Equipment Inventory Instructions and Explanations
· Pre-Program and Throughout Program
· As your cache is prepared, we will mark the ‘# sent’ column for each item on the Inventory Sheet. If you see items unmarked, it is supposed to mean that those items are unnecessary for your team. A copy of your inventory remains in NH and you get the original- please stow this in a safe, dry place. Along with this sheet, you will also receive repair tags in this packet. 
· Please inspect the gear and make sure the Inventory Sheet is accurate; if big-ticket items (tents, filters, stoves) are missing or not functioning, please contact Warehouse staff immediately and a replacement will be sent.   
· If during your program, gear is damaged or destroyed, please contact Warehouse staff and we will assist as needed. 
· Post-Program
First, congratulations on your successes!!! And then begins the fun…
· At the end of the program, CLEAN AND DRY EVERYTHING!!!  Recycle any broken items and throw out what can’t be recycled. Do not send back empty propane canisters, bent tent stakes, dirty band-aids, tupperware, food items, spices, etc…
· Take those repair tags, tie them onto the tents, H2O filters, and stoves that need attention, and then fill them out.  Let us know what’s broken (trying to be as specific as possible-“torn leather pump cup” as opposed to “doesn’t work”), the condition of the item, and please put your program code on them. It may take some additional time, but it really helps us out when it comes to unpacking everything.
· As you go through the gear, mark what’s staying/being recycled /destroyed and what’s heading back to SCA on the right hand side of the sheet, as well as the items’ conditions.
· Please fill out columns for every item. In the condition column, A=Good, B=Fair, C= Poor. The ID # is only found on MSR filters and stoves, tents, 1st Aid and Repair Kits, and books; it refers to the 3 or 4 digit # found on the items’ barcode or written on its stuff sack.   
· Make sure your cache is in good shape- would you want to unpack this cache in a few weeks?  Wet tents, propane hoses in with cooking supplies (rotten egg-smelling dishes?), dirty dishes, and broken equipment will not make anyone happy.  If you feel that you could not use an item again but it is repairable, either send it to SCA for repairs or get rid of it (recycling first, if possible). If you must send wet gear, please mark containers clearly so that we know to open those boxes immediately. 
· When everything is ready to be shipped, please follow the directions given to you by your Program Coordinator or Manager.  Typically this is sending the gear cache back to NH (address below) via (ONLY) Fed Ex Ground and putting the expense on your Chase Card.  Please check with your Program Coordinator or Manger before sending the cache-this is to make sure everything gets back to SCA in an efficient and cost-effective manner
· It might take some extra time, but a well prepared, cared for, and documented cache will make life easier for everyone!  Thank you!
· If you have any questions about repairs, replacements, shipping, and/or other gear related concerns, please contact the SCA Equipment Warehouse staff. If there is a non-business day emergency or need for assistance, please feel free to contact Nelson at any time.
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