METROPOLITAN POLICE DEPARTMENT
Special Operations Division
Planning & Logistic Section
(202) 671-6522
                                                  

	[bookmark: Eventname]Name of Event:  Click here to enter text.

	

	Address of Event:  Click here to enter text.

	

	Scheduled Date(s) of Requested Service:  Click here to enter text.

	

	Start Time of Event:  Click here to enter text.   End Time of Event:  Click here to enter text. 

	
Number of officers requested:  Click here to enter text. 

Type of Services Requested (please be specific, e.g. Four officers for the listed times to be positioned around the venue on public space, with two officers near the front door): 
Click here to enter text.   

Point of Contact on Day of Event:  Click here to enter text.
       

	Cell Number:  Click here to enter text.

Email Address:  Click here to enter text.

Billing Information:  

Name of paying organization or person:  Click here to enter text.

	
Email address:  Click here to enter text.

	

	Cell Number:  Click here to enter text.

	

	City: Click here to enter text.  State: Click here to enter text.   Zip Code: Click here to enter text.

	


RATE:  $71.52 per hour/per officer – A minimum of four hours per officer is required.  Payment is due after the conclusion of the event.

Upon receipt of this form, the Metropolitan Police Department will review your request and determine if any adjustments are necessary (such as additional officers or time changes) and will discuss any potential modifications with you.

A PD Form 157 (MPD Estimate of Services for Reimbursable Detail) will then be emailed to you. Please review the form to confirm that the dates, times, and hours listed are correct, and acknowledge your confirmation by return email. Please note that this is an estimate, and outside factors such as the event running longer, may result in differences in the final invoice.


	Name of Event:  Click here to enter text.



Upon completion of the event and the services requested, you will receive an invoice from the Office of the Chief Financial Officer (OCFO). The invoice will specify where certified funds must be remitted. Please note that payments cannot be accepted at the Special Operations Division.

The organizer will be billed for the actual number of officers who worked and the actual hours worked. The final invoice may vary from the estimate due to issues or problems identified during the event that require additional resources or extended officer hours. Organizers can expect the invoice approximately 6 to 8 weeks after the conclusion of the event.

Please note that while the Metropolitan Police Department provides officers for your event and issues the initial cost estimate, the Department does not issue the invoice. Invoicing is performed by the District of Columbia’s Office of the Chief Financial Officer (OCFO), an independent government agency. While MPD will attempt to assist with any discrepancies or questions related to the final invoice, billing and any related collections are handled solely by the OCFO.

Further, the Metropolitan Police Department will not provide any services to an organization or an event which has an outstanding debt. 

For additional information regarding requests for staffing of events, please contact the Special Operations Division Planning Office at 202-671-6522 or sodplanning.adminbox@dc.gov. 

For additional information regarding payments and invoice issues, please contact Ms. Lucinda Freeman at 202-716-6515 or by email: lucinda.freeman@dc.gov. 

By signing below, the signatory acknowledges that the terms outlined in this document are understood, the information provided is accurate, and the organization or individual agrees to pay for all services rendered.

	Signature:  Click here to enter text.          Date:  Click here to enter text.

	

	Printed name:  Click here to enter text.



Cell Number:  Click here to enter text.

Email Address:  Click here to enter text.
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