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ACCOUNTABLE PROPERTY SYSTEM OF RECORD (APSR) DAILY, WEEKLY, MONTHLY, ANNUAL ROUTINE TASK CHECKLIST
STEP
DAILY TASKS
COMPLETED
NOT APPLICABLE
1
Reviewed APSR Dispatch; confirmed all billing information was correctly annotated.
2
Verified transactions were transferred to the APSR Accounting Module.
3
Verified all service station transactions were downloaded (from mobile and fixed facilities).
4
Verified service station transactions were uploaded into the APSR Accounting Module.
5
Verified all service station financial data is annotated correctly in the APSR.
6
Verified physical inventories reflect all capitalized products; accurate refueling unit and pipeline inventories are included.
7
If MANUAL gauging was required, verified a DD Form 2921 was completed.
8
If ATG's were found inoperable/uncalibrated, verified the DLA Energy Help Desk was contacted and a help ticket was assigned.
9
Verified completeness and accuracy of any manual transactions entered into the Accountable Property System of Record Accounting Module; (Receipts/Shipments, Determinable, Inventory Adjustments, etc.).
10
Verified fuel grade changes/determinable transactions were documented on a DD Form 1348-8.
11
Ensured daily gain(s)/loss(es) exceeding established limit investigated to determine cause and documented.
12
Ensured accounts were reconciled and inventories processed to the APSR enterprise.
13
Ensured any fuel spills were reported according to policy.
14
Ensured the document control file was assembled and reviewed for accuracy.
15
Ensured all databases were backed up.
16
Completed, signed, and dated the DLA Form 2061 (RO/TM Daily Document Review Checklist) as required by policy.
STEP
Weekly Close Out Procedures
COMPLETED
NOT APPLICABLE
1
Ensured all daily closeout/accounting procedures were performed.
2
Ensured all databases were backed up.
STEP
Monthly Close Out Procedures
COMPLETED
NOT APPLICABLE
1
Ensured all databases were backed up.
2
Verified all DD Form 1348-8 and DLA Form 2056 EOM checklist have been completed, signed, and dated by RO/TM, filed in the document control file and sent to DLA Energy Region office.
3
Ensured Non-DoD Sales Documents (2AF DODAAC) were submitted to DLA Finance Energy-F8-FR.
STEP
Annual Close Out Procedures
COMPLETED
NOT APPLICABLE
1
Perform End of Year (EOY) close out procedures according to DLA Energy's EOY instructions.
2
Back up all data bases.
3
Review last 12 months of EOM reports to ensure all accounts remain reconciled.
Table of tasks for Daily, Weekly, Monthly and Annual Tasks and Close out Procedures.
INSTRUCTIONS
DODAAC - Enter the DFSP Department of Defense Activity Address Code.
Daily Closeout Procedures
STEP 1 - Compare each APSR dispatch log transaction to the corresponding DD Form 1898; ensure the billing information matches.
STEP 2 - Ensure each APSR dispatch log transaction was transferred the APSR Accounting Module.  Investigate when transactions are missing or in error; make necessary corrections.
STEP 3 - Ensure service station and mobile transaction files were downloaded for the specified day.
STEP 4 - Ensure each service station and mobile transaction from the respective download file was uploaded into the APSR Accounting Module.
STEP 5 - Review each service station and mobile unit transaction; ensure each contains the required financial data.
STEP 6 - Review each APSR ledger; ensure the physical inventories reflect all capitalized products, and accurate refueling unit and pipeline inventories.                                    
STEP 7 - If manual gauging was required, ensure a DD Form 2921 was completed.
STEP 8 - If ATGs were inoperable/uncalibrated, ensure a help desk ticket was assigned.
STEP 9 - Review each APSR product ledger; verify the accuracy and completeness of any manual transactions entered (Receipts/Shipments), Determinable, Inventory Adjustments, etc.)
STEP 10 - Verify that all APSR fuel grade changes/determinable transactions were documented on  DD Form 1348-8.
STEP 11 - Review each APSR ledger; ensure daily gain(s)/loss(es) exceeding established limits were investigated to determine the cause and documented.                           
STEP 12 - Review each APSR ledger; ensure accounts were reconciled and inventories processed to the APSR enterprise.
STEP 13 - Review each APSR ledger; ensure any recorded fuel spills were properly reported.
STEP 14 - Ensure the document control file was assembled and reviewed for accuracy.
STEP 15 - Ensure all databases were backed up.
STEP 16 - Ensure the RO/TM has properly filled out, signed, and dated a DLA Form 2061 (RO/TM Daily Document Review Checklist) as required.
                  
Weekly Closeout Procedures
                                                                                           
STEP 1- Ensure all daily closeout/accounting procedures for the week were performed.
STEP 2 - Review backup medium; ensure all databases were backed up.
                                                                                          
Monthly Closeout Procedures
                                                                                          
STEP 1 - Review backup medium; ensure all databases were backed up.
STEP 2 - Review the DD Form 1348-8 and the DLA Form 2056 (RO/TM End-of-Month Reconciliation Checklist); ensure the completed forms are in the document control file and copies sent to the respective DLA Energy Region office.
STEP 3 - Ensure that Non-DoD sales documents (2AF DODAAC) were submitted to DLA Finance F8-FR.
                                                                                          
Annual Closeout Procedures
                                                                                          
STEP 1 - Ensure all EOY closeout procedures are completed; follow specific DLA Energy instructions.
STEP 2 - Ensure all databases have been backed up.
STEP 3 - Ensure all accounts remain reconciled; review last 12 months of EOM reports.
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