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I. 	BACKGROUND

Pursuant to General Order 350, the Quartermaster is in charge of the ordering and issuance of uniforms and accessories to police and civilian employees.
II. POLICY
A. In charge of issued new uniforms to all police personnel.

B. Maintains an inventory of portable police radios.

C. When an officer retires or is terminated, he/she is to turn in all Quartermaster police issued property to the Quartermaster’s Office.

D. Bulletproof vest issuance and replacement will be done through the Quartermaster.

E. The Quartermaster is in charge of ordering and maintains an inventory of supplies used by the Police Department and its employees.

F. Prepares monthly and semi-annual forms reports.

G. Participates in and attends all meetings of the Police Clothing Committee.

H. Monitors and reviews vendor performance and contract compliance.

III. PROCEDURES 

A. When police personnel are in need of new uniforms or accessories he/she will deliver to the Quartermaster a Request for Issue / Replacement, RPD 1259, signed by a supervisor stating what is needed.  The Quartermaster will then place the order for uniforms / accessories by data entering the appropriate information in to the MUNIS system.  When the items are delivered to the Quartermaster’s Office, the Quartermaster will then notify the division’s fleet officers to pick them up for distribution. All records of transactions are kept in the Quartermasters office.

B. If an officer’s portable radio is in need of repair, the officer will notify the Quartermaster, who will contact radios center and inform them of the problem. The officer or designee will then deliver it to Radio Center for repairs.  Radio Center in most case will issue the officer a loaner radio. Radio Center will contact the officer when the repairs are complete.

C. When an officer retires, resigns or is terminated, he/she is to turn into the Quartermaster all equipment that was issued to him/her by the Quartermaster.  At that time, a Property Clearance Form, RPD 1177, is filled out so that the officer may receive his last paycheck.  This form is used for the Quartermaster, Training Academy and Unit Clearance.  Any items that are reusable – i.e.: bulletproof vest, winter coats, shirts, pants and leather goods can be reissued.  Any items that are no longer serviceable will be destroyed via departmental policies.

D. If an officer is in need of a new bulletproof vest prior to their scheduled replacement, he/she will be instructed to have the old one examined by the Firearms Academy Personnel, the Quartermaster, or the Vendor. If it is determined that the vest is in need of replacement, A Uniform Request, RPD 1259, Request for Issue / Replacement will be filled out and  return to the Quartermaster Office with the appropriate approval signatures. The officer will then be instructed where to go for measurement.  When the officer receives a replacement vest, he will then turn in the old one to the Quartermaster’s Office who will then forward it to the appropriate Academy Personnel.

E. The Quartermaster is in charge of order supplies used by the entire Police Department and its employees.

· The Quartermaster routinely checks all common stock items and orders them accordingly.  At times, requests are also made for supplies that are not an everyday stock item.  If within accordance to policy, the Quartermaster will order these items from the appropriate vendor. When the items are delivered, the Quartermaster will notify whoever requested the supplies to pick them up.

· When it is necessary to fill out a Purchase Request Order (PRW) for some contract items, the Purchase Request must be submitted to the Police Budget Office after being signed through the Chain of Command.  For items that are not under contract, you must also fill out a Purchase Request and get three (3) quotes from three (3) different vendors.  You must then submit the request order to the Budget Office after being signed through the Chain of Command.

F. The Quartermaster prepares a monthly and semi-annual report on some forms and accessory items held in inventory by the Quartermaster.

· Quantities of all critical equipment on hand and ready for use in case of emergency, i.e.: radios, batteries, flares, and batons.

G. Participates in and attends all meetings of the Police Clothing Committee.

H. Monitors and reviews vendor performance and contract compliance.





