Further description – New Vehicle Process Document

#1-3 
When a Devon employee orders a vehicle online from Hudiburg’s fleet vehicle website (on Access Devon: http://dctm.dvn.com/departments/purch/FleetVehicles.aspx), they must now provide an “approver” from a drop down list of names.  These lists of names are managers and/or supervisors from the requestor’s (driver’s) area with Financial Authority level 2 or 3.  Hudiburg will receive the order information and email the chosen supervisor for his/her approval of the vehicle purchase.  Once the supervisor responds to Hudiburg, the truck will be ordered, or if questions about the order arise, discussion between the Supervisor and the vehicle requestor (driver) will take place.  

This approval process will take the place of the current AFE process.  Right now, AFE’s are used for vehicles as an accountability tool – not due the cost of the vehicle.  With the approval taking place at the beginning of the process, AFE numbers for vehicles no longer need to be created to track vehicle orders.

#4-6

One week before the vehicle is set to arrive, Hudiburg will send Procurement a Schedule A form.  A Schedule A is a detailed description of the vehicle, cost break down, and other information used for obtaining a property number (unit #) for the vehicle in AS400.  

Previously, the information on the Schedule A was manually typed into AS400 to receive the vehicle unit number.  Now, a form has been created which allows Procurement to upload up to 20 vehicle descriptions at once on one Schedule A.  In less than 5 minutes, all 20 unit numbers will be created in AS400.  

Once the new numbers are received, the Schedule A’s are sent to Hudiburg and Devon’s Credit Card department for processing. 

#7-12

Hudiburg will deliver the vehicle to the driver’s location and send the vehicle’s invoice to Procurement for payment.  Once the invoice is approved by Jimmy Bunn, it can be sent to accounting to be paid.
#13-15

The original titles are now sent to Procurement with the Unit # already typed on the title.  The titles are scanned and then sent to records to be inventoried and stored in a fire-safe location.

