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a. Open Box and identify all items in the box. 
b. Compare all items in the box with the inventory sheet found within each box.  

(if not in the box go to corresponding file in drawer) 
c. Check each box and equipment for the following; 

i. Check each desiccant pack for current life span date. Replace if out 
of date or saturated. 

ii. Check the box and equipment for, mold, rust, or dirty items. Remove 
and clean as needed.  

iii. Check the box for dirt and debris. Remove and clean as needed. 
d. Document all items found on the inventory list that are in the box.  This is 

accomplished by placing a check mark or “X” in the box in front of the item 
number on the inventory sheet. 

e. If all items in the box are accounted for on the inventory sheet, update the 
sheet with the inventory date and printing your name at the location 
indicated on the inventory sheet. and prepare box for reload; 

f. Take the inventory sheet to a Logistics manager and have them update the 
data base and print out 2 copies of the new inventory sheet. 

i. Place a copy in box,  
ii. The box is ready to reload. 

g. Take the original inventory sheet and the second copy of the new inventory 
sheet and update the corresponding file in the drawer. 

i.   Update the date 
ii. Update what was done inventory, maintenance, rehab 
iii. Remove previous versions of inventory sheets 
iv. Recycle old copies of inventory sheets 

h. If the box has any missing items, any items in disrepair or expired items 
i. Provide written documentation of missing items, items needing repair, 

or expired items to full time staff members. 
ii. Documentation needs to include specific box and inventory 

information for tracking, repair or ordering information. 
iii. Identify the box that needs additional attention due to inventory 

updating prior to placing into the load plan. Once the additional 
attention has been corrected, the box is prepared to reload 

iv. See Items; ( a. through g.- iv. ) 
i. All inventory information will need to be updated in the NE-TF1 Data base 

and any changes to the load plan must be updated and documented in all 
required documentation. 

 


