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PURPOSE: The purpose of this policy is to establish inventory controls and requisition
procedures for property owned by the department.

POLICY: It is the policy of the Albany Police Department to be accountable for property
that is purchased by this department, and for said property to be closely
monitored and maintained through accurate inventory records and a managed
requisition and distribution system.

. INVENTORY AND CONTROL

A. The department shall inventory all specified property, as requested by the Chief
of Police or as directed by the City Government.

1. The inventory shall be an itemized list of property by department section
and office.

2. The inventory shall be documented on the Unit/Station Inventory Form,
APD Form #’shown on page 4 of this order.

3. Unit Heads shall be responsible for inventorying department
property/equipment that is assigned to their unit.

4. Records of all department equipment shall be maintained by the Office of
the Chief of Police.

a. A copy of the department inventory shall also be provided to the
City Treasurer.

B. Department property that is purchased and maintained though the use of grant
money shall be subject to the conditions of use as specified in the grant
paperwork.

. PROPERTY DISTRIBUTION AND REQUISITIONING

A. The Chief of Police has the ultimate responsibility for the management,
accountability, distribution, and issuance of agency property.
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B. It shall be the responsibility of all department personnel to properly use and care
for all equipment utilized in the course of their duties.

1. Intentional misuse or abuse of any department equipment may be the
basis for discipline.

2. All supervisory personnel shall monitor the use of department equipment
and ensure department procedures are followed.

C. All requests for procurement and requisitioning of City owned property shall be
presented to the Chief of Police or his/her designee during internal fiscal
meetings.

1. Supervisors shall be responsible for assignment and distribution of
equipment and supplies assigned or issued to their respective units.

D. Operating supplies such as paper, pencils, pens, réport forms etc. shall be
requested by completing an Albany Police Department Supply Request Form,
APD Form #’shown on page 5 of this order.

1. Completed Supply Request Forms shall be emailed to the department
quartermaster.
2. Once approved, supplies shall be delivered to the appropriate unit/station.

E. The issuance and replacement of department uniforms and equipment shall be in
accordance with General Order 3.2.00 - Uniforms and Grooming Standards.

F. The issuance and replacement of equipment for police vehicles such as flares,
blankets, first aid equipment, etc. shall be in accordance with General Order
3.3.00 - Department Vehicles.

G. Furniture and other equipment purchased for, or registered to the Police
Department shall be for department use only.

1. Removal of such equipment for any reason must have prior written
approval from Chief of Police or his/her designee.
2. Notification shall also be made to the Treasurer’s Office.

lll. DEPARTMENT WEAPONS

A. Department weapons shall be issued by the Training Unit. The Training Unit shall
maintain a record of each weapon and its condition.

1. It shall be the Training Unit's responsibility to purchase equipment needed
for department weapons and range facilities, within the procedures set
forth in this policy.

2. Spemahzed weapons shall be mamtalned by the Training Unit and

i e S desngnated by the Chief of

Pohce.

B. Each station shall have shotguns assigned to them for use by officers during
daily patrol.
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1. Shotguns 4l

2. The Tfaining Unit shall be responsible for ensuring that these weapons
are available and ready for use.

C. Department ammunition orders shall be submitted to the Chief of Police by the
Training Unit Lieutenant during internal fiscal meetings.

1. Department ammunition shall be maintained and issued by the Training
Unit.

D. The Training Unit shall maintain and issue all OC/Pepper Spray products and all
Conducted Energy Weapons (CEWSs) and supplies.

IV.  MAINTENANCE OF DEPARTMENT OWNED EQUIPMENT

A. Each employee who is issued department owned equipment shall be responsible
for maintaining those items in a state of operational readiness.

1. This shall include the proper care, cleaning, preventative maintenance,
repair, workability, and responsiveness of these items.

B. Supervisors, at all levels, that have agency-owned equipment assigned to their
units are responsible for ensuring that these items remain in a state of
operational readiness.

C. The Quartermaster shall be responsible for maintaining department property
stored in the Quartermaster storage room in a state of operational readiness.

D. The operational readiness of all equipment should be inspected at regular
intervals.

Eric Hawkins
Chief of Police
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SUPPLY REQUEST FORM
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