Note with the date, location and 
Vehicle Number and forwards it to Superior* for his signature. 

Note: Superior who can authorise approval has to be included in Controlled 
Document 225 Stores: List of Approvers.

WS039 Stores Transfer 
Note 

Store Keeper inputs the following into the Inventory Software System: 
 Quantities
 Date
 Vehicle number  
 Stores Transfer Note 
 Name of Requester 

Store Keeper forwards the WS039 Stores Transfer Note to the requester for 
his signature and files the original WS039 Stores Transfer Note. 

SAWTP & MEC Sites Government Central Fuel 
Station

Requester requests an MSDEC Diesel Request Order Form from 
Store Keeper / Superior* to refuel from Government Central Fuel 

Station.

Note: Superior who can authorise approval has to be included in 
Controlled Document 227 Fuel: List of Approvers.

Requester goes to the Government Central Fuel Station for refuelling 
and forwards MSDEC Diesel Request Order Form to their 

representative on site.

After refuelling vehicle, Fuel Station Representative adjusts the 
quantity if applicable, signs the forms and forwards MSDEC Diesel 

Request Order Form to the requester for his signature. 

Requester signs the MSDEC Diesel Request Order Form and hands 
one copy to the Fuel Station Representative and forwards the 
second copy to the Storekeeper/ Superior when back on site.

END

WS039 Stores Transfer 
Note

MSDEC Diesel Request 
Order Form

Once signed by Superior, the requester forwards WS039 Stores Transfer 
Note to the storekeeper. 

WS039 Stores Transfer 
Note

Store Keepers writes the below and signs WS039 Stores Transfer Note.
 Amount in litres of diesel pumped into the vehicle 
 Diesel pump�s reading  of total fuel used to date

Requesters may refuel vehicle within the below timeframes:

SAWTP
 Monday to Friday from 6.30am till 8:30am 
 Saturdays, Sundays & Public Holidays from 6:30am till 8:00am. 

MEC
 Monday & Thursday from 6.30am till 8:30am

Note: In emergency situations vehicles may be refuelled after the allocated 
time slot . 

WS039 Stores Transfer 
Note

Requester returns the WS039 Stores Transfer Book to the superior for 
future use. 

Store Keeper/ Superior issues Diesel Request Order Form from the 
Fleet Management Web Portal. 

Store Keeper/ Superior prints, signs and stamps two copies of 
MSDEC Diesel Request Order Form and forwards sheet to requester.   

Both copy and original is forwarded to requester.

MSDEC Diesel Request 
Order Form

MSDEC Diesel Request 
Order Form

MSDEC Diesel Request 
Order Form

WS039 Stores Transfer 
Note

Store Keeper/ Superior adjust the litres of diesel in the Fleet 
Management Portal, as applicable.

MSDEC Diesel Request 
Order Form

MSDEC Diesel Request 
Order Form

MSDEC Diesel Request 
Order Form

Store Keepers (authorised personnel) fills the vehicle with fuel as required. 

Note: Only authorised personnel shall operate the fuel pump.

Requester drives the vehicle next to the fuel pump.

WS039 Stores Transfer 
Note

Controlled Document 
225 Stores: List of 

Approvers

Store Keeper/ Superior forwards MSDEC Diesel Request Order Form 
to accounts.

Store Keepers confirms that the following safety equipment is located in 
close proximity to fuel depot:

 Sand bucket
 Fire extinguisher
 Spill kit

 


