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REFERENCE:

POLICY

The Sheriff's Office Warehouse provides supplies and equipment throughout the
Sheriff's Office including the Detentions Bureau Facilities. The Warehouse budget and
operations are managed by a Warehouse Supervisor under the direction of the Inmate
Services Section Administrative Sergeant and Lieutenant.

In addition to the day-to-day operations and budget, the Warehouse Supervisor is
responsible for conducting monthly audits of the Sheriff's Office Warehouse inventory
system and a physical inventory of all warehouse supplies and equipment annually.

Directive #1

The Warehouse Supervisor or designee will conduct a monthly audit of the warehouse
inventory tracking system. The audit will include verifying purchases, items received
from vendors and items distributed throughout the Sheriff's Office. The Warehouse
Supervisor or designee will report all discrepancies and corrections to the Inmate
Services Section Administrative Sergeant and Lieutenant each month.

Directive #2

The Warehouse Supervisor or designee will coordinate a physical inventory of all
warehouse supplies and equipment annually prior to the end of the fiscal year. The
inventory will include a physical count of all items contained in the warehouse. The
physical count will be cross-referenced with counts contained in the inventory tracking
system. The inventory tracking system will be updated to reflect the true and accurate
count of all items. The Warehouse Supervisor or designee will report all discrepancies
and corrections to the Inmate Services Section Administrative Sergeant and Lieutenant
each year.
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