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GENERAL

The Account for Bulk Petroleum subcourse is part of the Unit Supply Specialist MOS 76Y Skill Level 3 Course.  It is designed to teach the knowledge necessary for performing tasks related to accounting for bulk petroleum.  The subcourse is presented in one lesson corresponding to the terminal learning objective as indicated below.

Lesson 1: ACCOUNT FOR BULK PETROLEUM

TASK: Account for bulk petroleum.

CONDITIONS: You are given information and figures describing procedures for adjusting the quantity of bulk petroleum at the end of the month.  You must account for bulk petroleum.

STANDARDS:  Demonstrate competency of the task skills and knowledge by correctly responding to the multiple-choice test covering accounting for bulk petroleum.

(This objective supports SM Task 101-521-3151, Account for Bulk Petroleum.)
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INTRODUCTION TO ACCOUNT FOR BULK PETROLEUM

In this subcourse, you will learn the procedures to account for bulk petroleum at the installation or unit level.  You will learn the types of property records that must be maintained and touch briefly on how to correct volume.

ACCOUNT FOR BULK PETROLEUM

In Lesson 1, you will learn how to account for bulk petroleum.

To understand the procedures to account for bulk petroleum, you must be able to:

1.
Prepare property book pages for each type or grade of bulk petroleum.

2.
Post receipts and issues to property book pages.

3.
Review daily issue sheets for accuracy and post the monthly abstract.

4.
Assign document numbers to monthly abstract and document register.

5.
Assign a document number to the completed monthly abstract and post the document number to the document register.

6.
Post the total issues from the monthly abstract to the property book.
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LESSON 1

ACCOUNT FOR BULK PETROLEUM

TASK

Account for bulk petroleum.

CONDITIONS

You are given information and figures describing procedures for adjusting the quantity of bulk petroleum at the end of the month.  You must account for bulk petroleum.

STANDARDS

Demonstrate competency of the task skills and knowledge by correctly responding to the multiple-choice test covering accounting for bulk petroleum.

REFERENCES

AR 340 series, Office Management

AR 703-1, Coal and Petroleum Products Supply and Management Activities

AR 710-2, Supply Policy Below the Wholesale Level

AR 735-5, Basic Policies and Procedures for Property Accounting

AR 735-11, Accounting for lost, Damaged, and Destroyed Property

DA Pam 703-1, Accounting for Bulk Petroleum at Unit and Installation Levels

DA Pam 710-2-1, Using Unit Supply System: Manual Procedures

FM 10-18, Petroleum Terminal and Pipeline Operations

FM 10-69, Petroleum Supply Point Equipment and Operations

SB 700-20, Army Adopted/Other Items Selected for Authorization/List of Reportable Items
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Learning Event 1:

ACCOUNT FOR BULK PETROLEUM

Bulk Petroleum Accountability

Due to the rise in the price of petroleum, oils, and lubricants (POL), efficient management is imperative.  Bulk petroleum must be carefully accounted for.  Sometimes this is the job of supply noncommissioned officers (NCOs).  You will only be required to account for POL when your unit has facilities for dispensing bulk fuel.  Normally in the continental United States (CONUS), each post or station operates a bulk dispensing point.  However, you may be assigned to an overseas unit that has a bulk petroleum capability.  In this case, you must know how to maintain accurate accountability records.  This subcourse introduces you to bulk petroleum supervision and accountability.  It will explain the basic forms and methods used to account for bulk petroleum products.

Establishing and Maintaining Property Book Accountability

A separate DA Form 3328 (Property Record) is prepared for each type and/or grade of bulk petroleum authorized for storage.  Figure 1 gives instructions for completing DA Form 3328.  The property record is posted upon receipt of bulk petroleum.  A new property record is prepared when the old property record becomes torn, mutilated, or filled.  Issue, receipt, and adjustment documents are recorded on a separate (class 3 only) nonexpendable DA Form 2064 (Document Register for Supply Actions), hereafter referred to as a document register.  A separate block of document numbers is used.  Posted documents are placed in the supporting document file.  If authorized by the organization commander, property records of bulk petroleum may be maintained at the bulk dispensing facility.  However, the property book officer (PBO) still retains property book accountability for these supplies.  He is also responsible for the proper maintenance of related records.

Accounting for Receipts of Bulk Petroleum

Receipts for bulk petroleum are posted to the property book as transactions occur.  They are posted to the appropriate property record in the same manner as nonexpendable items.  A document register is established for posting and control of documents.  The receipt document is annotated with the date and initials of the individual who posted the property book pages.  The example in Figure 2 aids you in posting receipts to the property book pages.  The completed request is filed as a supporting document in the POL document file.
-Quantity differences.  Differences between the quantity received and the quantity recorded on the receipt document must be resolved by direct contact with the accountable officer of the supply support activity (SSA).  Required adjustments must be made prior to posting the property book.  (See AR 735-11.)
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FIGURE 1.  INSTRUCTIONS FOR COMPLETING DA FORM 3328.

[image: image2.png]The numbers on DA Form 3328 correspond to the stepstlisted below.
-Block 1. Enter the Julian date the page is prepared (ink entry).
-Block 2. Enter O or the balance from old page (ink entry).
-Block 3. Enter the date the transaction was posted.

-Block 4. Enter the document number assigned to the document or
transaction affecting the property book (ink entry).

-Block 5a. Enter the quantity received (as required) (ink entry).
-Block 5b. Enter the quantity issued (as required) (ink entry).
-Block 6. Enter the adjusted balance.

-Block 7. Enter the unit identification code (UIC) (ink entry).

-Block 8. Enter authority; i.e., letter authority date (pencil
entry).

-Block 9. Enter the national stock number (NSN) (ink entry).
-Block 10. Enter the unit of issue (UI) (pencil entry).
-Block 1l. Enter the computed allowances (pencil entry).

-Block 12. Enter the logistics control code (LCC) from SB 700-20
(pencil entry).

-Block 13. Enter the physical security/arms ammunition, and
explosives security risk/pilferage code (SEC) from SB
700-20 (pencil entry).

-Block 14. Enter the item nomenclature. Include type and grade.
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FIGURE 2.  DA FORM 3328, PROPERTY RECORD.
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-Volume correction.  Measured volumes of bulk petroleum products, other than residual fuels, which equal or exceed 3,500 gallons are corrected to 60°F.  Measured volumes of such fuels are determined on an actual volume basis without correction of temperature.  Local commanders in geographical areas where ambient temperatures are consistently below 60°F may elect and are authorized to correct all measured volumes of government-owned products to 60°F.
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Accounting for Daily Issue of Bulk Petroleum

Accountable officers operating petroleum dispensing facilities maintain a record of all individual issues on DA Form 3643 (Daily Issues of Petroleum Products)(Figure 3).  Each issue to a user from the dispensing facility is recorded on DA Form 3643.  A separate form is prepared and used for each day.  Your responsibility as a supply sergeant (property book management) is to review DA Form 3643 for completeness and accuracy.  The authorized representative of the supported activity receipts for issue.  Cumulative daily issues reflected on DA Form 3643 are totaled and posted daily to DA Form 3644 (Monthly Abstract of Issues of Petroleum Products and Operating Supplies) by the dispensing facility.  DA Forms 3643 are attached to the DA Form 3644 they support or they may be filed separately when clear reference to their location is made on DA Form 3644.

Accounting for Monthly Issue of Bulk Petroleum

At the close of business on the last day of each month, the operator of the dispensing point turns in to the property book section that month's DA Form 3644.  Along with DA Form 3644, supporting DA Form 3643 documents are included.  These must be reviewed for completeness and accuracy.  Daily issues of POL have been totaled and posted to the DA Form 3644.  Figure 4 shows a completed DA Form 3644.

Posting to the Document Register

A document number is assigned from and recorded in the document register.  The annotated DA Form 3644 is posted to the applicable property book page and filed as a supporting document.

Posting Issues to the Property Book

Posting is the same as for nonexpendable property, using the turn-in column for issues.  The property book balance reflected after issues are posted is commonly referred to as the book balance.
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FIGURE 3.  DA FORM 3643, DAILY ISSUES OF PETROLEUM PRODUCTS.
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FIGURE 4.  DA FORM 3644,MONTHLY ABSTRACT OF ISSUES OF

PETROLEUM PRODUCTS AND OPERATING SUPPLIES.
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Lesson 1/Practice Exercise

PRACTICE EXERCISE FOR LESSON 1
Instructions:

You have just finished reading the instructional material for Lesson 1.  This lesson covered accounting for bulk petroleum.  It is now time to check your understanding of the lesson.  This is done by completing the practice exercise below.  Read the information provided and complete all requirements.

When you have completed the requirements, turn the page and check your answers against the correct responses.  Each correct response is referenced to specific portions of the lesson material so that you can review any questions you have missed or do not understand.  When you have completed this practice exercise, you should review all of the subcourse material before starting the posttest.

Situation.  You are assigned as S4 NCO for the 6th Supply and Transport (S&T) Battalion, UIC WQYJTO.  Your battalion has just moved into a new battalion motor pool that has a POL distribution point.  The distribution point can store 10,000 gallons of motor gasoline (MOGAS) and 10,000 gallons of diesel fuel.  Request and receipt of petroleum have occurred.  See Figure 1PE, DA Form 2064.  The Julian date is X121.  Document numbers to be used for POL are 2001 through 2999.  Authority is a letter from HQ, QMCFS, 15 Mar XX.  Old pages were mutilated.

REQUIREMENT 1.  Remake DA Forms 3328 for each type or grade of bulk petroleum.  Use Figures 2PE and 3PE.

REQUIREMENT 2.  The balance brought forward for gasoline is 1,750 gallons.  The balance brought forward for diesel is 2,100 gallons.  Post balances brought forward and receipts to the applicable property book page using Figures 2PE and 3PE.

REQUIREMENT 3.  The POL distribution clerk gives you the daily issues of petroleum sheet (DA Form 3643) Figure 4PE.  The date is 31 May XX (X151).  Review DA Form 3643 (Figure 4PE) for completeness and accuracy.  Circle the errors and post the issues to the monthly abstract of petroleum issues.

REQUIREMENT 4.  Total the quantities on DA Form 3644 in Figure 5PE and post the monthly abstract to the document register (Figure 1PE).  Julian date is X151.  This document is the first one for the day.

REQUIREMENT 5.  Post issues to applicable property book pages.  Use Figures 2PE and 3PE.
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FIGURE 1PE.  DA FORM 2064, DOCUMENT REGISTER FOR SUPPLY ACTIONS.
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FIGURE 2PE.  DA FORM 3328, PROPERTY RECORD.
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FIGURE 3PE.  DA FORM 3328, PROPERTY RECORD.
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FIGURE 4PE.  DA FORM 3643, DAILY ISSUES OF PETROLEUM PRODUCTS.
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FIGURE 5PE.  DA FORM 3644, MONTHLY ABSTRACT OF ISSUES OF PETROLEUM

PRODUCTS AND OPERATING SUPPLIES.
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Lesson 1/Practice Exercise Answers

ANSWER SHEET FOR PRACTICE EXERCISE

Lesson 1

FIGURE 1PES.  DA FORM 3328, PROPERTY RECORD.
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Lesson 1/Practice Exercise Answers

FIGURE 2PES.  DA FORM 3328, PROPERTY RECORD.
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Lesson 1/Practice Exercise Answers

FIGURE 3PES.  DA FORM 3643, DAILY ISSUES OF PETROLEUM PRODUCTS.
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Lesson 1/Practice Exercise Answers

FIGURE 4PES.  DA FORM 3644, MONTHLY ABSTRACT OF ISSUES OF PETROLEUM

PRODUCTS AND OPERATING SUPPLIES.
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FIGURE 5PES.  DA FORM 2064, DOCUMENT REGISTER FOR SUPPLY ACTIONS.
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