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USPL CONTRACTOR APPROVAL REQUEST FORM

Use this form to obtain approval for the use of new Contractors, not currently listed in the Contractor Selection Tool (CST) or the Click CSM system.  See instructions for each section on following pages.
EXCEPTION:  Contractors performing minor facilities work do NOT require this formal approval process.  ROW clearing DOES require this approval.

	BP SPONSOR INFORMATION                                                       (REQUIRED INFORMATION)

	Name:
	Date:  

	Job Title:
	Sponsor Trained? (Y/N)

	Phone Number(s):


	NEW CONTRACTOR COMPANY INFORMATION                         (REQUIRED INFORMATION)

	Contractor/Company:

	Contact Name:
	Contact Phone Number:

	Address:
	Type of Work:

	City:
	State/ZIP:

	                             New MSA  FORMCHECKBOX 
                                                     One Time  FORMCHECKBOX 


	USPL Procurement Team member who validated justification for adding this new supplier.

	                                                                                                        Date:


	Contractor HSSE Performance
(Required only for contractors performing safety sensitive work)

	Contractor registered in PICS or ISNetworld? (Y/N)**

	

**Contractors NOT registered in PICS or ISNetworld must 



complete Prequalification Process (See Instructions)

	Prequalification Questionnaire complete and attached, if required? (Y/N)


	Corp. OSHA TRIR (Last 3 Years):
	200_:
	200_:
	200_:
	3yr Avg:

	EMR (Experience Modification Rate):
	
	
	
	

	Operator Qualified (OQ) Employees? (Y/N/NA):
	

	DOT Drug and Alcohol Plan? (Y/N/NA):


	ESTIMATED SPEND AND TRANSACTIONS                             (REQUIRED INFORMATION)

	Yearly Spend ($):

	Volume of Work (# transactions):


	Comment or Concerns:

	

	


	 APPROVAL

	APPROVED:  FORMCHECKBOX 
      
	NOT APPROVED:  FORMCHECKBOX 
  

	Approved by:

	District Manager, Engineering Manager, Terminal Manager, other appropriate Manager (Circle one)


	PROCESSING  -  Route this form to the following:

	
1.  Procurement Representative (Coordinator, Specialist, etc)

	
2.  Contractor Management Specialist

	
3.  Maintain original in BP Contract File


*Service Categories from Click CSM (select appropriate category for required work)
** Shaded categories and detailed descriptions could possibly require Operator’s Qualifications.
	
	Category
	Detailed Description

	 FORMCHECKBOX 

	Aerial Patrol or Helicopter
	Pipeline aerial patrol; helicopter services; aerial pipeline video and GPS surveys

	 FORMCHECKBOX 

	Calibration - Waterdraw
	Meter provings and prover waterdraw calibrations

	 FORMCHECKBOX 

	Cathodic Protection
	Ground bed installation; mounting and set-up work for rectifiers and maintaining readings; close interval surveys; spread checks

	 FORMCHECKBOX 

	Computing & Communication
	Consulting and programming for computer software, hardware, interfaces, layout, SCADA and telecommunications (incl. satellite, RTU, microwave) installation; maintenance and repair 

	 FORMCHECKBOX 

	Consulting - Engineering
	Feasibility studies; project planning; design and engineering services; project and construction management

	 FORMCHECKBOX 

	Consulting - Environmental
	Consultation on remediation activities, waste, air, water, permitting issues and environmental audits 

	 FORMCHECKBOX 

	Consulting - Management
	Management consulting (incl. Financial, Human Resources, Business Strategy, Procurement Strategy) 

	 FORMCHECKBOX 

	Consulting - Right-of-Way
	ROW consultants for resolving land / property owner issues, ROW acquisitions, title examinations, easements, encroachment and damage issues settlement; due diligence and location mapping

	 FORMCHECKBOX 

	Consulting - Safety & Health
	Health and Safety audits; program reviews; risk management; subject matter experts; field HSSE representatives; industrial hygiene; medical surveillance; case management; D&A testing; wellness programs 

	 FORMCHECKBOX 

	Damage Prevention
	Installing or maintaining marker signs or aerial markers; monitoring and observing pipeline encroachment activity; public awareness services; one-call services

	 FORMCHECKBOX 

	Emergency Response
	HazMat and emergency response contractors for spill clean-up and containment

	 FORMCHECKBOX 

	Excavation & Lifting
	Operating, repairing or inspecting heavy equipment (backhoe, trackhoe, ditching machines, dozer, cranes, etc.); soil borings; directional drilling and hydro-excavation

	 FORMCHECKBOX 

	Facilities  - Maintenance
	Field office cleaning; janitorial; minor repairs for electrical; plumbing; carpentry; painting; fencing; gates; pest control; lawn service landscaping; lawn sprinkler maintenance; locksmith; snow removal, etc. 

	 FORMCHECKBOX 

	Flare & Vapor Recovery
	Flare or vapor recovery unit (VCU) installation or maintenance; portable flare system services

	 FORMCHECKBOX 

	Flexible Staffing
	Recruitment and staffing of professional and non-professional flexible staff

	 FORMCHECKBOX 

	General Construction & Maint. 
	Pipeline maintenance; construction; repairs; excavation; ROW maintenance; line locating; welding and fabrication; providing heavy equipment; concrete work; asphalt and paving

	 FORMCHECKBOX 

	General Construction - I&E
	Construction, installation or maintenance of electrical and instrumentation equipment; high voltage switchgear; transformers; UPS, generators

	 FORMCHECKBOX 

	HVAC Maintenance
	Heating and air conditioner repair; maintenance and service at field locations and offices 

	 FORMCHECKBOX 

	Inspection - Field Projects
	Inspectors and job (project) representatives for field construction; welding; x-ray; tanks, underwater navigable waterways and pipelines (incl. non-destructive testing) 

	 FORMCHECKBOX 

	Lab Testing & Sampling
	Hydrocarbon sampling and testing; tank gauging; lab analysis of samples; testing of materials; (e.g. analysis of failed parts, piping or welds; concrete break tests, etc.); soil analysis

	 FORMCHECKBOX 

	Marine - Boats, Barges & Const.
	Barging; barge rental; tug service; dredging and topside construction or maintenance

	 FORMCHECKBOX 

	Painting & Sandblasting
	Painting above-ground facilities, tanks, piping, valves, motors, pumps, control buildings and pipeline spans; sandblasting for pipeline inspection and coating repair work

	 FORMCHECKBOX 

	Piping - External Protection
	Cleaning and coating pipe and pipeline segments

	 FORMCHECKBOX 

	Piping - Internal Integrity
	Pipeline ILI inspections and analyses; pigging (smart, geometry tool, sizing plate); hydrotesting 

	 FORMCHECKBOX 

	Pump & Motor - Repair
	Repair, maintenance, alignment and vibration analysis of large pumps and motors

	 FORMCHECKBOX 

	Right-of-Way Clearing
	Right-of-way maintenance and mowing, tree trimming; valve site and rectifier cleaning and maintenance

	 FORMCHECKBOX 

	Security & Fire Services
	Station and office security/alarm and fire detection and suppression systems and equipment maintenance, repair and installation

	 FORMCHECKBOX 

	Support Services - Project
	Nitrogen purges; de-watering; freeze plugs; scaffolding; surveying; portable toilets; mobile washing

	 FORMCHECKBOX 

	Tank Inspection
	Inspection of storage and staging tanks, incl. API 653 and Maximo annual inspections

	 FORMCHECKBOX 

	Tank  Repair & Construction
	Tank (incl. bottoms, external and internal floating roofs) preparation (e.g., gas freeing and cleaning) and repair (e.g., coatings, seal replacement, welding, fabrication) and new  tank construction

	 FORMCHECKBOX 

	Training - Technical and HSSE
	Health, safety, security, environmental awareness, compliance and technical and/or skills training.

	 FORMCHECKBOX 

	Transportation Services
	Hot shot/expedited delivery services; flatbed hauling; oil field materials and equipment hauling

	 FORMCHECKBOX 

	Underwater / Subsea Services
	Diving; underwater pipeline (or related equipment) installation, maintenance, repair, or inspection and leak detection, use of ROV’s and/or AUV’s

	 FORMCHECKBOX 

	Vacuum &Transport Trucks
	Vacuum, hydrovac and transport tank truck services

	 FORMCHECKBOX 

	Valve & Actuator Repair
	Installation, maintenance, calibration and repair of valves, MOV actuators, control valves and associated equip

	 FORMCHECKBOX 

	Vehicle Maintenance
	Maintenance or repairs of company (or company leased) vehicles, towing services

	 FORMCHECKBOX 

	Waste - General Disposal
	General (non-hazardous) waste hauling, treatment, storage or disposal, permitting, etc.

	 FORMCHECKBOX 

	Waste - Hazardous Disposal
	Hazardous waste hauling, treatment, storage or disposal, permitting, etc. 

	 FORMCHECKBOX 

	Welding
	Specialty pipeline and associated equipment cutting, welding and fabrication


INSTRUCTIONS FOR COMPLETION OF

USPL CONTRACTOR APPROVAL REQUEST FORM
	BP SPONSOR


1.  New Contractors must have a BP Sponsor.

2.  A Sponsor is someone who:


a)  wants to use the contractor


b)  will vouch for the contractor


c)  will see the contractor’s paperwork through the process outlined here


d)  will participate in and/or follow-up on HSSE audits for the contractor

3.  Sponsorships should be included in the MOC whenever there is a personnel change

4.  Sponsor Training is available in VTA as a Computer-based training module.  Sponsors who indicate they have not been trained may refer directly to VTA to complete the module or they will receive an email reminder from Contractor Management to review the VTA course.  

	NEW CONTRACTOR COMPANY INFORMATION


1.  Sponsor/Requester must complete this section as outlined.

2.  Indicate whether this contractor will be used regularly (MSA – Master Service Agreement) or if the intent is to use them for a One Time contract.

3.  Add detail explaining why this contractor is essential to your project.  Explain why another contractor who is in the system will not meet your requirements.

	Contractor HSSE Performance


**Use HSSE field support (Project Coordinators, Safety Coordinators, and Field Advisors) to assist in completion of this section when possible.

Safety Sensitive Work – service work engaging one of the Golden Rules of Safety.

1.  PICS and ISNetworld provide HSSE screening services and information databases.  Many contractors subscribe to these services so that their HSSE statistics will be available to companies such as BP.  

Gather HSSE performance statistics from PICS or ISNetworld.  (Note: Contractors registered in these databases have been screened and do not require our BP Prequalification form)

a)  Check PICS database http://www.picsauditing.com/


b)  Check ISNetworld Database http://www.isnetworld.com/
2.  IF CONTRACTOR IS NOT REGISTERED IN PICS OR ISN

a)  Contact Company representative and ask for appropriate HSSE statistic.  Ask if they have OQ employees and a DOT Drug and Alcohol Program (if applicable).

b)  You should have the HSSE performance data BEFORE getting new contractor approved by management.
c)  If the HSSE statistics are within the PLBU minimum criteria and the Company will be brought in as a new contractor; contact the Contractor Management Team who will begin the notification process to have the contractor register with the appropriate data provider (PICS or ISN). 

3.  Complete all parts of this section with information gathered above.  

4.  Contractors not meeting performance gates (<1.0 EMR and <3.0 OSHA TRIR (Corporate) and <2.0 for BP work) may be approved for use under probationary restrictions


a)  Follow instructions for using a contractor on Probation 


b)  Review reason for probation and why contractor is still necessary

5.  Questions should be directed to field Safety Coordinators, HSSE Project Coordinators or Contractor Management Coordinator or Specialist. 

	ESTIMATED SPEND AND TRANSACTIONS


1.

	Comment or Concerns:


1.  Use this section to add any useful information that may help the Manager who approves this contractor, the Procurement staff that must write the contract, or the Contractor Management staff who validate the HSSE data.

2.  If contractor does NOT meet PLBU HSSE Performance Gates, and will be placed on probation, include comments here addressing the situation and the status of the Performance Improvement Plan required for probationary contractors.

	APPROVAL


1.  An appropriate member of management is asked to approve the use of new contractors

2.  The Manager should: 

a)  agree that the new contractor is absolutely required,

b)  review the HSSE stats, 

c)  ask to see Improvement Plan if contractor is to be used while on Probation

d)  provide assurance that BP Sponsor information provided is accurate and appropriate

	PROCESSING  


1.  Route copies of the Contractor Approval Request Form and pertinent back-up information to Procurement representative and Contractor Management Specialist, as indicated on form.

2.  Procurement will write the contract and add contractor to the either CST or Click CSM.  

3.  Contractor Management Specialist will validate & load HSSE statistics to CST or Click CSM.
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