
Purpose
1.0
To outline a procedure for changing the inventories and replacing damaged/missing items 
of RRATS team units.

Applicability
2.0
All Personnel.

Definitions
3.0
Core Group The teams senior management including the Team Leader, Program 

Director, Administrative Chief and four Branch officers.

3.1
Equipment Workgroup  The section of the Logistics branch responsible for equipment 
inventories, equipment replacement or deletion and procurement of new equipment.

3.2
Logistics Officer  The individual appointed by the Team Leader and responsible for 
overseeing the Team’s Logistics Branch, to include all equipment inventories (acquisition, 
management/maintenance, and disposal).

3.3
New Equipment any equipment not previously carried or operated by the RATS Team,  
or any replacement equipment that operates differently from the item it will replace.

3.4
Program Director member appointed by the Team Leader to develop policy and manage 
the budget.

3.5
Team Leader   Member elected by the membership and approved by the Fire & Rescue 
Commission to manage the team and policy direction.

Policy Statement
4.0
It is the policy of the RATS team to assign a workgroup to oversee all RATS 

equipment.  The general membership will have input into any proposed changes to the 
equipment inventories.

Procedure
5.0
Any damaged or missing equipment will be reported to Logistics on the Damage 

Description/Repair Request form.  If replacements are not on hand,  requests for 

purchase of replacement items will be forwarded to the Team Leader or Program Director 
for authorization to purchase replacement items. All purchase requests will include 
Vendor, item name/description, unit price, units desired, total price, and shipping charges. 
See 5.4

5.1
Any team member may suggest an inventory change at any time by submitting a memo to 
the Equipment Workgroup.  The memo should include the proposed change, the reason,  
and information on the new item (cost, vendor, required training, etc.).

5.2
The Equipment Workgroup will review any suggested inventory changes and determine if 
the change will be proposed to the Core Group.  These recommendations may accompany

a workgroup inventory change proposal.  The proposal will be accompanied by a brief 
explanation for the change.  All purchase requests will include Vendor, item 

name/description, unit price, units desired, total price, and shipping charges.

5.3
The Core Group will review all inventory change recommendations and give approval or 
denial for the inventory change by majority vote.

5.4
If an equipment purchase is approved the Team Leader or Program Director will contact 
the Cabin John Administrative Secretary so that a Purchase Order can be generated for the 
approved items or the approved amount of money.

5.5
The Team Leader or Program Director will contact the Equipment Workgroup and advise 
them as to what items or amount of money was approved for purchasing equipment.

5.6
If the new items are unfamiliar items to the general membership then the Equipment 
Workgroup will forward all relevant training information to the training coordinator.  The 
training coordinator will distribute training guidelines and information for the new 

equipment and contact the Equipment Workgroup when the new equipment may be 
placed in service. The equipment will then be returned to the Equipment Workgroup.
5.7
The Equipment Workgroup will then label and or mark new equipment as appropriate.
  
Once the relevant inventories have been updated the equipment will be placed in service 
on the units, or taken off in the case of a item deletion.  At that time a memo will be 
distributed to the Core Group and the general membership notifying them of the change.

