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It is the purpose of this General Order to establish and maintain a standard system in which all department tools and equipment on vehicles can be verified and accounted for.  Additionally, this will ensure personnel assigned will have knowledge of locations of all tools and equipment.

All department vehicles will be inventoried on a Monthly basis to verify that tools and equipment are in place and available for use at all times.

PROCEDURE

Vehicle inventories shall be complete at least once a month during the assigned vehicle check day.  Call companies have the latitude to do their inventory on any day of the current month. The inventory shall be completed on the approved department inventory worksheet.  After any large incident, an inventory shall be completed to verify that equipment was not lost, broken, and/or misplaced during the incident.

Each vehicle has a diagram identifying and labeling all compartments (located in the P&S book).  Inventory worksheets are available in the Captain's office.

On the assigned vehicle check day, personnel shall inventory the vehicle and document the quantity of items that are present.  If an item quantity is found to be less than required, it shall be reportedly documented and rectified. 

Disposable items shall be restocked if readily available, if not, a request form shall be completed and forwarded to the inventory control officer.

Non disposal items missing shall be documented and investigated as to where the item may be located.  Personnel that have used the equipment from the last inventory to date shall be queried.  Equipment found misplaced shall be returned to its assigned location.  

After the investigation, if equipment is found to be missing, the company officer shall be notified, a request form shall be completed and forwarded to the inventory control officer.  A written report shall be forwarded to the Assistant Fire Chief concerning all missing equipment.

The inventory control officer shall provide replacement equipment as available and/or as funding in the budget allows. A reply to the requestor shall be forwarded as to the status of the request (ie.. replaced, on order, unable to replace due to budget).

The inventory control officer shall maintain a prioritized listing of items that he/she is not able to replace due to budgetary constraints.  If at any time he/she feel that the equipment is a vital to the operation, he/she shall complete the purchasing procedure and forward it through the department's normal procedure.

Relocation or additional equipment over the established inventory may be done on a trial basis.  The company officer may authorize temporary changes and will notify all affected company officers of the change.  Evaluation should not last more than a month.  If the change is determined to be beneficial by the company officer(s), the inventory control officer shall be requested in writing, to up date the inventory.

At all time personnel should make every effort to ensure equipment is returned to is assigned location.
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