Equipment Inventory Instructions and Explanations
· Pre-Program

· As your cache is prepared, we will mark the ‘# sent’ column for each item. If you see items unmarked, it is supposed to mean that those items are already on site or unnecessary for your crew.
· After your cache is prepared, a copy of your inventory stays in NH and you get the original.  Along with the inventory, you will receive a # of repair tags and shipping labels.
· Requested items (sleeping bags, Dutch ovens, etc…) that are sent after the main cache has been shipped should be marked down on your copy as they arrive.
· Put this sheet away and in a safe and dry place- you are going to need it in a few weeks!
· Post-Program
First, congratulations on your successes!!! And then begins the fun…
· At the end of the program, Clean and Dry Everything!!! Throw out broken items and find new homes for left-over food. 
· Take those repair tags, tie them onto the tents, H2O filters, and stoves, and then fill them out.  Let us know what’s broken (trying to be as specific as possible!), 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 (unloading 60+ caches is made more fun when you don’t know what’s wrong with the equipment!)
· As you go through the gear, mark what’s staying 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, whether it’s being sent to SCA or staying in the field-this is very IMPORTANT!!! This helps us track what’s in the field and if there are errors here, it leads us to sending or not sending equipment to your site the next year.  It seems simple, but every year we have crew leaders who do not fill this out and we have no idea what is in that cache.
·  Make sure your cache is in good shape- would you want to unpack this cache in a few weeks or would like to be a crew leader that has to go through this cache in a year?  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, either send it to SCA for repairs or get rid of it (recycling first, if possible)!  We would much rather have to send out a new tent in advance of a crew vs. having to overnight a new tent because of a bad tent in the cache.
· Regardless of whether the main cache is staying or not, DromLites, backpacking stoves, hiking filters, requested gear, and, if you have a bear set-up, need to all be sent back to NH at the end of the program.  Send this form in with that equipment, along with first aid kits, LOL’s, CL Handbooks, etc… at the end of the crew or season. 
· It might take some extra time, but a well prepared and documented cache will make life easier for everyone!  Thank you!
