E-LIST PROCEDURES AUDIT TRAIL
	PRISONERS DETAILS

	NAME:

	
	NUMBER:
	
	D.O.B
	


	TASK
	TIME
	DATE
	BY

	Identified as E-List

	
	
	

	Duty Governor Informed

	
	
	

	Security Manager/Officer Informed


	
	
	

	IR Submitted by identifying staff.


	
	
	

	Prisoner Moved To? (cell / location)

	
	
	

	Prisoner Informed of Reason & Restrictions

	
	
	

	E-List Suit delivered


	
	
	

	E-List Book Generated


	
	
	

	E-List Book Delivered


	
	
	

	E-List Cards Generated


	
	
	

	E-List Cards Distributed


	
	
	

	Ensure PIN phone account barred


	
	
	

	C-Nomis updated


	
	
	

	Mercury updated


	
	
	

	Escape Pack Generated


	
	
	

	F2058 updated with all relevant info / paperwork


	
	
	


