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Based on 27 CFR Part 22 and 

TTB P 5150.4 (04/2008) Information for Tax-free Alcohol Applicants
I.
Background

This document outlines the policies and procedures for acquisition, storage and use of tax-free alcohol in the College of Natural Sciences and Mathematics.  Tax-free alcohol (TFA) is pure, USP/ACS grade 190 proof or 200 proof ethyl alcohol.  CSULB typically purchases its 190 proof tax-free alcohol in 55 gallon drums.  200 proof alcohol is packaged in pint bottles and bought in case quantities.  It is called tax-free because the University has an Industrial Alcohol User Permit that allows us to purchase pure ethyl alcohol free of Federal tax.  The terms of this permit require that the users of tax-free alcohol follow all regulations regarding its distribution and use.  
II.
Policy
A.      Storage

55 gallon Drums shall be stored in the CNSM chemical storage facility and kept there under lock until withdrawn for use.  The solvent pumps for dispensing the alcohol are kept locked to ensure only authorized personnel can dispense TFA.    The storage facility is equipped with a means of accurately measuring the spirits.  The storage facility will be locked when unattended.  Pint bottles are to be kept in flammable cabinets inside the Chemistry and Biology stock rooms prior to disbursement.  TFA stored in closed cabinets within a locked room is considered to be adequately secured.  
B.        Authorized uses & users
TFA withdrawn by educational organizations, scientific universities and colleges of learning shall be used only for scientific and mechanical purposes.  

Only specifically authorized and trained personnel or “permitees” may dispense TFA.  End users shall comply with the policies set forth in this document.  
Principal investigators/ lab supervisors and their lab personnel must confirm that they have read, understand and agree to comply with the TFA Policy at CSULB before they are issued any TFA.  End user ethanol requests should be made to the applicable Chemistry or Biology store room.  Each ethanol request by an end user must first be authorized by the appropriate Principle investigator/lab supervisor before it is distributed. 

C. Prohibited uses & practices
Under no circumstances may TFA be used for beverage purposes, food products, or in any preparation used in preparing beverage or food products.  

TFA or products made from TFA may not be sold.  
TFA or products made from TFA may not be removed from the premises.  
III.
Purchase of Tax-Free Alcohol
Purchases of TFA are made by specially designated staff in the departments of Chemistry/Biochemistry and Biological Sciences.  A signed, valid copy of the University’s Industrial Alcohol Permit shall be provided to our alcohol vendor.  Purchase orders to the TFA vendor shall contain the permit identification number along with a statement that the permittee possesses a valid permit to withdraw TFA, a copy of which will be provided as necessary.  Departments authorized to purchase tax-free ethanol are required to regulate its purchases to ensure that the quantity on hand does not exceed the capacity of the storage facilities and the quantity received in one calendar year does not exceed the quantity authorized on the permit.  
 IV.
Record Keeping
A.      Records of receipt 

Permittees shall keep accurate records of all receipts, shipments, usage, destruction and claims pertaining to the withdrawal and use of TFA.  These records shall be in sufficient detail to enable the permittee to reconcile any losses or gains for the semi-annual inventory and to enable appropriate Federal authorities to verify all transactions and to ascertain whether there has been compliance with laws and regulations.  All records shall identify TFA by proof, date of transaction, and quantity involved. All records shall be kept current at all times.  Records of receipt shall consist of the invoice or bill or bill of lading and shall record only the quantity of TFA actually received.  Records of receipt may be filed in accordance with the permittee’s own filing system as long as it does not cause inconvenience to appropriate federal authorities desiring to examine the records.  The filing system shall systematically and accurately account for the receipt of all TFA.  
B.      Records of usage

TFA shall be considered as “used” when permanently removed from a permitee’s storeroom for any authorized use.  Records of usage shall identify the tax free alcohol by quantity, proof, and purpose of removal (office, dept or location to which dispensed).  Entries shall be made the same day the operation occurred.  
C.      Inventories
Each permittee shall take a physical inventory of the TFA in his possession at least semi-annually and for the periods ending June 30 and December 31 of each year.  
D.      Filing and retention of records

Permitees shall keep on file all records for a period of not less than 3 years following the date of transaction.  Longer retention times may be established by the appropriate Federal authority.  All records shall be maintained at the permit premises.  

CSULB Procurement and Use of Tax Free alcohol

