ALCOHOL LAW ENFORCEMENT

TITLE AND NUMBER:
Inventory Control Log

AL-19

TYPE OF DOCUMENT:


Excel

PURPOSE AND USE:
To provide inventory control of division equipment

NUMBER TO BE COMPLETED:

One (1)

COMPLETION:



Agent who signs equipment out or in

DISPOSITION:



District office

REQUIRED ATTACHMENTS

AND SUPPORTING DOCUMENTS:
None

NOTES:
Inventory control log shall be maintained at the district office and kept accessible to agent’s 24 hours a day.
Completion Instructions:

1. Item: Any unassigned special equipment (ex: vehicle, night vision goggles, surveillance van, etc) assigned or temporarily assigned to the district

2. Date/time out: Date and time item was taken for use 

3. Date/time in: Date and time item was returned

4. Agent: Agent who assumes custody of item

5. Item condition: Use the following condition codes to describe the condition of items being used:

(N) New – Item is new or like new condition, no major defects, scratches, dents.  Item is in good working condition

(G) Good – Item is not new but is in good working condition, may have some minor damages due to normal wear and tear

(F) Fair – Item is in working condition but has more significant damages due to long term wear and tear

(P) Poor – Item is in need of repair or replacement.  When items are marked with a (P) the agent should contact a supervisor or assistant supervisor 

6. Ending mileage: Ending mileage of vehicle upon return (if applicable)

7. Refueled (yes/no): Note if vehicle was refueled (if applicable)

