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Requesting an Assignment: 

1. Select ‘Contract Management’ followed by ‘Request for Service (RFS)’: 

 
 
 

2. Select the relevant firm service type under either Temporary or Permanent Assignment: 
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3. Input assignment information and select ‘Find Eligible Contracts’: 
• Additional Email Address – all notifications for this request will be sent to this 

email in addition to primary contract contact. 

 
 

5. Hit ‘Submit’ to complete the request. A summary is displayed and an email is sent to the 
primary contact(s) for the assignee to accept the assignment: 

 

4. Select desired contract(s) and quantity: 
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Accepting an Assignment: 
 

1. Select ‘Contract Management’ followed by ‘Outstanding Assignments’: 

 
2. Filter search results if required and select ‘Search’: 

3. View list of assignments and select ‘Accept / Reject’ button on desired assignment: 
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4. Select ‘Accept’ or ‘Reject’ button on assignment: 
 

5. The assignment(s) has now been Accepted or Rejected and an email has been sent to 
the Assignor: 
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Requesting a Transfer, Out/Back Transfer, or Transfer to Storage: 
 

1. Select ‘Contract Management’ followed by ‘Request for Service (RFS)’: 

 

2. Select the relevant firm service type under either Transfer or Out/Back Transfer: 
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3. Input transfer information and select ‘Find Eligible Contracts’: 
• Email Address Option – all notifications for this request will be sent to this email 

in addition to primary contract contact. 

4. Select contract(s) and quantity: 

 
 

5. Hit ‘Submit’ to complete the request. A summary is displayed and the request is sent to 
NGTL for evaluation: 

 
 
*Please Note: Transfers to storage that use volume from Temporary Assignments need to be entered by NGTL 
Contracting  (contact ngtl_contracting@tcenergy.com) if the request is less than 40 days and for transfer will be for the 
length of the assignment.

mailto:ngtl_contracting@tcenergy.com
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Requesting a Transfer, Out/Back Transfer, or Transfer to Storage off a Temporary Assignment: 
 

1. Out/Back transfers can be done following the same steps from Requesting a Transfer or 
Out/Back Transfer instructions beginning on page 6. 

2. *New Feature* Transfers off a Temporary Assignment – Contracts off temporary assignments 
that have 40 days or less remaining on the assignment can now be permanently transferred to a 
new location. At the end of the Temporary Assignment, the total volume will return to the original 
location with the assignor. 

3. Select the relevant firm service type under Transfer: 
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4. Input transfer information and select ‘Find Eligible Contracts’: 
• *New Feature* if the assignment has more than 40 days remaining No Eligible 

Contracts Available alert will pop up after Find Eligible Contracts is selected. 
 

5. Select contract(s) and quantity: 
• *New Feature* Contract from TA column. Will indicate any contracts that are connected 

to a Temporary Assignment. 
 

 
6. Hit ‘Submit’ to complete the request. A summary is displayed and the request is sent to NGTL 

for evaluation. 
 
7. For transfers to storage from a temporary assignment, if the assignment has less than 40 

days remaining and the transfer will run for the entirety of the remaining days of the 
assignment, the request will need to be entered by NGTL Contracting (please contact 
ngtl_contracting@tcenergy.com) .

 
 

mailto:ngtl_contracting@tcenergy.com
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Find Request Information in ‘Browse RFS’: 
 

1. Select ‘Contract Management’ followed by ‘Browse RFS’: 

2. Populate the desired fields to refine and then select ‘Search’: 
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3. View list of requests where you can: 
A. Click ‘Download CSV’ to export entire list as an excel file 
B. Click  the request number  to view more detailed request information 
C. Click  ‘View Document’ to view the associated document/contract 
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