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DLA FORM 2061, MAY 2023
 RESPONSIBLE OFFICER (RO) / TERMINAL MANAGER (TM) / RESPONSIBLE 
PERSON (RP) DAILY DOCUMENT REVIEW CHECKLIST
Prescribed by:  DoDM 4140.25 and Energy P-7
Sponsor:  DLA Energy
SECTION I - HEADING
SECTION II - INSPECTION ITEMS
RO/TM MUST WRITE IN 2ND LEVEL REVIEWER'S NAME, THEN INITIAL TO CONFIRM COMPLETION OF THE REVIEW.  (Enter N/A for tasks not applicable at the DFSP.)
4
A. Reviewed all applicable accounting documents for completeness and accuracy, and compared each to what was processed in the Accountable Property System of Record (APSR).
B.  Where EPoS devices are used, compare all automated transactions in the EPoS Transaction Summary for completeness and accuracy, and compare each to the transactions processed in APSR.
C.  Where EPoS devices are used to manually record transactions, compare all supporting manually prepared documents to the EPoS Transactions Summary for completeness and accuracy, and compare the EPoS transactions to each transaction processed in the APSR.
D.  Ensure suspended or rejected transactions are identified and being actively worked. 
5
Compared and verified DD Form 2921 and/or Automatic Tank Gauge (ATG) Summary Report quantities against APSR product ledgers; signed and dated DD Form 2921 and/or ATG Summary Report.
6
Recorded daily inventory includes total physical quantities in all active storage tanks, pipelines, manifolds, breakout tanks, and refueling vehicles per product.
7
DAILY GAINS/LOSSES EXCEEDED TOLERANCE FACTORS:  (CHECK ALL THAT APPLY)
A. Investigated to determine cause
B. Determined and applied remedy
C. Findings filed in daily document folder
D. Notified appointing authority
8
IN-TRANSIT GAIN(S) OR LOSS(ES) EXCEEDED ALLOWABLE VARIANCE:  (CHECK ALL THAT APPLY)
A. DD Form 361, Transportation Discrepancy Report completed
B. Shipper and DLA Energy Region notified
9
MANUAL GAUGING CONDUCTED AND DOCUMENTED:  (CHECK ALL THAT APPLY)
A. ATG faulty and/or quantities suspected of inaccuracy
B. ATG Summary Report reflects I/O failure
C. Help Desk ticket generated for faulty or inoperable ATG(s)
D. Help Desk Ticket Number:
E. Help Desk Ticket Status:
SECTION III - SIGNATURE
INSTRUCTIONS
Section I - Heading
1. Enter Department of Defense Activity Address Code
2. Enter 5 digit Julian date for documents being reviewed                                                                                           3. Enter calendar date for documents being reviewed
Section II - Inspection Items
4. Items 4 through 6 require a 2nd level review.  Reviews cannot be done by the same person that input the transactions into the APSR.  The RO/TM must write in the second level reviewer's name then initial to confirm of completion the reviews.  Review all applicable accountability documents such as DD Forms 250, 2921, & 1898; DLA Form 2046; local forms such as consolidation log; etc. for accuracy, completeness, and legibility.  Enter N/A if not applicable.
5. Compared and verified DD Form 2921 and/or Automatic Tank Gauge (ATG) Summary Report quantities against
    Accountable Property System of Record (APSR) product ledgers; signed and dated DD Form 2921 and/or ATG
    Summary Report, when necessary.
6. Ensure recorded daily inventory includes total physical quantities in all active storage tanks, pipelines, manifolds,
    breakout tanks, and refueling vehicles per product.
7. Determine if daily gains and/or losses exceeded the local daily limit per product established by Paragraph 7.1 of
    DoDM 4140.25, Volume 9.  If so, follow guidance of DoDM 4140.25, Volume 11.
         A. Has the root cause(s) been determined?          B. Has a remedy been determined and applied to prevent further gain/loss?          C. Were the findings filed in the applicable daily folder?          D. Was the RO appointing official notified? (for sites with less than 5 FTEs or segregation of duty waivers)          E. Use the notes section to briefly explain investigation details, status, findings, etc.
8. Did in-transit gains/losses exceed the standard allowable tolerance factors listed in Table 1 of DoDM 4140.25,   
    Volume 11?          A. Was a DD Form 361, Transportation Discrepancy Report filled out for in-transit gains/losses?          B. Were the shipper and DLA Energy Region Office notified?
9. Did DFSP conduct manual gauging?  If yes, were recordings documented in feet, inches, and 1/8"" or 3/16"" on DD
    Form 2921 and/or ATG Summary Report?
         A. Was manual gauging a result of a faulty ATG or suspected quantity inaccuracy?
         B. Was manual gauging a result of an ATG Summary Report reflecting I/O failure?
         C. If an ATG is suspected of inaccuracy or an ATG Summary Report reflected I/O failure, was a helpdesk ticket
            created?
         D. Provide helpdesk ticket number (i.e., REF00000123456 or INC0000012345).
         E. Provide helpdesk ticket status.  OPEN if ATG is still inoperable / CLOSED if ATG operation has been restored
10. Use this MEMO section to record additional notes.
Section III - Signature                                                                                           11. RO/TM signature stating completion of checklist items.
12. Printed RO/TM name.
13. Date RO/TM completed review of documents.         
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