MUTUAL AID – PROCEDURES
The following procedures shall be followed for all mutual aid requests.

PROCUREMENT MAIN CONTACT:  Marian Howe, Procurement Manager

PROCUREMENT ALTERNATE CONTACT:  Jane Dalrymple, Buyer

CITY DEPARTMENTS SHALL NOT DEPLOY EMPLOYEES OR EQUIPMENT UNTIL AUTHORIZED BY PROCUREMENT.

INITIAL CONTACT:

1. Departments receiving requests shall forward the following information to Procurement immediately upon receipt:

a. Name of Entity

b. Entity Contact Name and Telephone #

c. Brief description of request

2. Procurement will make contact with the contact person and obtain and clarify the following:

a. Has the tracker been entered in their County EOC system.

i. If yes, name and phone number of their EOC contact.

ii. If no, advise them to begin the process

b. If tracker has been entered, the assigned tracker number.

i. If a tracker has been processed, but number is not know, the entity contact person will be advised to call their EOC contact to get the number.

c. Description of the equipment and personnel needed for assistance

d. Duration of need (This must also be stated on the tracker*)

e. Location for deployment.

3. Procurement will input the initial data in the Access Database for Mutual Aid.

AFTER TRACKER NUMBER IS RECEIVED:

1. Procurement will contact the requesting entity to advise of fulfillment.

2. Procurement will contact Jerry, Char EOC, 505-4622, to advise of fulfillment and request completed tracker to be faxed to Procurement for records.

3. Procurement will advise the City department approval for deployment.

4. City Department shall provide Procurement with the following written information:

a. Equipment to be deployed:

i. Description

ii. Hours or mileage

iii. S/N or VIN #

iv. City tag #

b. Employees

i. Division number

ii. Name

5. Procurement will update Mutual Aid record in Access Database.

EQUIPMENT ISSUES

1. Equipment loaner transfers must be reported to Procurement.

SERVICES, EQUIPMENT AND COMMODITY PURCHASES FOR REIMBURSEMENT

1. Procurement will contact Finance to assign a Mutual Aid project number for tracking City expenditures upon receiving the first request.

2. For requested assistance, which requires expenditure of our City’s fund, a Emergency Requisition must be completed.

a. Procurement will complete as much as possible and email to the City contact.

b. The City contact will review and revise as necessary, print the requisition and fax to Procurement.

c. The City contact WILL NOT need to complete a requisition in the system.  The manual requisition will be used for tracking.

3. Procurement will log the requisition in the Access database for purchase tracking and assign the mutual aid project number.

4. Procurement will source the need, advise City Department of detailed information and cost, and place the order.

5. Procurement will process the manual requisition into a system Purchase Order.

6. WAREHOUSE ISSUES FROM STOCK:   The crews shall be responsible for advising Warehouse staff if the materials being issued is for mutual aid:

a. Crew shall advise staff which mission location the issue is for and Warehouse will add it to the comments section of the issue slip.

b. Warehouse will charge the materials to the “113” account for the applicable department.

c. Warehouse will fax the issue slip to Procurement when filled.

COMPLETED TRACKER MISSIONS

1. City department contacts must report completed missions to Procurement.  The report must indicate the following:
a. Who accepted the returned equipment

b. Report of return mileage and hours
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