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Introduction

This plan is an Interagency Plan developed by the Bridger-Teton National Forest and Grand Teton National Park.  It provides the general administrative procedures to support an Incident Management Team’s (IMT) operations and to ensure consistency while involved in incidents on the Bridger-Teton National Forest/Grand Teton National Park.  Any changes in these guidelines will be negotiated with the Agency Administrator (AA) or Agency Representative (AR) in advance.  

Unless otherwise noted both agencies will follow the same guideline described under each specific section.

District Rangers should only be contacted in relation to incidents on their respective Districts.
	Bridger Teton National Forest
	
	

	Jacque Buchanan
	Forest Supervisor
	307-739-5511 (work)

	
	
	307-413-2014 (cell)

	Jose Castro
	Deputy Forest Supervisor
	307-739-5509 (work)

	
	
	307-413-2018 (cell)

	Tracy Hollingshead
	District Ranger – Kemmerer
	307-828-5110 (work)

	
	
	307-413-0380 (cell)

	Kurt Davis
	District Ranger – Big Piney
	307-276-5810 (work)

	
	
	307-413-4086 (cell)

	 Adam Mendonca
	District Ranger – Afton
	307-885-5310 (work)

	
	
	307-413-2043 (cell)

	Dale Deiter
	District Ranger - Jackson
	307-739-5410 (work)

	
	
	307-413-2136 (cell)

	Thomas (Tom) Matza
	District Ranger – Buffalo
	 307-543-3910 (work)

	
	
	 307-413-6402 (cell)

	John Moore
	District Ranger – Pinedale
	307-367-5710 (work)

	
	
	970-640-8203 (cell)

	Grand Teton National Park
	
	

	Mary Gibson Scott
	Superintendent
	307-739-3410

	Bob Vogel
	Deputy Superintendent
	307-739-3410

	Michael Nash
	Chief Ranger
	307-739-3472

	Chip Collins
	Fire Management Officer
	307-739-3310

	
	
	307-690-4400 (cell)

	
	
	


Cost Containment

Cost Containment on the Bridger-Teton NF/Grand Teton NP is a high priority. Cost efficiency continues to be a primary objective for incident management teams.  Efforts should focus on high cost resources, under-utilized equipment, extravagant purchases, sensitive items, and property accountability issues.

Specific cost saving measures will be documented and provided to the AA.

Cost share agreements will follow guidance in the applicable cooperative agreement.  IMT responsibility is to track and report costs as required by the incident agencies or as outlined in the cost share agreement.  Finance Section should coordinate with operations and aviation to assure costs are tracked in I Suite in accordance with the cost share method utilized.

See Appendix E for guidelines that have been implemented for Cost Containment.
Delegation of Authority

Delegation of authority has been issued for Fire Business Management practices to the following Agency personnel:  See Appendix A
Incident Business Advisor Responsibilities 

The Incident Business Advisor:
· Is supervised by the Agency Administrator (AA).

· Serves as a liaison and advisor to the Agency Administrator, Incident Management Team, and other incident support functions.

· Provides advice and recommends alternatives with an emphasis on reviewing large cost centers.
· Provides recommendations on incident business issues.
· Be a source of national, regional and local knowledge.

· Be a helpful consultant (partner) to the incident’s command and general staff.

See Appendix I for a detailed listing of Incident Advisor Responsibilities and direction.
Expanded Dispatch Center

The expanded dispatch center is in Jackson, WY on the Forest Service administrative site located on North Cache Street.   Names and phone numbers for the various desks will be provided to the IMT and the IBA as soon as the Center is operating on an incident. Alternate expanded dispatch areas may be designated as availability/needs change.
All services, supplies, and equipment are to be ordered and filled through Teton Interagency Dispatch or authorized expanded dispatch.

Supplemental Food Policy

The Incident Management Team will follow the Supplemental Food Policy as stated in the IIBMH, Chapter 20; Section 25, Exceptions to this policy shall have prior written approval by the AR/IBA before obtaining supplemental items.

Per national direction, supplemental foods are normally not provided for settings such as Expanded Dispatch, Mobilization Centers, Area Command, Fire Caches, Tanker Bases, Staging Areas or other non-fire camp locations.  
See Appendix G for a detailed listing of NWCG Food Policy.

Procurement

Upon arrival on the unit, the finance section (procurement unit leader) will be given an Interagency Service and Supply plan.  Included in this plan are:

1. List of local area sources

2. Personnel Contacts/local contacts for the Bridger-Teton Forest Offices and Grand Teton National Park are:

Please do not contact a person listed if the incident is not on their District.

	Bridger Teton N.F.
	
	
	

	Patricia Truitt
	Admin. Specialist
	Supervisor ‘s Office
	307-739-5588 (work) 307-413-5779 (cell)

	Susan Owen
	Resource Assistant
	Jackson
	307-739-5423

	Lynda Leeper
	 Support Serv. Spec
	Pinedale
	307-367-4326

	Jeanne Smith
	Resource Assistant
	Afton
	307-886-5317

	Ruth Anne Miller
	Support Serv. Spec.
	Kemmerer
	307-828-5120

	Judy Robinson
	BMA
	Buffalo
	307-543-0125

	Anita Douglas
	Resource Assistant
	Pinedale
	307-367-5727

	Debbie Chapin
	Office Manager
	Big Piney
	307-276-5829

	Grand Teton N.P.
	
	
	

	Thayne O’Brien
	Contracting Officer
	Grand Teton N.P.
	307-739-3447

	Martin Hauch
	Contracting Officer
	Grand Teton N.P.
	307-739-3448

	Molly McSwain
	Contract Specialist
	Grand Teton N.P.
	307-739-3669

	Claire Scolnick
	Fire Program Mgt. Asst.
	Grand Teton N.P.
	307-739-3311


3. Current AD Rates. 
4. Regional Equipment Rates – Any additional questions or to sign up one time only vendors please contact:

	Bridger Teton N.F.
	
	
	

	Judy Martin
	Super. Contr. Off
	Idaho. Admin
	208-557-5841

	Kellie Shaw
	Super. Contr. Off
	Idaho Admin.
	208-557-5766

	Tonya Groth
	Contracting Spec.
	Idaho Admin.
	208-557-5770


NOTE:  The Incident Management Team will not sign up any non-dispatched equipment that shows up at the incident (for example “fire chasers”) unless prior approval is obtained from the AR or IBA.  Please refer to the schedule of Contracting Officers listed in the Service and Supply Manual.
5. Forest Procurement Procedures – included in this document.

Procurement Notes  

1. All receipts using credit cards must be accompanied by a Resource Order/number.

Acquisition
RMGB Supplement 2011-3 to Chapter 20 of the IIBMHB (FSH 5109.34 R4 2011-3.)
· Note to out of area IMT. The GB area contracts for tactical and support water tenders.  Resource orders should identify type required.

· Requires fuel tender vendors to accept credit cards.  Refer to Appendix F for information on how to manage these resources at an incident.

The RMGB areas have solicited and produced best value dispatch tables for the following resources by zone dispatch center.

	Engines
	Tactical Water Tenders
	Support Water Tenders

	Buses
	Refrigerated Trucks/Trailers
	Clerical Support Trailers

	Portable Toilets
	Potable Water
	Tents

	Gray Water
	Hand Washing Stations, Portable and Trailer Mounted.
	


Land Use and Facility Agreements
If no agreement exists, the Incident Management Team will coordinate with the local agency’s representative to determine appropriate use and rates.
Instructions for Use of Credit Cards as Payment 
Credit cards may be used to make vendor payments only during incident and emergencies, and then ONLY as described below.  

1. ALL PAYMENTS MUST BE SUPPORTED BY A RESOURCE ORDER NUMBER.  THERE WILL NOT BE ANY EXCEPTIONS TO THIS RULE.
2. In addition, to the requirements of 27 of the IIBMH, the fiscal copy of the payment shall be included in the file; invoices shall be clearly marked with the number and the Resource Code/Number/Order.

3.  Payments shall stay within the purchaser’s authority or the transaction limitation of the purchaser.

4. Copies of paid invoices will be given to the SSS of the district or Park FPMA who the fire will be turned back to.

5. Use of credit cards will be LIMITED to local procurement agent, PUL or buying team.

NOTE:  
Procurement unit leaders, with warranted contracting authority, are responsible for settling all claims involving equipment agreements at the incident.  The PUL or finance/administration section chief shall coordinate with the buying team any claims that cannot be resolved at the incident.  The buying team or agency will then be responsible for settling these claims and coordinate with the Forest’s Administrative Officer or the Park’s Contracting Officer.
	Bridger-Teton N.F.
	
	
	

	Judy Martin
	Supervisory Contr. Officer
	Idaho Regional Admin.
	208-557-5841

	Kellie Shaw
	Supervisory Contr. Officer
	Idaho Regional Admin.
	208-557-5766

	Grand Teton N.P
	
	
	

	Thayne O’Brien
	Contracting Officer
	Grand Teton NP
	307-739-3447

	Martin Hauch
	Contracting Officer
	Grand Teton NP
	307-739-3448

	Molly McSwain
	Contract Specialist
	Grand Teton NP
	307-739-3669


Buying Team Procedures  

RM/GB Supplement 2011-1 to Chapter 40, dated April 29, 2011 of the IIBMHB provides information on the Rocky Mountain/Great Basin Buying Teams. 
The Buying Team will order and approve all local purchases.  The buying team will coordinate with the IBA on all unusual or expensive items.  The IBA will promptly inform IMT of all disapproved items.  
The Incident Business Advisor and/or appropriate official will consult with the Incident Management Team/expanded dispatch to decide when to release a Buying Team.

Procedures for transfer back to local unit
Allow for a day or two of overlap with local unit to insure successful transfer.

Purchase/Rental of Personal Property

In accordance with the Federal Acquisition Regulations, the decision to rent or purchase property should be made on a case-by-case basis through evaluation of comparative costs and other factors.  The following are factors that should be considered:

· Estimate the length of time the equipment will be used

· Cumulative rental payments for the estimated period of use

· Net purchase price

· Transportation and installation costs

· Maintenance and other service costs

· Whether a rental-with purchase option is available

· Cost of handling and disposal following the incident

The length of time the equipment will be utilized is often unknown.  The use of day/week rental rates may help lower overall costs.
Hired Equipment  
A pre and post inspection will be performed by a qualified inspector.

For Grand Teton National Park, qualified inspectors are Steve Larosa (739-3623).  For the Forest contact Bill Neckels at (307-739-5566).
Completed paperwork will be sent to the Finance Section for enclosure in final Finance package.

Note:  All equipment and personal property purchased will be transferred to the fire cache and will not be retained on or by the Unit.   All rental of equipment, with owner’s concurrence, will have a lease purchase clause inserted in the procurement document.

Property Management  

RM/GB 2010-2 Supplement dated March 1, 2010 to Chapter 30 of the IIBMHB specifies:

· Rental vehicles shall be tracked as if they are accountable property.

All non-standard cache items must be approved by the AA.  If the AA delegates this authority it should be documented in a unit supplement to this document.

No contractor equipment will be replaced through the incident supply cache.  Contractors must go through the contract claim process for replacement of lost or damaged items.

The IMT is expected to place a high priority on property management.  Included in this expectation is the need for the Finance Section to review property acquisitions and check out and return procedures to ensure proper accountability.  If necessary, the employee assigned property management on the incident may be required to remain after the incident is closed out to ensure all incident property is recovered and/or properly disposed of.

If the incident procures items outside the buying team, they will need to confer with the IBA as to whether or not the items are accountable.  The BTNF/GTNP expects those items issued on an AD-107 returned at the end of the incident in good shape or an AD-112 prepared with statement of circumstances.  Upon determination that an item of property cannot be accounted for, the person responsible for accountability will immediately notify the Finance Section Chief who will notify the IBA/Agency Rep.

During the demobilization process, AD-112’s will be processed when items are not returned to supply.  These forms will always be signed by the employee’s supervisor.

Property and/or supply items assigned for use by contractors/vendors shall be returned to the incident.  Incident camps shall utilize a property transfer form (including the value of the item) for each item to ensure they are returned.  

When not accounted for, the transfer forms will be documented and an appropriate amount deducted from the contractor’s invoice.  NO EXCHANGES OF PROPERTY WILL BE ALLOWED (i.e.: old damaged hoses for new ones).  A contractor may ‘purchase’ supplies from the cache with the cost of that item being deducted from the contractor’s invoice. 

All lost, damaged, or destroyed property items to be replaced as part of the incident’s cost shall be described as such on an AD-112, or assigned to the incident for rehab or mop up (manifest to the Agency).  All property left with the Agency at the close of the incident will be properly transferred to the fire cache on an AD-107 form. 

Any incident funded property purchases must be approved by the IBA/Agency Rep. Prior to submitting the request to the buying team for procurement.  A copy of the resource order and invoice must be given to the Agency Property Management Office and/or Property Management Specialist.

Claims
Contract Claims: The Procurement Unit Leader with delegated authority is responsible for settling contract claims at the incident.  If there is not a Procurement Unit Leader available the Buying Team Leader may settle claims within their delegated authority.  At the end of the incident, all actual and potential claims will be fully documented, submitted to and reviewed with the responsible incident agency procurement official (Identified in Appendix A).
At the end of the incident all actual and potential non CDA claims will be fully documented and turned over to Financial Management.  Use of Incident Case File Envelope (OF 314) is strongly recommended.

Tort and Employee Claims:   Upon arrival to the incident, the Comp/Claims Unit Leader will make contact with the incident agency claims liaison (identified in Appendix A) to determine the expectations and discuss the requirements of the claims process.  Before leaving the incident, the Comp/Claims Unit Leader will audit the documentation and prepare a log of all claims, defining what’s included and what is left to collect on each claim
Before leaving the incident, the Comp/Claims Unit Leader will audit the documentation and prepare a log of all claims, defining what’s included and what is left to collect on each claim.  The case files should be enclosed in an Incident Case File Envelope (OF 314).  The log and envelopes will be given to the Administrative Specialist at the end of the incident.  A copy will also be included in the fire package.
List of Restricted Supplies/Items
See Appendix H

Cell Phones  If an individual assigned to the incident utilizes their home unit cell phone, they are responsible for obtaining a resource order for documentation to be used for fire reimbursement if not on a National Plan.
No cell phone purchases shall be made against a Fire Job code.

Airline Ticket Purchases Per new regulations the Forest Service is no longer allowing use of Purchase cards to acquire airline tickets.  Travelers may continue to use their travel cards.  This applies to individuals as well as crews.  There are centrally billed accounts in Ogden, Utah where costs for airline tickets are billed.  For questions on the process please contact Fire Dispatch @ 307-739-3630.  Park employees should contact Dispatch to assist in travel arrangements.
Rental Cars Rental cars may not be leased or rented without prior authorization from the Agency Administrator and a resource order number.  The Agency Administrator/Administrative Specialist has authority to limit the number of rental cars, which will be a minimum of 3 people per vehicle.
Compensation for Injury Medical Care  

If DOI employee is injured submit all paperwork to the employee’s home unit as soon as possible.

If Forest Service employee is injured see Appendix D for processing ASC-OWCP information to ASC-OWCP.

If State employee is injured refer to RMGB Supplement 2009-4 to pertinent state section in Chapter 50.
Grand Teton National Park follows the policies and procedures found in the Interagency Incident Business Management Handbook, Chapter 10 – Personnel, Section 15 – Compensation for Injury/Illness. The National Park Service will authorize medical treatment through the use of the CA-16 and ensure that necessary paperwork is completed in a timely manner and forwarded to the individual’s home unit. The employee’s home unit is responsible for submitting reportable claims and medical documentation to the appropriate workers’ compensation office in a timely manner; initiating follow-up medical treatment under OWCP, APMC, or state procedures, and; following standard workers’ compensation procedures in cases where follow-up medical care is required and/or when the injury or illness results in lost time beyond the date of injury.  See Appendix D.  For interagency crews please refer to Appendix K.
Work/Rest Guidelines  

The Agencies are concerned about work/rest guidelines and will strictly adhere to current guidelines and regulations.  Refer to Chapter 10 12.7-1 in the IIBMH.
Recycling

The Bridger-Teton National Forest and Grand Teton National Park/green team contact is Margaret Wilson 307-739-3390.  Recycling programs during an incident are coordinated by Andy Norman, Fuels Specialist, Bridger-Teton National Forest.  He can be reached at 307-739-5571 (work).  Please refer to the Recycling Plan in the Service and Supply Manual.
Customer Information Help Desk
For the Bridger-Teton National, the Customer Information Help Desk (CHD) will be your first contact for user support and the number is: 1-866-945-1354. For Grand Teton National Park the primary contact is Administrative Officer Teri Austin, 307-739-3430.
Cooperative Relations
RM/GB 2010-2 Supplement to Chapter 50 of the IIBMHB provides detailed information on incident business procedures when resources from the States of Colorado, Idaho, Nevada, South Dakota, Utah and Wyoming are utilized on Federal fires or when an MT is on a State fire.
Accruals and Payments
Payments for the Park should be coordinated with the Fire Program Management Assistant, Contracting Specialist and/or Budget Analyst.
Incident Accruals are required on any incident utilizing Forest Service paid resources.  To assist the ASC incident finance staff in tracking accruals, please submit the summary and detail reports for ALL accruals via e-mail or fax to ASC-IF.  Refer to “How to Code I Suite Accruals” and additional information on accruals posted at: http://www/fs/fed/us/fire/ibp/incidentpayments.html  Directions for creating the daily export can be found at: http://wwwfs.fed.us/fire/ibp/incidentpayments/Isuite/export/finance.pdf
See Appendix B

Notes:  

Signed (by incident supervisor) shift tickets are a MANDATORY requirement for payment. 
Employment of AD Employees

RM/GB 2010-1 Supplement to Chapter 10 of the IIBMHB (FSH 5109.34 R4 2011-1.)
· All Federal AD exception positions must be approved at the Regional/State.

· Agency Administrator must designate AD hiring official and may re-delegate to IMT. (See Appendix C)
End of Pay Period T&A’s

All assigned finance sections will contact the IBA or Fire Program Management Assistant at Grand Teton N.P. to determine the most efficient and effective means for processing/communicating pay information at the end of each pay period.

Law Enforcement and Investigation

Upon assignment of an IMT to the Bridger-Teton N.F. or Grand Teton National Park, the Security Manager, through dispatch at (307) 739-3630, will work with Bridger Teton/Grand Teton Law Enforcement Officials to determine the Agencies’ local law enforcement representative.  The purpose will be to open communication lines, identify law enforcement support resources available, and identify local operating procedures.  A contact and liaison person from the agency will be identified to the IMT, who will make periodic contacts with the team.

	Bridger Teton N.F.
	
	
	

	 Vacant
	LEO North Zone
	Bridger-Teton
	307-739-532 (work)

	
	
	
	307-413-2020 (cell)

	Phalen Whitehair
	LEO East Zone
	Bridger-Teton
	307-367-5729 (work)

	
	
	
	307-413-2042 (cell)

	Adam Dale
	LEO West Zone
	Bridger-Teton
	307-886-5326 (work)

	
	
	
	307-413-2015 (cell)

	Travis Tippit
	Supv. Law Enforcement
	B-T, C-T, S-C
	208-524-7642 (work)

	
	
	
	208-313-7767 (cell)

	Grand Teton N.P.
	
	
	

	Ira Blitzblau
	Deputy Chief Ranger
	Grand Teton NP
	307-739-3314

	Michael Nash
	Chief Ranger
	Grand Teton NP
	307-739-3472

	Fire Dispatch
	Teton Interagency Disp.
	Grand Teton NP
	307-739-3630

	FPO’s Fire Investigators
	
	
	

	Lesley Williams-Gomez
	Fire Prevention Tech.
	Jackson Ranger Dist.
	307-739-5420 (work)

307-413-2483 (cell)

	Angie Crook
	Fire Prevention Tech
	Afton Ranger Dist.
	307-886-5336 (work)

307-413-2146 (cell)

	Nan Stinson
	Fire Prevention Tech.
	Big Piney Ranger Dist.
	307-276-5826 (work)

307-413-2482 (cell)


Significant law enforcement incidents or matters needing criminal investigation shall be reported to and coordinated with the area law enforcement contact person as soon as possible.  This is necessary to ensure local control and responsibility can be established to minimize the need for and associated costs of returning employees to the area should court litigation action follow.

All law enforcement incidents will be entered into the incident security log and documented.  If a violation notice is issued or any arrests made, contact the law enforcement officer assigned to the incident as liaison contact person.  Incident security logs and copies of the incident reports will be turned over to the law enforcement and investigations unit at the time of the exit debriefing.

Other investigations (claims, motor vehicle accidents, etc.) and normal incident security activities (traffic control, etc.) will be handled by the law enforcement personnel assigned directly to the incident.

Area law enforcement personnel will be available to provide necessary coordination and assistance.  

Contacts are:

	Teton County
	Sheriff’s Office
	Jim Whalen
	307-733-2331

	Sublette County
	Sheriff’s Office
	Dave Lankford
	307-367-4378

	Lincoln County
	Sheriff’s Office
	Shane Johnson
	307-885-5231


Closeout:

The final Finance Package will meet the uniform filing scheme for incident records packages, which can be found at: http://www.nifc.gov/records/index.html
At the end of the incident, the final incident package will be turned in at the closeout to the AA or IBA, or by mail if time constraints do not allow for handoff.  The IBA will participate in the exit interview of each assigned IMT and Buying Team.  The IBA will provide a verbal assessment of (1) commendable performance, (2) things that went well, and (3) things needing improvement.  The host agency will provide a financial performance rating 60-120 days following the incident to the Incident Commander.

APPENDIX A

Incident Business and Agency Contacts

Authority/responsibility for Incident Business Administration practices is delegated to the following agency personnel:   (If none are assigned to the Incident, leave block blank.) 
	Title
	Name
	Office Phone
	Home Phone
	Cellular Phone

	Incident Business Advisor (IBA)
Fire Program Mgmt. Asst
	Leslie Porter BTNF
Claire Scolnick GTNP
	307-276-5824

307-739-3311
	276-5347
690-6263
	307-413-2482
307-690-6263

	Agency Administrative Representative
	Patricia Truitt BTNF
Teresa Austin GTNP
	307-739-5588
307-739-3430
	413-5779
	307-413-5779

	Regional/State Incident Business Specialist 
	LeeAnn Evans
	801-625-5565
	
	801-388-2236

	
	
	
	
	


AGENCY CONTACTS 
	Title
	Name
	Office Phone
	Home Phone
	Cellular Phone

	Human Resources 
	Debbie Buster IDAWY
	208-524-7638 /
208-624-1151
	
	208-313-7756

	AD Hiring Contact 
	Leslie Porter BTNF
Claire Scolnick GTNP
	307-276-5824

739-3311
	276-5347
690-6263
	307-413-2482
307-690-6263

	Financial Management 


	Steve Snee
Patricia Truitt BTNF
	307-739-5587
307-739-5588
	413-5779
	307-413-5779

	Acquisition/Contracting

Contract Claims
	Kellie Shaw BTNF
Thayne O’Brien GTNP

Martin Hauch  GTNP

Molly McSwain GTNP
	208-557-5766
307-739-3447

307-739-3448

307-739-3669
	
	

	Information Resources (Computers)
	Customer Help Desk
Michael Thornton GTNP
	1-866-945-1354
307-739-3455
	 
	

	Telecommunications (Voice/Data Lines, Radios) 
	Lester Loving
	307-276-5831
	 
	307-413-1281

	Agreements  (County)
	Leslie Porter BTNF
	307-276-5824
	413-2482
	

	Compensation/OWCP (HIPPA)
	
	
	
	

	Claims (Non-contract)
	
	
	
	

	Law Enforcement
	Phalen Whitehair

Adam Dale
	307-367-5729

307-886-5332
	413-2139
699-1990
	 307-413-2139



	Fleet Manager
	Karol Larson

	307-739-5539
	
	

	Safety 
	Mark Edinger  BTNF
	 307-739-5550
	 
	 

	Property Management
	Lori Rowbury IDAWY
	208-557-5815
	
	

	HR-OWCP ASC
	ASC Emergency                                                                                              
	505-280-7691
	
	

	
	
	
	
	


APPENDIX B

Accruals and Payments 
Incident Accruals are required on any incident utilizing Forest Service paid resources. To assist the ASC incident finance staff in tracking accruals, please submit the summary and detail reports for ALL accruals via e-mail or fax to ASC-IF.  Refer to “How to Code ISuite Accruals” and additional information on accruals posted at:  http://www.fs.fed.us/fire/ibp/incident_payments/incident_payments.html.  Directions for creating the daily export can be found at http://www.fs.fed.us/fire/ibp/incident_payments/Isuite_export_finance.pdf
Payments - BPA’s

The using agency processes payments for EERA’s regardless of who initiated the agreement.  
1. DOI Incidents – Provide completed Emergency Equipment Use Invoice along with the Agreement, Shift Tickets and Inspections to the incident unit.
2. FS Incidents – Mail payment package direct to ASC-Incident Finance along with transmittal document as outlined in ASC Incident Finance Branch Payment Procedures posted at http://www.fs.fed.us/fire/ibp/incident_payments/incident_payments.html.  Retain a copy of the transmittal in the incident records.

Payments – Casual Hires (AD’s) - The hiring agency processes the individual casual payments, regardless of the incident jurisdiction.  

1. DOI Casual HIres – Original OF-288’s will go back with the AD to their home unit for payment. 

2. FS Casual Hires – Submit completed OF-288 along with transmittal letter as outlined in the ASC Incident Finance Branch Payment Procedures posted at http://www.fs.fed.us/fire/ibp/incident_payments/incident_payments.html.   The IMT should not allow any FS hired casual to retain their original timesheet.  Retain a copy of the transmittal in the incident records.

APPENDIX C

Delegation of AD Hiring Authority

	File Code:
	   
	Date:
	

	Route To:
	

	
	

	Subject:
	Delegation of  AD Hiring Authority 

	
	

	To:
	Incident Commander 


I am delegating the authority to hire casual employees to the Incident Management Team, specifically to the Finance Section Chief, Time Unit Leader and/or Procurement Unit Leader.

All hiring of casual employees will be in accordance with the Interagency Incident Business Management Handbook and its supplements.

Responsibilities of the hiring official are:

· Ensure the proper paperwork is obtained and filled out completely

· Validate that the person is qualified for the position

· Provide the casual employee with all the information related to direct deposit and tax withholdings

· Be knowledgeable of the IIBMH as it relates to the AD Pay Plan and its use

For positions not listed in the Incident Position Matrix of the AD Pay Plan, the hiring official must submit a position description to the State/Regional level for approval to establish an Excepted Position.  

The agency contact for questions related to AD hiring is ________________________  
	/s/


	

	
	 

	(Agency Administrator)
	 


Appendix D

Forest Service Employees OWCP

FS Human Capital Management-Workers Compensation (HCM-WC) now manages all FS Workers’ Compensation Claims.   HCM’s Workers’ Compensation (WC) section is now the point of contact for processing and managing all FS employees’ work-related injury/ illness claims.  These changes are designed to provide better and more consistent service to injured workers.  The Workers Comp section is also solely responsible for maintaining compensation files, working with the Office of Workers' Compensation Programs (OWCP) and counseling employees. 

The following is specific to Forest Service employees, regardless of incident jurisdiction:

· Enter the following address as the Agency Address on all OWCP forms:

USDA Forest Service - HCM

Mail Stop 118-WC

3900 Masthead St., NE 

Albuquerque, NM  87109

· Complete OWCP forms as outlined in the Interagency Incident Business Management Handbook and fax to the WC Section at 505-563-9981, or mail it overnight via Fed Ex to the address listed above.  If forms are faxed, mail the original form to the address below using regular mail.  This needs to be completed within two (2) days of the employee filing the claim.

· For advice and assistance, employees or Incident Compensation for Injury Specialists may call the Contact Center at 877.372.7248; press 2 for HCM; then press 5 to speak to a Workers’ Compensation Agent. For more information, go to the Workers' Compensation Section on the HCM Intranet.

In the event of an Emergency…Workers’ Compensation staff is available 24 hours/7 days a week. Call 505.280.7691 to speak to a specialist.

Incident Unit may identify the role and responsibilities of their local injury coordinator, i.e., For major incidents a separate unit may be established at Expanded Dispatch to handle all matters related to injuries or illnesses of incident personnel.  All compensation forms will be forwarded to the designated agency contact and/or location, as soon as possible, for disposition. 

Appendix E 

Cost Containment Practices / Procedures

The Bridger Teton and Grand Teton has developed the following guidelines to aid in ensuring a more effective method for tracking fire costs and increasing accountability.

· Incident Business Advisors will be assigned to all Type I incidents and Type II incidents 

· Additional cost containment support positions (in addition to the Incident Business Advisor) will be assigned to the incident when the incident exceeds $12-15 million.

· Action will be taken where necessary to ensure costs are appropriate and reasonable.

· Any Contractor requests for replacement items shall be handled under the clauses and provisions of specific contracts by the Procurement Unit Leader or agency procurement official.

· Ensure timely reporting of costs and that obligations and payments are accurately captured and reported in the appropriate accounting systems.

· Provide administrative and financial information as a regular part of daily briefings with the Incident Management Teams, Agency Administrator, Incident Business Advisor and Buying Team.

· The use of rental cars for single resources should be the exception.

· Incident Teams will send daily cost information to the incident unit.
Forest Accrual:
· Properly documented incident accruals (RC documents) will be entered into FFIS within 72 hours of the beginning of an incident and updated daily when new activity occurs.

· Incident teams, incident units, paying units, and payment centers will work together to capture and monitor all accruals in the FFIS system within 72 hours.  

APPENDIX F
Managing Fuel Issues on an Incident 

Emergency Equipment Rental Agreements (EERA) issued to fuel tenders within the Great Basin Geographic Area requires the vendor to accept credit cards for payment of fuel at the work site.  This new process has been established to eliminate the labor intensive work associated with the tracking and posting of Emergency Equipment Fuel and Oil Issues (OF-304). 

· How are fuel tender vendors able to accept a credit card at a remote location?
· It is up to the vendor to determine what system they will utilize at the incident to accept credit cards.  We do not dictate the process they use, just that they accept major credit cards. 

· Is the IMT required to furnish a phone line and power to the fuel tender for the purpose of processing credit card transactions?

· No, there is no provision in the EERA that requires the government to furnish power or phone lines.   

· What if the customer's credit card isn't accepted for some reason and they have already filled up with fuel?  How do they pay for it then? 

· As with any commercial business, it is up to the vendor to determine how they handle their accounts payable. 
· What if the vendor utilizes a manual machine at the incident?  Who will be held responsible if the credit card doesn’t clear once they get back to town to run it electronically?  

· As with any commercial business, it is up to the vendor to determine how they handle their accounts payable. 
· Will National Contracts be amended to require them to procure fuel with a credit card?  

· Yes, the National contracts have been modified to include the requirement of procuring fuel with a credit card.

· How will the IMTs procure fuel for miscellaneous items, such as generators for facilities or ground support?

· There are two options:

1. If a member on the team has a government issued procurement card, they can make the purchase.

2. Logistics and Finance must agree on the process utilized.  The Buying Team or Procurement Unit leader can negotiate an agreement with the vendor to provide fuel for miscellaneous government owned/leased equipment and pay for the purchases on a daily/weekly basis.  The preferred method is outlined in sample Government Authorized Fuel document attached.
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APPENDIX F
Managing Fuel Issues on an Incident 

· How is a Casual Hire to procure fuel for their vehicle? 

· If a casual hire is utilizing their POV, they will be reimbursed a mileage rate on their travel voucher, thus requiring them to procure their own fuel, like other government employees. 

· If the casual is utilizing a government leased/rented vehicle that does not have a fuel card they should check with Ground Support regarding the process set up for that incident. 

· How are State Cooperators going to purchase fuel?  

· Our State partners within the Rocky Mountain and Great Basin geographic areas have agreed to pay for fuel with their agency issued credit cards. If cooperators fuel card is not accepted by the fuel contractor, utilize the process for government procured fuel. 

· If the incident camp is located near a commercial gas station is the IMT required to order a fuel tender under an EERA?

· No, if the ICP is located near a town where there is a commercial gas station, this would be a good cost saving measure to not order an on-site fuel tender.
· Can the fuel vendor charge a higher rate than fuel that provided at local gas stations? 

· The Rocky Mountain/Great Basin Supplement #2007-1 to Chapter 20 (Page 20 of 61) of the Interagency Incident Business Management Handbook states:  ”Fuel prices will be established at the current commercial rate.”
· How does the IMT deal with equipment from out of the areas that are not aware they need credit cards to procure fuel at the incident? 

· According to Clause 3 of the Emergency Equipment Rental Agreement the Contractor should have a means of procuring their own fuel, as it is the Governments option to furnish operating supplies. 
· CLAUSE 3.   Operating Supplies:  As identified in Block 7, operating supplies include fuel, oil, filters, lube/oil changes.  Even though Block 7 may specify that all operating supplies are to be furnished by the Contractor (wet), the Government may, at its option, elect to furnish such supplies when necessary to keep the equipment operating.  The cost of such supplies will be determined by the Government and deducted from payment to the Contractor.
Appendix G
Supplemental Food Guidelines

NWCG Supplemental Food Policy

                                     
Absent of a more restrictive agency or geographic area policy, the following supplemental foods may be provided:

1) Fruit OR dried fruit OR fruit juice and vegetables.  Fruits and vegetables should be in-season, available locally and reasonably priced to avoid excessive costs and difficulty in procurement. 

2) Liquid supplements in the form of sports drinks or mixes that provide electrolytes and meet the carbohydrate solution mixes recommended in Feeding the Wildland Firefighter*.  Bottled water may be provided. 

In addition to the fruit and liquid supplements, candy bars and energy bars may be provided to supplement those included in sack lunches.  The objective is to provide for an average of 1000 kilocalories of solid supplements per firefighter per day.  

· Any supplemental foods provided will require IC justification AND concurrence from the Agency Administrator.  The only acceptable justification for providing supplemental foods is to meet the expanded nutritional needs of firefighters performing prolonged or arduous work.   Supplemental foods are not authorized for mobilization centers, staging areas or personnel not engaged in work on the incident.  “Incident Base and Camp meals” provide adequate dietary needs for most work situations.*

· No other supplemental food or drinks shall be authorized.  Purchasing jerky products, chips, gum, soda-pop, “designer drinks” and so-called “energy” drinks (containing caffeine, guarana, ephedra, and other stimulants), etc. are not allowed under this policy. Special or cultural dietary needs will be met through the National Mobile Food Contract or catered meals and not through this policy.   

*From:  Sharkey, Brian, et al., Feeding the Wildland Firefighter, Fire Tech Tips, July 2002.  (http://www.fs.fed.us/t-d/pubs/)

Appendix H
 Restricted Items

The following items are either restricted from purchasing, or limited in some manner, during incident operations.  However, a contract commissary may provide these items for purchase by Incident personnel with the permission of the Incident Commander (IC).  Assigned Supply Unit Leaders and/or Buying Unit Teams will refer to this list when purchasing supplies and services for incident operations. Agency Administrators may establish additional restrictions.


Restricted from purchasing or renting for incident operations:

1. Alcoholic Beverages of any type.

2. Clothing, buttons, stickers, hats, etc., with special or specific printing, coloring, or logos.  Bathing suits or other special clothing are not to be worn in incident camps.

3. Pillows or sleeping bags (other than regular GSA, fire cache type).

4. Plants or flowers.

5. Orders for specific magazines, newspapers, or other literature.  Local newspapers will be limited to 10 copies/incidents/day 
6. Improvements to GSA or WCF vehicles unless needed for suppression activities.  

7. Uses of motels, hotels or other commercial rooms are a very rare exception for personnel assigned to an Incident base.  Any exception to this must be approved in advance by the IBA/AA.  If not approved employee will not be reimbursed.
8. Extravagant or specialty foods.  The only supplemental foods that can be purchased are drinks and fresh fruits.  This also applies to orders placed with the caterer.

Examples of restricted specialty items:  

· Energy Drinks

· Cola or Pop Beverages

· Canned/Smoked fishes

· Specialty spice items

9. Barbers will only be provided for the military at their request.

10. Anything not a direct need for suppression of the fire or essential to the incident

11. Fees for the use of commercial hot springs.

12. Massages or Therapists.
Buying Teams shall procure drinks (non-alcoholic/non-carbonated) and fresh fruits as supplemental food items for the incident camp rather than the caterer.  Supplemental snack foods are allowed under the following guidelines:

1. No chocolate or candy bars will be used as a substitute snack food.

2. Granola type bars are acceptable.

3. Substitution must be pre-approved by the IBA.
Note:  The government is obligated to order from the National Mobile Food Service caterer when at any time (1) The number of people to be fed is at or above 150 persons per meal and (2) The headcount is estimated to remain at those numbers or greater for at least 72 hours from when the headcount first reaches 150 persons per meal. 
Note:  All purchased equipment and personal property will be transferred to the fire cache and will not be retained on or by the District.  All rental equipment, with owner’s concurrence, will have a lease purchase clause inserted in the procurement document to allow maximum flexibility to meet cost effectiveness goals.
The following items may be purchased or rented, but with the following limitations:

· Chairs:  Use local cache.  If additional chairs are needed, rent with an option to buy.

· Trailers and motor homes will be used for offices only, not for sleeping purposes.

· Cots, other than ordered through the cache system, will be justified and approved in writing by the incident commander for health and safety reasons.

· Information Resource must approve all Automatic Data Processing Equipment.

· The Forest Telecommunication Manager must approve all telecommunications equipment.

Specialty Items:
The Agency Administrator or IBA has the authority to establish additional purchasing restrictions or limitations on specialty items, such as:

Cameras:  digital, video, still                                                          Cellular Telephones

Satellite Telephones                                                                      GPS Units

Laptop Computers                                                                         Personal Digital Assistant

Electronic Organizers                                                                     Scanners

Handheld Radios                                                                           Copy Machines

Facsimile Machines                                                                        Printers

*Procurement officials must follow agency regulations when purchasing any of the above items.  (Property will be contacted to issue property numbers as required).
APPENDIX I
INCIDENT BUSINESS ADVISOR DELEGATION OF AUTHORITY

	
	   
	Date:
	

	Route To:
	

	
	

	Subject:
	Delegation of Authority, Incident Business Advisor

	
	

	To:
	Incident Business Advisor, _(Host Agency)__________________ 


This letter authorizes (name)_________________________________ to act as an Incident Business Advisor (IBA) for the _____________________________(unit name) and Incident Management Teams assigned to incidents on the _______________(Agency).  The IBA works as a liaison and advisor between the _________________(Agency) and the Incident Team(s) for all issues related to incident business management. 

Specific responsibilities include:

· Maintaining close communication with the Incident Commander, Finance Section Chief, and other members of the Incident Management Team, Area Command Team, and other administrative sections within the host agency.

· Coordinate with Finance Section Chief for a daily flow of information.  This will include a report of current progress of incident business administration operations and copies of the current cost projections and obligations.

· Attends incident planning meetings.  Represents the agency and assists the Incident Management Team in strategic planning, transitions or significant changes in status.

· Provides guidance to administrative representative or agency administrator for the need to assign a Liaison to ensure all payment packages are complete prior to transmittal to a Payment Center. 

· Represents the agency in cost management activities and works with the team to ensure cost control measures and other fiscal controls are in place.  Specifically, the IBA will monitor, track and document their involvement in cost containment items such as WFSAs, Cost Share Agreements, and daily costs/obligations COST reports.  Special emphasis will be placed on reviewing large cost centers.

· Will review questionable orders as requested by the Buying team or Expanded Dispatch, and hold until clarification is made with the IMT.  Questionable items, which cannot be resolved between the IMT and the IBA, will be discussed with the Agency Administrator for resolution.

· Provides advice to the agency and the Incident Management Team(s) concerning local, regional and national incident business management policies.   The IBA will provide communication links, guidance, and advice to facilitate efficiency in business management practices.

· Reviews incident business administration practices to ensure compliance with approved practices, and obtains necessary information or interpretations of laws, regulations, and agreements as needed to efficiently and effectively accomplish administrative practices.  

· Specifically monitors business administration activities at Expanded Dispatch, Buying Teams, ICP or any other sites that may support the incident.   The IBA has full access to any and all administrative functions of the incident, and is expected to make frequent site visits to all support locations.  
· Verify the Incident Management Team has an established process to ensure that property is tracked, recovered, and/or disposed of properly on the incident
· Advises the Incident Commander, Agency Administrator, agency administrative representative and/or interagency coordinating groups such as MAC and Area Command teams of the need for special support units such as Buying Units, Payment Liaison Teams, Claims Teams, or other support as needed.
· Participates in the Incident Management Team initial briefings and exit meeting and provides a critique of team incident business activities to both the Agency Administrator and the team.
· Represents the agency in other related activities as needed and identified by the Agency Administrator or as requested by the Incident Commander or Area Command. 
· May serve in the same role as identified above in BAER and post fire activities.
· Provides briefings to the Agency Administrator, MAC, Area Command and agency administrative representative, as needed.  

· Other:  ___________________________________________________________

____________________________________________________________________

The Agency Administrator is the primary point of contact, but coordination will be maintained with ___________________________________.   
	
	

	
	 

	(Agency Administrator)
	 


cc:  Unit Managers    

       Incident Management Team
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                                  Serious Injury   ( For  Burns : See page 2 )   ( Bleeding, Burns, Breathing Problems, Chest Pains, Loss of  Consciousness, Severe Pain, Broken Bones )  

Call  Medevac   or  Ambulance   or T ransport to ER    

Report Injury to  Supervisor   –   On a fire that means:  Crew Boss   (or  Crew Boss  -   Trainee )   Crew Boss   must   assure that injured person receives   treatment and  completes  paperwork  

In Fire Camp :  Not in Fire Camp:  

Supervisor  and/or  personnel  representing  the agency  may give  verbal  authorization  for treatment   at an E.R .   Get  Treatment .    (Incident Team  Personnel will  decide who  accompanies  the injured  worker   to the  E.R. ).     Go to Comp   /Claims Unit   or  Finance  Section Chief .  The  Incident  Compensation  for Injury  Specialist  (INJR) or  Finance  Section  Chief   (FSC - 1or2)  issues the    CA - 16  to the  medical  provider , and  will assist you  with   filing your  claim   with  Workers’  Comp (through  A SC) .          During Business  Hours M - F 7am  –   6pm  Outside Business Hours, On Weekends or if  ASC is closed  

Supervisor and/or personnel representing the  agency may give ver bal authorization for  treatment   at an E.R .   Get Treatment.     Injured employee, supervisor  or other  responsible party calls   ASC   :  877 - 372 - 7248   (Option 2 for HRM)  without delay   –   Request  authorization for immediate medical care .    A  Workers Compensation staff member will  issue a  CA - 16   form to the medical provider.   (When a CA - 16 is used properly, t he  employee is not billed for any work - related  treatment.)     Give claim number to all medical providers.     Injured employee and supervisor e nter   the  in jury information into SHIPS (acc essed  through eauth) . P rint  CA - 1   or  CA - 2   and  send ,  with any medical  reports,   to Worker s’ Comp                               within 48 hours   (see below) .     If unable to access SHIPS:  Submit  handwritten   CA - 1  or  CA - 2   form within 48 hours, and enter  information into SHIPS as soon as possible.     Supervisor  must :    complete page 2 o f the  form  , sign where appropriate, Fax to  Workers Comp  866 - 339 - 8583 , or mail  overnight via Fed Ex.  When Faxed, you are  also  required to mail the original to:             USDA Forest Service           ASC - Human  Capitol Management           3900 Masthead St., NE  –   WC Annex           Albuquerque,  NM 87109     Note: When seeking medical treatment from  a facility other  than a Hospital Emergency  Room  -   Verify that Medical Provider accepts  Federal  Workers Comp Claims   –   otherwise the  injured employee will be responsible for all  costs.   ( Emergency Rooms will treat any  injured individual ).  Supervisor  and/or personnel representing the  agency may give ver bal authorization for  treatment   at an E.R .   Get Treatment.     Injured em ployee, supervisor or other  responsible party calls ASC:   877 - 372 - 7248   (Option 2 for HRM)  within 48 hours or first  business day.   A Workers Compensation staff  member will issue a  CA - 16   form to the medical  provider .  ( When a CA - 16 is used properly,  the  employee is not billed for any work - related  treatment.)   Give Claim number to all medical  providers.       Injured employee and supervisor enter the  injury information into SHIPS (accessed through  eauth). Print  CA - 1   or  CA - 2   and send, with any  medical repor ts, to Workers ’   Comp within 48  hours   (see below).     If unable to access SHIPS: Submit handwritten  CA - 1   or  CA - 2   form within 48 hours, and enter  information into SHIPS as soon as possible.     Supervisor  must :  complete page 2 of the form ,  sign where appropriate , Fax to Workers Comp  866 - 339 - 8583 , or mail overnight via Fed Ex.   When Faxed, you are also required to mail the  original to:             USDA Forest Service           ASC - Human Capitol Management           3900 Masthead St., NE  –   WC Annex           Albuquerque,  NM 87109     Note: When seeking medical treatment from a  facility other   than a Hospital Emergency Room   -   Verify that Medical Provider accepts Federal  Workers Comp Claims  –   otherwise the injured  employee will be responsible for all costs.   (Emergency Rooms will treat any injured  individual).  


	Required Treatment for Burn Injuries

The following standards will be used when any firefighter sustains burn injuries, regardless of agency jurisdiction.

	Burn Injury Criteria

Take the burned person to a burn center when the following criteria are met:

· When there is any doubt as to the severity of the burn injury, the recommended action should be to facilitate the immediate referral and transport of the firefighter to the nearest burn center.  

· Partial thickness burns (2nd degree) involving greater than 5% Total Body Surface Area (TBSA).  

· Burns (2nd degree) involving the face, hands, feet, genitalia, perineum, or major joints.  

· Third-degree burns of any size are present.  

· Electrical burns, including lightning injury are present. 

· Inhalation injury is suspected.  

· Burns are accompanied by traumatic injury (such as fractures).  

· Individuals are unable to immediately return to full duty.  

After on-site medical response, initial medical stabilization, and evaluation are completed; the agency administrator or designee having jurisdiction for the incident and/or firefighter representative (e.g. Crew Boss, Medical Unit Leader, Compensations for Injury Specialist, etc.) should coordinate with the attending physician to ensure that a firefighter whose injuries meet any of the burn injury criteria is immediately referred to the nearest regional burn center. It is imperative that action is expeditious, as burn injuries are often difficult to evaluate and may take 72 hours to manifest themselves. These criteria are based upon American Burn Association criteria as warranting immediate referral to an accredited burn center.  

The decision to refer the firefighter to a regional burn center is made directly by the attending physician under the authority provided on the CA-16, or may be requested of the physician by the agency administrator or designee having jurisdiction and/or firefighter representative. If the physician does not make the referral, and the injured employee feels strongly otherwise, they should contact ASC-HRM-WC immediately so they can work with DOL OWCP to get the decision reviewed.    
The agency administrator or designee for the incident will coordinate with the employee’s home unit (ASC) to identify a Workers Compensation liaison to assist the injured employee with workers compensation claims and procedures.  

Workers Compensation benefits may be denied in the event that the attending physician does not agree to refer the firefighter to a regional burn center. During these rare events, close consultation must occur between the attending physician, the firefighter, the agency administrator or designee and/or firefighter representative, and the firefighter’s physician to assure that the best possible care for the burn injuries is provided. 

From: The Red Book (Interagency Standards for Fire and Aviation Operations) 2011 – Chapter 7, pages 21-22

            Treatment for Traumatic Injuries, Including Burns, on Wildfires and …… - Memo from Charles L. Myers-  1/13/2011  
A list of possible burn care facilities can be found at:

http://www.blm.gov/nifc/st/en/prog/fire/im.html

	Minor Injury

Minor Cuts, Minor Bruises, Minor Sprains, etc.

	Report Injury to Supervisor – On a fire that means: Crew Boss (or Crew Boss - Trainee)

Crew Boss must assure that injured person receives treatment and completes paperwork

	(Call ASC for advice before seeing a chiropractor)

	In Fire Camp:
	Not in Fire Camp:

	Go to Medical Unit, Comp

/Claims Unit or Finance Section Chief. The Incident Compensation for Injury Specialist (INJR) or Finance Section Chief (FSC-1or2) issues the 

CA-16 to the medical provider, and will assist you with filing your claim with Workers’ Comp (through ASC).


	If the Employee Needs Medical Care
	If the Employee Just Wants the Paperwork Filled out in Case there are Future Problems

	
	During Business Hours M-F 

7am – 6pm
	Outside Business Hours, On Weekends or if ASC is Closed
	Enter the Injury Information into SHIPS -  (even if the employee does not receive treatment)

	
	Call ASC for CA-16

Supervisor and/or personnel representing the agency may give verbal authorization for treatment at an E.R.  Get Treatment.
.

Complete CA-1

Call ASC for advice

Give claim number to all medical providers.

(See: “Serious Injury” - page 1 -  for more paperwork 

guidelines)
	Supervisor and/or personnel representing the agency may give verbal authorization for treatment at an E.R.  Get Treatment.
Call ASC for CA-16 within 48 hours or first business day

Complete CA-1

Call ASC for advice

Give claim number to all medical providers.

(See: “Serious Injury” - page 1 -  for more paperwork 

guidelines)
	If unable to access SHIPS: Submit handwritten CA-1 or CA-2 form within 48 hours, and enter information into SHIPS as soon as possible.

Injured employee and supervisor complete CA-1, marking the first box in block 39: 

     “no lost time and no medical expense: 

       place this form in employees medical

       folder (SF-66-D)”

Follow the instructions on the CA-1


Forms and Acronyms:
ASC – HR          Albuquerque Service Center – Human Resources

CA-1
          (a U.S. Department of Labor form) - Federal Employees Notice of Traumatic Injury and 

          Claim for Continuation of Pay/Compensation

              
CA-16
          (a U.S. Department of Labor form) - Authorization for Examination and/or Treatment

CA-2
          (a U.S. Department of Labor form) - Notice of Occupational Disease and Claim for Compensation
     COMP
          Compensation/Claims Unit Leader
COP 
          Continuation of Pay – (For COP information see: Yellow Book Chapter 10 section 15.1-4)
FS-6100-16      Agency Provided Medical Care Authorization and Medical Report

FSC1 or 2         Finance/Administration Section Chief

HRM
          Human Resources Management

INJR
          Compensation for Injury Specialist

OWCP
          Office of Worker’s Compensation Programs        SHIPS      Safety and Health Information Portal System
	Illness

(Muscle Strain that developed over more than one day or shift, Infections, Cold, Flu, Strep Throat, Carpal Tunnel Syndrome, Valley Fever, Lyme Disease, Stress or Psychiatric Conditions)

	Report Illness to Crew Boss (or Crew Boss - Trainee)

	Supervisor should NOT give verbal authorization for treatment.  Only the Department of Labor can determine if an illness is work-related based on the medical documentation.  Do NOT issue a CA-16 for an occupational disease or illness.

	Occupational Disease or Illness  (OWCP) - rarely allows agencies to authorize medical treatment related to an occupational disease or illness. The employee is responsible for the cost of treatment and can file a claim.

	In Fire Camp:
	Not in Fire Camp:

	Go to Medical Unit, Comp/Claims Unit or Finance Section Chief.  INJR advises individual of rights, benefits, and responsibilities.  INJR authorizes appropriate APMC (Agency Provided Medical Care), using a FS-6100-16, for first aid treatment for illnesses such as respiratory illness, colds, sore throats and similar conditions associated with exposure to smoke, dust, and weather conditions, etc.  Treatment of more significant illness/disease conditions are not authorized and must be submitted to OWCP for adjudication.
COMP/INJR faxes and mails original injury/illness forms, supporting documentation and medical treatment records to ASC  within two days of receipt of the CA-2.
	Individual completes form CA-2 , “Notice of Occupational Disease and Claim for Compensation “as soon as possible and preferably within 48 hours. Supervisor completes and signs reverse side.  

(The CA-2 is completed in SHIPS and faxed to ASC just like the CA-1.  See:  “Serious Injury”  – page 1 – for paperwork guidelines).  The employee needs to work closely with the case manager in Workers’ Comp to file their CA-2 claim.
Leave blocks titled “Occupational code”, “Type code”, “Source code”, “OWCP Agency Code”, and “OSHA Site Code” blank.  ASC is responsible to complete.

	Supervisors should be trained in the difference between illness and injury.  “Occupational Disease or Illness.  A condition produced by the work environment over a period longer than a single workday or shift.  It may result from systematic infection, repeated stress or strain, exposure to toxins, poisons, or fumes, or other continuing conditions of the work environment.” (from the Yellow Book)

	PRESCRIPTIONS – Utilize local pharmacies that accept the Department of Labor (DOL), Office of Workers’ Compensation Programs (OWCP) Fee Schedule and bill directly. Pharmacies/Medical providers not enrolled with DOL, OWCP, Division of Federal Employees Compensation (DFEC), should contact DOL, Affiliated Computer Services (ACS) https://owcp.dol.acs-inc.com.


For more information on Injury / Illness reporting and treatment, see:

ASC-HRM Workers’ Compensation website http://fsweb.asc.fs.fed.us/HRM/owcp/WorkersComp_index.php

(See all 5 categories in yellow, left side of page. Includes info such as:  Supervisor Handbook, Pocket Cards, 
& Quick Reference: http://fsweb.asc.fs.fed.us/HRM/owcp/WorkComp_Roles_Resp.php see page bottom)

SHIPS website http://www.compliancesuite.com/ForestService/
Yellow Book (Interagency Incident Business Management Handbook) – Chapter 10, Section 15

Red Book (Interagency Standards for Fire and Fire Aviation Operations) - Chapter 7

Or:……………………………………………………………….. call ASC:  877-372-7248

[image: image4.emf]Teton Crew Incident Injury Treatment and Reporting Procedures   National Park Service      Follow these guidelines no matter if it is during business hours, outside business hours or on  weekends.      Injury is reported to you as the supervisor (CRWB) .      Seek Medical Treatment!!        If cell phone service is available call the Grand Teton N.P. Human Resources Office at  307 - 739 - 3441/3442/3446 to advise them of injury.    If it is after hours or on a weekend  leave a message for the HR Office.      C ontact   the  official NPS supervisor of the  injured employee   to advise them of the injury  and the need for medical attention .        The  NPS  supervisor will call the Chief Ranger who will call the NPS Superintendent to  advise them of the injury.       3.  Fill out appropriate  paperwork.      Fill out CA1 or CA2 (hard copy is fine).        On the CA - 1/CA - 2 the supervisor is the CRWB or CRWB(T).      Take a CA - 16 to the doctor’s office to receive care, return the completed CA - 16 or  equivalent evaluation form to the HR office, form can be faxed  to the HR office if  necessary at  307 - 739 - .      The employee and NPS supervisor need to file the claim ,   CA - 1/CA - 2 ,   online with the  Safety Management Information System (SMIS).  When you advise the employee’s NPS  supervisor of the injury the supervisor may start filing the claim electronically for the  employee while the employee is out on assignment.   4.   Employee has b een treated.      Inform the supervisor  (CRWB and NPS Supervisor)  immediately of any medical  limitations or restrictions (these should be specified in writing by the physician).       Does individual need to be released from crew and sent home??       If you are in fire   camp and need medical assistance go to the Medical Unit where the y will  coordinate the necessary treatment and issue the appropriate forms.   Be sure to make  necessary contacts to the employee’s official NPS supervisor so agency administrators can be   inform ed of the injury.      


APPENDIX K
Great Basin Incident Business Committee
	Agency
	Name
	Address
	Email
	Phone Numbers

	ST - WY
	Lynda Berckefeldt
	Wyoming State Forestry
	lberck@state.wy.us
	(307) 777-7300 v

	 
	 
	1100 West 22nd Street
	 
	(307) 631-1025 c

	 
	 
	Cheyenne, WY 82002
	 
	(307) 777-5986 f

	 
	 
	 
	 
	 

	ST - ID
	Ken Homik
	Idaho Department of Lands
	khomik@idl.idaho.gov
	(208) 666-8648 v

	 
	 
	3780 Industrial Avenue
	 
	(208) 755-2924 c

	 
	 
	Coeur d’Alene, ID  83815
	 
	(208) 769-1524 f

	 
	 
	 
	 
	 

	ST - UT
	Jane Martinez
	Utah Div. Of Forestry & Fire
	janemartinez@utah.gov
	(801) 538-5427 v

	 
	 
	1594 W. North Temple
	 
	(801) 541-6764 c

	 
	 
	Suite 3520
	 
	(801) 533-4111 f

	 
	 
	Salt Lake City, UT 84114
	 
	 

	 
	 
	 
	 
	 

	ST - NV
	Scott Sisco
	Nevada Division of Forestry
	ssisco@forestry.nv.gov
	(775) 684-2522 v

	 
	 
	2478 Fairview Drive
	 
	(775)443-7740 c

	 
	 
	Carson City, NV 89701
	 
	(775) 684-2573 f

	 
	 
	 
	 
	 

	BIA
	Diane Cartney
	BIA - Natural Resources Dept
	Diane.Cartney@bia.gov
	(605) 226-7621 v

	 
	 
	115 4th Ave SE, MC301
	 
	(605) 380-1567

	 
	 
	Aberdeen, SD  57401
	 
	(605) 226-7358 f

	 
	 
	 
	 
	 

	NPS
	Karrie Davin
	NPS, Intermountain Region
	Karrie_Davin@nps.gov
	(303) 969-2971 v

	 
	 
	12795 West Alameda
	 
	(720) 785-4148 c

	 
	 
	Lakewood, CO 80228
	 
	(303) 969-2037 f

	
	
	
	
	

	BLM - ID
	Carol Salo
	BLM, Idaho State Office
	Carol_salo@blm.gov
	(208) 373-3852 v

	 
	
	1387 S. Vinnel Way
	 
	(208) 631-1625 c

	 
	 
	Boise, ID  83709
	 
	(208) 373-3850  f

	
	
	
	
	

	BLM - NV
	Vacant
	BLM – Nevada State Office 
	leeann_evans@blm.gov
	(775) 861-6574 v

	 
	 
	1340 Financial Blvd
	 
	(775) 722-3055 c

	 
	 
	Reno, NV     89502
	 
	(775) 861-6668 f

	
	
	
	
	

	BLM - WY
	Dave Johnson
	BLM, Wyoming State Office
	Dave_Johnson@blm.gov 
	(307) 775-6305 v

	 
	 
	P.O. Box 1828
	 
	(307) 286-8689 c

	 
	 
	Cheyanne, WY  82003
	 
	(307) 775-6098 f

	
	
	
	
	

	FS - R4
	Lee Ann Evans
	USDA Forest Service
	levans@fs.fed.us
	(801) 625-5565 v

	 
	 
	Intermountain Region
	 
	(801)388-2236 c

	 
	 
	324 25th Street
	 
	(801) 625-5594 f

	 
	 
	Ogden, UT 84401
	 
	 

	 
	 
	 
	 
	 

	FWS
	David Lucas
	Fish & Wildlife Service
	David_C_Lucas@fws.gov
	(303) 236-4456 v

	 
	 
	Denver Federal Center
	 
	(770) 329-1685 c

	 
	 
	PO Box 25486
	 
	(303) 236-6958 f

	 
	 
	Denver, CO  80225
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GOVERNMENT AUTHORIZED FUEL & OIL ISSUES

__________________ FIRE

Incident #:______________

Request #:  S-____

This Incident Only

Vendor Name:


Address:


City, State, Zip:


Contact:   _______________________________   Phone No. Day:  _____________







           

   Night:  _____________

Fed. Tax ID: ______________________ and/or Dunns # _____________________

An Emergency Equipment Fuel & Oil Issue form (OF-304) will be utilized to document the authorization to incident personnel to receive goods and services on behalf of the government under this agreement.   Upon receiving a Fuel & Oil Issue the vendor will assure it is signed by an authorized individual.  Authorized personnel are as followed: 

Names:
_______________
Signature:
______________________



_______________


______________________



         
_______________


______________________


(This authorized signature will be located on the Fuel & Oil; Issue Ticket under “Issuing Agent’s Signature”) No other personnel are authorized.


Authorized Fire Personnel:  Authorized fire personnel, (listed above), will issue Fuel and Oil Issue forms to authorize the procurement of fuel and oil under this agreement.  The authorized personnel will assure the Fuel and Oil Issue form is properly completed as follows.



Block Name



Enter


Incident or Project Name

Incident or Project Name


Owner of Equipment 
 

Owners name and Request Number (E#, O# or S#)

Agreement Number


Agreement Number


Type of Equipment 


Type of Equipment

License or Identification Number
Request Number (O#, S#)


Commodity (Circle) or Oil, 

Circle appropriate

Remarks  



Enter the date and time you issued the ticket

Issuing Agents Signature

Incident Authorized personnel signature


VENDOR:  Upon receiving the Fuel & Oil Issue Ticket, check for authorized signature and complete the following fields:

· Commodity Quantity, Unit, Unit Price, Amount.


· Date and Time Issued


· Remarks (if needed)


· Total


· Have CUSTOMER sign in the Receiving Agents Signature block.

Vendor will retain all the pink-copies of the Fuel and Oil Issue forms and complete the Government Fuel Log sheet. 

PAYMENT:


Vendor will weekly submit an Invoice along with the Government Fuel Log sheet and the Fuel & Oil Issue Tickets attached to the Buying Team Leader.  

Buying Team:  Upon receiving the Vendor’s properly completed invoice; payment will be processed by Government Credit Card.


_____________________________                            _____________________________

Contractor’s Signature                                 
     Buying Team Member Signature 

_________________________


  ________________________


Print Name





  
Print Name

_________________________                         ________________________


Date:                                                                  


Date:
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		GOVERNMENT FUEL LOG

		VENDOR:								INCIDENT:

				Date		Request#  (O#, S#)		Cost						Date		Request#  (O#, S#)		Cost

		1										26

		2										27

		3										28

		4										29

		5										30

		6										31

		7										32

		8										33

		9										34

		10										35

		11										36

		12										37

		13										38

		14										39

		15										40

		16										41

		17										42

		18										43

		19										44

		20										45

		21										46

		22										47

		23										48

		24										49

		25										50

				TOTAL				$						TOTAL				$

		Vendor to number and attach Emergency Equipment Fuel and Oil Issue, Form OF-305
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