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d) When taking culvert, couplers or fence posts out of the yard for use report directly to the 
Public Works Office so the item number and where they are being used can be recorded by 
the Inventory Coordinator and/or Inventory Coordinator Assistant. 

 
e) The Inventory Coordinator or the Inventory Coordinator Assistant will gather the Work Orders 

and the Inventory Control Sheets to issue the inventory out of the Inventory System in the 
computer; 

 
3.0 Issuing of Fuel 
 

a) A fuel card system is in place.  A fuel card is given to employees of Starland County when it is 
recommended by the Supervisor; 

 
b) All fuel cards are issued to the employees at the Public Works Office by the Inventory 

Coordinator or Inventory Coordinator Assistant; 
 

c) When accessing fuel at the fuel pumps the employee is asked for a PIN number, Unit number 
and the mileage or hours on the vehicle or piece of equipment they are filling with fuel; 

 
d) Every transaction is recorded at the Public Works Office via a computer system and every 

transaction at the fuel pump prints out immediately; 
 

e) On the first day of each month reports are printed by account, the transactions are then 
entered into the inventory system to issue the fuel out of inventory and into the costing 
system for each unit. 

 
 
Policy Amendments: 
 
 December 12, 2018 (C18-215) – updates to positions involved with inventory. 
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