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DEPARTMENT OF CORRECTION 

DAILY CONTRACTOR TOOL & EQUIPMENT INVENTORY 
 

The contractor tool/equipment form shall be completed and signed by all contractor personnel prior to 
entering a DOC facility. The following requirements apply: 
 

1. An original signed and dated tool/equipment form shall be prepared each day. 
2. This form shall serve as an inventory of all work and personal equipment carried into a 

Department of Correction facility and will serve to ensure that the inventoried equipment is 
removed from the facility at the end of the work day. 

3. Each piece of work and personal equipment noted on this form shall be described in sufficient 
detail so that it can easily be identified and matched to the inventory by a Department of 
Correction staff. 

4. Department of Correction strongly recommends that when work/personal equipment is to be 
carried into a Department of Correction facility on a repetitive basis, the equipment be marked 
with a unique identifier (e.g. personnel initials + number) so that it can be matched to the same 
unique identifier noted on the tool/equipment form. 

5. Prior to entering and exiting secured areas of a Department of Correction facility, the daily 
tool/equipment inventory shall be reviewed and signed by the escorting officer. 

6. If, prior to exiting a secured area, the preparer of this form determines that he or she cannot 
account for each piece of equipment, then he or she shall immediately notify the escorting  
officer. 

7. If, prior to exiting a secure area, a Department of Correction staff  cannot identify each tool or 
piece of equipment and reconcile it to the items inventoried on this form, then the Department of 
Correction staff  will hold the group of contractor employees in the secure area until the 
discrepancy is resolved. 

8. The following list of tools and equipment is representative of the items inventoried on the form.  
All tools and equipment being brought into the institution will be inventoried. Every job box will 
have an exact inventory of all tool boxes and equipment stored in that box. The box must be 
lockable and remained locked when not in use. There are no exceptions to this rule. List all 
tools for example hand tools (ex. hammers, pliers, wrenches, and screwdrivers), electrical tools 
(ex. measuring equipment, splicing equipment), power tools (ex. drills, saws demolition 
equipment) and supplies (saw blades, drill bits, fasteners).  List all other equipment (ex. two –way 
radios, writing pads, pens, pencils, etc). However, the list may be expanded to cover equipment 
specific to a scope of work or project. 

9. Items not permitted include, but are not limited to: firearms, medicines, pocket knives, leather 
man tools, tobacco, matches, lighters, gum, beer, alcohol of any kind, glass bottles or containers, 
aluminum cans, metal knives spoons or forks, music radios, i-Pods, newspapers, fliers, or 
magazines. 

10. Laptop computers, cameras, cell phones, and pagers are restricted items and their use can only be 
approved in writing, in advance by the Warden or his designee. Failure to declare an item at the 
sally port will result in that item being confiscated. 

 
 
 
 
Contractor Name: ___________________________   Signature & Date: ________________________ 
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Tool and Equipment Inventory  
 

IN OUT 
Date  Date  

Contractor Name 
and Signature 

 Contractor Name 
and Signature 

 

Staff Signature  Staff Signature  

Time IN  Time OUT  

  

Item Description 
Size, Type, Color or 

Other Identifying 
Information 

Quantity Unique Identifier Verify 
(check) 
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Quantity Unique Identifier Verify 

(check) 

     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
 


	ATTACHMENT 1_DOC SECURITY CLEARANCE APPLICATION_MARCH 2016
	ATTACHMENT 2_DOC PREA ACKNOWLEDGMENT FORM_MARCH 2016
	ATTACHMENT 3_DOC DAILY CONTRACTOR TOOL IVENTORY FORM_2013
	Tool and Equipment Inventory




