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SECTION 1:  Acquisition Contact Information


Forest Acquisition Methods

The Idaho Panhandle and Nez Perce-Clearwater National Forests are serviced by the Idaho Montana Acquisition Zone (IMAT). 

All requests for incident acquisition support are to be directed to IMAT contacts in the following order:

	IMAT FY16 On-call Fire Support

	R1 AQM 2016 fire season On-call AQM Fire Support.  
• Week begins on Tuesday at 0800, PDT
• It is allowable to swap day(s)/week with Mutual agreement between the 2 swapping CO's/PA's.
• This is your single point of contact unless a buying team is supporting your area.  
• Some of the R1 AQM are on Fire Team; phone may be extensively swapped (with no advanced notice), so the person shown on the duty may not answer – but a CO/PA will always answer.  

	Dates
	Contact
	Duty Phone
	Office Phone
	Duty Location

	05/31/2016 - 06/06/2016
	Michael Allred
	208-451-5663
	208-765-7456
	Coeur d'Alene

	06/07/2016 - 06/13/2016
	Karen Ruklic
	208-451-5523
	208-983-5144
	Grangeville

	06/14/2016 - 06/20/2016
	Estyn Kevitt
	208-451-5663
	208-765-7433
	Coeur d'Alene

	06/21/2016 - 06/27/2016
	Darren Zychek
	208-449-8796
	208-476-8224
	Orofino

	06/27/2016 - 07/04/2016
	Lori Braley
	208-451-5663
	208-765-7273
	Coeur d'Alene

	07/05/2016 - 07/11/2016
	Marion Daniel
	208-451-5663
	208-765-7282
	Coeur d'Alene

	07/12/2016 - 07/18/2016
	Charles Stuart
	208-451-5663
	208-765-495
	Coeur d'Alene

	07/19/2016 - 07/25/2016
	Catherin Sullivan
	208-451-5663
	208-765-7253
	Coeur d'Alene

	07/26/2016 - 08/01/2016
	Michael Allred
	208-451-5663
	208-765-7456
	Coeur d'Alene

	08/02/2016 - 08/08/2016
	Karen Ruklic
	208-451-5523
	208-983-5144
	Grangeville

	08/09/2016 - 08/15/2016
	Estyn Kevitt
	208-451-5663
	208-765-7433
	Coeur d'Alene

	08/16/2016 - 08/22/2016
	Darren Zychek
	208-449-8796
	208-476-8224
	Orofino

	08/23/2016 - 08/29/2016
	Lori Braley
	208-451-5663
	208-765-7273
	Coeur d'Alene

	08/30/2016 - 09/05/2016
	Marion Daniel
	208-451-5663
	208-765-7282
	Coeur d'Alene

	09/06/2016 - 09/12/2016
	Charles Stuart
	208-451-5663
	208-765-495
	Coeur d'Alene

	09/13/2016 - 09/19/2016
	Catherin Sullivan
	208-451-5663
	208-765-7253
	Coeur d'Alene

	09/20/2016 - 09/26/2016
	Michael Allred
	208-451-5663
	208-765-7456
	Coeur d'Alene

	09/27/2016 - 10/03/2016
	Karen Ruklic
	208-451-5523
	208-983-5144
	Grangeville

	10/04/2016 - 10/10/2016
	Estyn Kevitt
	208-451-5663
	208-765-7433
	Coeur d'Alene

	10/11/2016 - 10/17/2016
	Darren Zychek
	208-449-8796
	208-476-8224
	Orofino



During business hours local AQM support (see following page) should be contacted for contracting support.  If unable to reach the local AQM then the on-call person should be contacted.  

IMAT AQM Zone Procurement Organization Contact Information

	NAME
	TITLE
	WORK PHONE
	FAX
	LOCATION

	 Rita Loper*
	Acting R1 Proc Ops Mgr, Supv CO
	208-765-7497
	208-765-7229
	Coeur d Alene

	Mike Allred
	Supv CO - Fire
	208-765-7456
	208-765-7229
	Coeur d’Alene

	vacant
	– 
	208-765-7468
	208-765-7229
	Coeur d’Alene

	Estyn Kevitt*
	CO
	208-765-7433
	208-765-7229
	Coeur d’Alene

	Karen Ruklic
	CO
	208 983-5144
	208-983-4098
	Grangeville

	Darren Zychek*
	CO
	208-476-8224
	208-476-8329
	Orofino

	vacant
	CO
	208-765-7497
	208-765-7229
	Coeur d’Alene

	Charles Stuart*
	PA
	208-765-7495
	208-765-7229
	Coeur d’Alene

	Lori Braley*
	PA
	208-765-7273
	208-765-7229
	Coeur d’Alene

	Marion Daniel
	PA
	208-765-7282
	208-765-7229
	Coeur d Alene

	Dee Acree
	PA
	208-765-7461
	208-765-7229
	Coeur d Alene

	Darrin Jackson
	PA
	208-765-7230
	208-765-7229
	Coeur d Alene

	Catherine Sullivan*
	PA
	208-765-7253
	208-765-7229
	Coeur d Alene

	Charles Tapia
	PA
	208-765-7356
	208-765-7229
	Coeur d Alene

	Debi Church
	G & A Spec.
	208-765-7282
	208-765-7229
	Coeur d’Alene

	Tammi Arrhenius*
	G & A
	208-765-7496
	208-765-7229
	Coeur d’Alene

	Gerri Bush*
	G&A
	208-765-7234
	208-765-7229
	Coeur d Alene

	Brandy Scheffelmaier
	G&A
	208-765-7277
	208-765-7229
	Coeur d Alene

	Lisa Whitney
	G&A
	208-765-7219
	208-765-7229
	Coeur d Alene

	Bertalee Mottern*
	Supervisory Property Management
Specialist
	208-765-7308
	208-765-7229
	Coeur d’Alene 

	Doug Nace
	Property Tech
	208-765-7248
	208-765-7229
	Coeur d’Alene

	Wendy Welch
	Property Tech
	208-935-4288
	208-935-4275
	Kamiah


· Denotes IMAT personnel committed to National, Regional or Short IMTs or BUYTs

If the above AQM contacts or on-call duty officer are not available may refer to:

	Name
	Job Title
	Work Phone
	Cell Phone

	Mike Allred
	IMAT Zone Supervisor
	208-765-7456
	

	Rita Loper
	Acting R1 Procurement Operations Manager
	208-765-7494
	

	Dell McCann
	Deputy Director - AQM Fire Program Manager
	406-329-3244
	c. 406-274-2445

	Jeff Gardner
	Fire Contract Specialist & ITEAMS Coordinator
	406-329-4987
	c. 406-203-7098



*Between Memorial Day weekend through October 15, or earlier/later if needed, an IMAT Contract Specialist will be assigned as Duty Officer; Duty Officers rotate at 0800 hours every Tuesday morning.

When an IMT is ordered, the Zone Incident Business Specialist will notify the IMAT AQM Operational Zone Supervisor and Procurement Operations Manager.  A representative from the IMAT will coordinate with the Finance Section Chief and (if applicable) the Procurement Unit Leader to assure necessary documents and information are made available.

In the event that local procurement capabilities have been exceeded, AQM Operational Zone Supervisor will notify AQM Fire Program Manager.  Based on current and projected incident needs, AQM Fire Program Manager, in coordination with the Zone Incident Business Specialist and/or Agency Administrator, will recommend ordering a Regional Short Buying Team or a National Buying Team.  

The local AQM staff should attend the in-briefing with the buying team to provide source lists, local knowledge, etc.  They should also attend the transition or close-out to receive the transition document and information on outstanding orders/issues. 

It is the expectation of the Host Agency to buy local as much as possible or practical.

Type 3-5 Fires

Type 3-5 incidents will provide their own local purchasing support.  When local capabilities have been exceeded, requests for incident acquisition support shall be forwarded to the IMAT Duty Officer and documented using resource orders.
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The following items are either restricted or prohibited from purchasing, renting or limited in some manner.   Incident SPUL and/or BUYT will refer to this list before purchasing supplies and services for incident operations.  Exceptions to this policy must have prior written approval by the IBS/IBA before obtaining those items.  In the event that incident only EERA, LUA or service BPAs are needed, use of Host Agency Agreement numbering system is required.

It will be the responsibility of dispatch to check all orders against local cache inventory prior to purchasing new.  All equipment and supplies purchased will be transferred to the appropriate fire cache and not be retained on or by the unit.

· [bookmark: _Toc294103381]Alcohol: Alcoholic beverages of any type are prohibited at incident operations.

· Awards, Mementos, Souvenir, Trinkets: group photos, clothing, lapel pins, stickers, hats, plants, flowers, etc., will not be purchased with suppression funding. Follow the guidelines in the IIBMH, Chapter 20-15, lines 6-11 and Appropriations Law; procurement of colored copies and colored paper is considered an unnecessary expense (Ref. IIBMH Chapter 20, 20-11 Unique Items). 

· Cell Phones: Fire cellphones may be available through ACE – Contact Katrina Bowles at (wk) 406-329-1079 (cell) 406-295-7490. Pre-paid cell phones (trac-phones) may be purchased for the incident and issued to employees who require a cell phone to do their job.  Fire cell phones and trac-phones will be issued as property and must be returned at the end of the assignment/incident. For Agency issued Trac-phones, a nominal amount of minutes may be purchased by incident. Use of personal or home unit cell phones and satellite phones will not be reimbursed. Each cell phone will be assigned its own S# for tracking purposes.

· Check Writing:  Checks cannot be written for any EERAs or LUAs.  Check writing cannot exceed $50,000 for BPAs set up for incident support.

· Computers: All rental computers must be approved by the Agency Administrator or their designee in advance.  Each computer will be assigned its own S# for tracking purposes.  It is the IMT ITSS’s responsibility to have all rental computers ordered for the incident scrubbed of all PII data before being returned to the Vendor.  NR IT Staff can assist with this as requested. 


· Fleet: Improvements to GSA or WCF vehicles unless needed for suppression activities.

· Garbage Collection: Routine garbage collections service agreements do not always cover support services for incidents.  Garbage collection will be handled as a commercial item and will be paid by credit card.  Orders for these services may be placed by IMAT procurement personnel, or Buying Team members.  Vendors shall provide a commercial invoice and the Government will document services are received.  It is not necessary to create daily shift tickets or a use invoice for these services provided there is sufficient evidence in the payment envelope that services have been received.  Documentation shall include date of service, number of containers, changes in the service (increase or decrease in containers or service schedule), and signature of logistics person preparing the documents.  Finance will maintain a payment folder with a copy of the log or shift ticket, the resource order, and documentation of any changes to the service.  Payment folder will be forwarded to IMAT for payment.

· Meals and Lodging in lieu of fire camp:  The Restaurant and/or Lodging Authorization form will be utilized when personnel require meals and/or lodging.  All restaurant and/or lodging authorizations forms will be supported by a resource order (S#).  This form must be completed by the agency employee procuring the meals and/or lodging.   It is located in the Forms section.

· Lodging: Motels, hotels, or other commercial rooms for overhead and other personnel if there is an incident camp, unless a situation arises that deems it necessary; discuss with the IBS/IBA prior to procuring lodging.  

· Phone lines: cannot be installed for personal use.  Per FSM 6600, chapter 6640-6642.14, Prepaid (commercial) calling cards may be purchased only for fire emergency situations when the employee can’t wait for a Government calling card to be ordered.  If commercial calling cards are purchased, the dollar amount should be small ($10 or less); cards will be issued as property, and will be returned to the Host Agency at the end of the incident.  

· Potable Water (bulk): Routine district and forest level potable water supply agreements do not cover support services for incidents.  Bulk potable water will be handled as a commercial item and should be paid by credit card when possible.  Orders for bulk water supply may be placed by IMAT procurement personnel, or Buying Team members to the municipal water companies servicing the area of need.  These companies typically will set up an account specifically for incident use, and water usage will be tracked by dispatch and/or metered at the site.   

· Publications: Orders for local newspapers will be limited to 10 copies per incident per day, with a variety of newspapers as allowed by appropriations law.  

· Radios: Radios and radio equipment will be obtained from the NIFC Cache on an incident by incident basis. The purchase of radio or radio equipment must be approved by the IBS/IBA in advance and may only be purchased from mandatory source(s).

· Rental Vehicles: Rental vehicles must be authorized and documented on a resource order. Use of the NRCG MTDNRC contract is mandatory for vehicles being used off-road. Individuals’ authorized to rent vehicles [that don’t require off-road use] should use US government-contracted rental vehicle companies and ensure GARS coverage is included in rental rate ($5 per day).  Rental vehicles obtained on government issued travel or purchase cards or personal credit cards will not be transferred to a BUYT or PROC for payment. In the event that NRCG rental 


vehicle resource lists are exhausted (including those of dispatch neighbors), incident only EERAs may be initiated. 

· Recreational Entertainment: Rental or purchases of recreational entertainment equipment, such as, televisions, VCR/DVD, cable/satellite or internet for other than work necessities MUST be approved in writing by the IBS/IBA in advance, including fees for the use of commercial hot springs, unless associated with approved R&R.

· Satellite Phones: Satellite phones may be leased with approval, in advance, by IBS/IBA. Each Satellite phone will be assigned its own S# for tracking purposes.

· Satellite Internet Service:  The Regional Fire IT program has satellite systems available that will provide internet at ICP for Type 1-2 incidents.  A resource order (S#) will be created for the satellite service.  When the system is sent to ICP, the Regional Fire IT staff will notify the satellite company (ViaSat) to track data use for the duration of the incident.  The BUYT or local AQM will receive the bill for payment.  These bills won’t always arrive while the BUYT is in place and therefore when the BUYT transitions back to the local Forest this service may need to be addressed as an outstanding item at the close-out.  

· Supplemental Foods: Procurement of vitamin supplements, food items and electrolyte replacements, extravagant or specialty foods is limited or prohibited.  Follow the direction in the IIBMH and NWCG Memo # 16-010 and 16-010a, NWCG Supplemental Food and Drink Guidance (Ref. to Electronic Tool Box of Incident Business Operating Guidelines).

· Utility Services/Payments: All utility services that are ordered/installed at incident locations (including Expanded Dispatch) shall be documented on a Resource Order (include the phone numbers assigned to the incident).  Orders for these services may be placed by IMAT, or Buying Team members. A copy of the Resource Order will be provided to the IMAT.  The IMAT will be notified when the services are connected/disconnected and any other services that will incur expenses.  

For additional forest and geographic area mandates Refer to the NRCG IIBMH Chapter 20 Supplements.   
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Resource orders for supply requests will be designated as S# Supplies.  For incidents being supported by a Buying Team, open market/local purchases will only be made by Buying Team members.  A Buying Team may be asked to incorporate local purchasers into their team to provide training, developmental opportunities and to assist in off-site location purchases. 

· Sack Lunch Specifications http://www.fs.fed.us/r1/fire/nrcg/Committees/Business/Toolbox/RegularSackLunchSpecs.pdf 
· Special Meal Sack Lunch Specifications http://www.fs.fed.us/r1/fire/nrcg/Committees/Business/Toolbox/SpecialSackLunchSpecs.pdf 
· Geographic Area Equipment Rates - NRCG Chapter 20
http://www.fs.fed.us/r1/fire/nrcg/Committees/Business/supplements/2016supplements/NR_2016_Chapter20.pdf 


· Incident only EERA 90% rules can be found in NRCG Chapter 20 Supplement, NR20-13 & 14; VIPR 90% report can be found at http://www.fs.fed.us/business/incident/viprreports.php 
· Northern Rockies Incident Sign Ordering Protocols.
http://www.fs.fed.us/r1/fire/nrcg/Committees/Equipment/Incident_Sign_Ordering_Protocols_2009.pdf
· Driver’s License requirement – see FSH 7109.19, Chapter 60, Section  61
· Per Diem Rates: http://www.gsa.gov/portal/content/104877
· M&IE breakdown: http://www.gsa.gov/portal/content/101518 
· R1 IT Fire Procurement & Property Direction - see Forest Incident Business Operating Guide, Section 30 Property Management – Durable and Accountable Property.
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· Forest telephone directory – see Incident Business Operating Guide, Appendix A 
· Forest map (Available at the front desk of the  Forest Supervisor’s Office or any Ranger District
· City maps (Available upon request from the Chamber of Commerce)
· NRCG Business Committee Contacts and general information http://www.fs.fed.us/r1/fire/nrcg/Committees/business_committee.htm 
· Montana DNRC Incident Business Website http://dnrc.mt.gov/divisions/forestry/fire-and-aviation/fire-business 
· Idaho Department of Lands Incident Business Website http://www.idl.idaho.gov/fire/business/index.html 
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The Northern Rockies Geographic Area shares the Fire Contracting workload amongst our interagency partners.  The Northern Rockies Solicitation Plan for Competitive agreements can be found at: http://www.fs.fed.us/r1/fire/nrcg/agree-contract/Solicitation%20Info/Post-%20Solicitation%20Plan%202012-2016%20(2).pdf

Copies of the all the agreements can be found at http://www.fs.fed.us/r1/fire/nrcg/agree-contract/index.html

Competed equipment agreements are either on a dispatch priority list (DPL) or a competitive resource list (RL).  Dispatch maintains the DPLs and RLs, and are trained and expected to administer these agreements without AQM involvement. NRCG competed equipment is the first source of supply if agency owned equipment is not available.  In the event that the DPLs or RLs have been exhausted, or specialized equipment not under a competitively awarded agreement is needed, an incident only EERA may be implemented.  In the event an incident only emergency equipment rental agreement (EERA) is needed; EERAs must be set to expire at the end of the specific incident.  Utilize host agency numbering system for Incident Only EERAs.  Reference Northern Rockies Geographic Area Chapter 20 Supplement for standard language for Block 16 of the EERA form.


· Northern Rockies Contracted Equipment Standard Operating Procedures
http://gacc.nifc.gov/nrcc/dispatch/NRContractedResourcesSOPs.pdf
· Service Contract Act wage rates for the area are available at: http://www.wdol.gov

ITEAMS
Forest Service – Region 1, uses ITEAMS database as the primary source list for operated and unoperated equipment not under competitive agreements.  The link below is to the ITEAMS portal; eAuthentication is required to access the site and you will need to request access to the R1 ITEAMS data.  Follow the instructions in the ITEAMS user guide linked on page 9 of this plan.  The program currently doesn’t send a notification to the approver that a request has been sent.  To reduce the chance of delayed access, please send an email notification that you have requested access to Jeff Gardner at jbgardner@fs.fed.us with a cc to Dell McCann at dmccann@fs.fed.us and Shane Theo at stheo@fs.fed.us.  

· ITEAMS portal link (eAuthentication is required): http://gacc.nifc.gov/nrcc/dispatch/equipment_supplies/equipment_supplies.htm 
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BPA Templates are available upon request from the AQM Operational Zone Supervisor.

[bookmark: wp1179684]Utilize host agency numbering system for BPAs.
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The IMAT maintains a source list of Commercial items. Due to the dynamic nature of the source list, it will be made available to Buying Teams as part of their in-briefing. Copies are available upon request from the AQM Operational Zone Supervisor. 

Utilize host agency numbering system for Purchase Card transactions over the micro-purchase threshold.
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MEDICAL FACILITIES

Information on medical facilities is located in Appendix C of the Incident Business Operating Guide.
· Medical BPAs will not be established without concurrence from the IBS/IBA and AQM Operational Zone Supervisor.
· Forest contacts for accident/injuries will be the Forest Administrative Representative, IBA or Forest Safety Officer.


[bookmark: _SECTION_9:_]
[bookmark: _Toc451423214][bookmark: _Toc451423965]SECTION 9:  Agreements – Land, Facility, Other


When seeking areas needed for incident use, priority of LUAs should be Federal, State, or Cooperator lands prior to looking for private lands.  LUAs must be completed prior to any use of the identified land/facilities.

A source list of possible land and facilities for suppression use may be available upon request from AQM Operational Zone Supervisor. 

A source list of pre-season Land Use Agreements with municipalities may be available upon request from the AQM Operational Zone Supervisor. 

Utilize host agency numbering system.
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· Buying Team Spreadsheet – use of the National BUYT Spreadsheet template is required for all procurement support (local, short BUYT and Nat’l BUYT) to insure consistency in tracking purchases and cost between buying teams and for local use.  
http://fsweb.wo.fs.fed.us/aqm2/wo/incident/buying_teams/
· Buying Team Tool Kit can be found at. http://fsweb.wo.fs.fed.us/aqm2/wo/incident/buying_teams/toolkit.php 
· ITEAM User Guide      


· 

[bookmark: _MON_1528712498]Meals and Lodging Authorization Instructions & Form
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Links to access ITEAMS

Link to Fire Portal Page:

https://fireportal.usda.gov/ 

ITEAM link will take you to eAuth sign in page (see next page) 
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Direct Link to eAuth Sign in page:

https://www.eauth.usda.gov/Login/login.aspx?zone=z2&TYPE=33554433&REALMOID=06-b689964b-5bd6-46d3-8646-03efa8c5adfe&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-1z4ORUOrPA7AoNZ9YYSLGQyQdzZklBeZtuYO%2fGmgj%2b7CmDm5H%2f8KocRLMAl9YMJa&TARGET=-SM-htts%3a%2f%2ffireportal%2eusda%2egov%2ffam%2fiteam%2f 

Log on using eAuth Lincpass or User ID and Password
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Once you sign in through the eAuth sign in page, you may be directed to a blank page shown below with no options for requesting access.  If you are directed to this page, click on the “fireportal.usda.gov/fam” link and you will be directed to the correct access request page show below in the “Requesting Access” portion of the guide.
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Requesting Access

Once you reach the eAuth sign in page, you will need to sign in using your lincpass or user ID and password.  Upon log in, you will arrive at the request access screen shown below.

  [image: ]

Select “Dispatcher” from the first drop down on the ITEAM line
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Select “Region 1” from the second drop down on the ITEAM line
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Leave the third drop down on the ITEAM line blank and click “Request Access
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Accessing Vendors, Equipment, and Agreements (after access is granted)

Log in to the ITEAM program through eAuth sign in page.  Once signed in, you will be directed to the ITEAM home page below.  Click on the blue “ITEAM: Incident Training & Equipment Acquisition Mgmt” link to enter ITEAMs.
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After clicking the link above, you will arrive at the page shown below.  This page will allow you to search for equipment, vendors, and agreements using the “Equipment”, “Vendor”, and/or “Agreements” tab at the top of the page.  The “Vendor”, “Equipment” and “Agreements” tabs are the only tabs that will be used by buying teams and AQM personnel.
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Equipment Search
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When you click on the equipment tab, you will be taken to a list of equipment categories sorted alphabetically and by equipment type.  You can also type in equipment in the search bar at the top right of the screen.
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Selecting a main category (Bold) will give you all equipment in that category regardless of type.  For example, if you click on the bold dozer category, you will see all Type1, Type2, Type3, and Untyped Dozers that are listed in the system.  

To narrow a search by type, select the specific typing in the sub-category.  For example, if you look below the bold dozer category, you will see the multiple dozer types in the sub-categories.  Clicking a sub-category will only display the equipment that is listed under that specific type.

**ALL TYPING MUST BE VERIFIED WITH VENDOR PRIOR TO ENTERING IN TO AN AGREEMENT.  FAILURE TO DO SO COULD END UP IN A FAILED INSPECTION AND NO PAYMENT FOR THE VENDOR.**

Once you select an equipment category or sub-category, you will be directed to map showing the location of that category of equipment.
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On the map screen you will be able to zoom in, zoom out, and select equipment.

To see all the equipment listed for that specific category in a list, select the itemized list icon on the top left corner of the map (above the zoom control).
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This itemized list contains the locked and unlocked vendors name, city, and zip code for the specific type of equipment you selected.  Locked vendors have active and current SAM accounts.  The unlocked vendors do not have an active and current SAM account.
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Click on the vendor name to access vendor contact information.  
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This will take you to the vendor information page with contact, business size, and DUNS and SAM information.  Under the “SAM expiration date” box there is an uploaded file box.  If vendors submitted a price or equipment lists, those lists will be accessible in PDF form for download from this box.  
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Generating Agreements

Once the vendor has been contacted, date and time needed agreed upon, and it is determined that their equipment fits the typing required, an agreement can be generated from the main vendor information page by clicking on the “Add agreement” button located at the top right corner of the agreements box
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On the agreement page, you will need to select the incident forest from the drop down menu, and populate the incident name, incident number, and effective date.  As the default setting, each piece of the vendor’s equipment will have a check mark next to it in the “include” boxes.  You will need to uncheck the boxes for the equipment that you are not putting under agreement.  
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As an example for this guide, an agreement for wood chips will be generated.  Once the information is filled out and the correct equipment checked, click on the “save new agreement” tab at the top left corner.

[image: ]

The agreement and agreement number is created internally in ITEAM and attached to that specific vendor.  To generate a Microsoft Word version of the agreement for final edits, click on the “View doc” button on the top right corner.
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ITEAM Generated Agreement (prior to edits)
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1) The generated agreement will need to be edited and “cleaned up”  

a. For example, all the forest addresses per contracting office will be placed in the ordering office box 1 when generated from ITEAM.  The offices that do not pertain to this agreement will need to be deleted.

b. Contractor address contained in box 4 will need to be cleaned up (city, state, and zip all in one line)

2) Point of Hire in Box 5 will need to be populated.

3) The operator status and wet/dry will need to be determined by the Contracting Officer to fit with the piece of equipment being ordered.

4) The number of operators, rate, and type will need to be entered by the Contracting Officer. 

5) Special provisions and payment instructions will need to be entered in to Box 14 on the ITEAM generated agreement (Box 16 on a standard EERA).

**Any edits to the agreement made in the word version will not save internally to ITEAMs.  Ensure that you save the Word version outside of the ITEAMS program (to computer or thumb drive)**

Final Microsoft Word Agreement (after edits and “Clean up”)

[image: ]



Once an agreement is generated for a vendor, that agreement will be accessible in its original unedited form through the vendor information page.  You should be able to view the date the agreement was generated, the CO that generated the agreement, and if the equipment check boxes were used properly during the initial set up of the agreement, the vendor’s equipment that was previously placed under the agreement.  This will assist COs in quickly determining if a vendor has been previously contacted and has already been ordered, especially if the vendor only has one piece of equipment listed in the system. [image: ] 

ITEAM Helpful Tips

Equipment Typing:  Verify all typing specifications with vendor prior to entering in to an agreement.  Typing in ITEAM was based on horsepower, but not all typing specifications could be verified upon entry to ITEAM.  For example, a dozer submitted and listed as a Type 2 might have the correct horsepower for a Type 2 dozer, but might not have the rollover protective structure (ROPS) to pass inspection as Type 2 Dozer.  Failure to verify typing could end up in a failed inspection and no payment for the vendor.

Untyped Equipment:  Equipment placed in the untyped categories are a combination of equipment that will not fit within the typing (ex: Excavator with lower than Type 4 horsepower requirements), specialized (excavator with dozer type blade), or the vendor did not provide enough information to type on entry in to ITEAMs.  Equipment in untyped category may actually be type‘able upon verification of specifications with the vendor.  Consider equipment placed in the untyped category along with equipment in typed categories when sourcing equipment for orders.

Forklifts:  If forklifts are not available through the forklift category, look in the skidsteer category for skidsteers with fork attachments.

Searching for Specialized Equipment:  If an order is received for a specialized piece of equipment, look in equipment categories that most closely match the specialized piece of equipment.  For example, if a water truck is needed for dust abatement, look at the Type 1, 2, 3, and untyped water tenders for equipment that can provide dust abatement. 

Vendor and Equipment - Full Lists:  To see a list of all vendors or all equipment entered in to ITEAMs, place the cursor in the respective search box, press the space bar once, and click search.

Unoperated Rental Vehicles:  There is no category for un-operated rental vehicles in ITEAM.  If an un-operated rental vehicle is ordered, and none are available through the DNRC off-road Rental Agreement, attempt to contact vendors with multiple “Pickup and Driver” submissions.  Some of the pickup and driver submissions from vendors were intended to be offered as operated and/or unoperated.

Generic Equipment:  Some vendors have multiple pieces of one type of equipment (light towers, generators, copiers, faxes, etc.).  ITEAMs will not list specific information on each piece of equipment in these cases, rather it will list the generic type of equipment and the quantity available (if provided by vendor).  In some of these cases an equipment and price list was submitted by the vendor and uploaded to their vendor information page for reference (see below).

Equipment and Price Lists:  Always check for uploaded documents in the vendor information page for additional information on equipment and price lists.
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cell 406-220-4987
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fax
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‘Added on 2016.06-01 by jogardner@fs fed us.
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406-725-9370

406-728-9370

406-721-4165

‘Added on 2016.05-25 by jogardner@fs fed us. Updated on 2016.05-25 by jogardner@fs fed us.
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Open, For Business

Paragraph one says what the server does and all about how.

“This subdomain s operated by USDA Forest Service in association with Pacific Northwest Region Fire & Aviaton. Most of the applications are
‘available from the menu on the right.

Paragraph two explains user accounts and how they work.

‘You will need a USDA eAuthentication account to access protected content on this server. Once you have an account set up, you can retum to
access the applcations and ofner protected content. You may need to request specific additional access, and you can do this from the request
forms on the protected landing pages.

Paragraph three shows where to go for anything not answered in paragraphs two and one.
If you become lost beyond or stuck within the fireportal, please email the helpdesk and we will send someone ‘round.

& FTEM Fuel Treatment Effectiveness Monitoring
Athing for collecting information on widfire behavior inside past fuel treatment areas.

A ICAP incigent Command Appitation Program
Used to announce and fil vacancies on incident management teams nationwide.

# ITEAM incident Training Equipment and Agresment Management
Used by fire contracting and dispatch to track inspections and contractor qualifcations, and to

generate agresments on incidents.

@ WFCMR Widiand Fire Ghemical Misapplication Reporting
A retardant misapplication reporting tool used by USFS resource advisors.

4 WaSmoke Washington State Smoke Reporting
Used to report Federal prescribed bum activity to Washington Department of Natural Resources.

 fastrax oregon State Smoke Reporting
Used to report Federal prescribed burn activity to Oregon Department of Forestry.

W firelibrary idizns Fie Livery

A colection of long-term assessments, fire progressions, ire behavior case studies, and offier
documents.
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2016 Meals-Lodging Authorization Instructions.docx
Instructions for Completion and Use of

Restaurant or Lodging Authorization Form



The Restaurant or Lodging Authorization form was developed to account for all individuals who receive meals in restaurants, or who utilize government-provided lodging outside of their own travel vouchering system.



Date & Time				Self-explanatory



Resource Order Number:			The “S” number(s) from the resource order must coincide with the original request for 							meals/lodging.  Example:  S-179, S-180.



Incident/Project Name:			Self-explanatory



Incident/Project Number:  			The Fire or Project Number.  Do not use the account number, or Fire Code.  An examples of						an incident number is:  MT-GNP-0000012.  



Restaurant:				If meal(s) are being purchased, indicate the name of the restaurant. If the form is only for meals, 						put an “X” through the lodging area.



Placed with:				Enter the name of the person contacted at the restaurant who took the order.



Time:					Time the order was placed.



[bookmark: _GoBack]Type of Meal:	Check the correct block for breakfast, lunch or dinner.  Fill in the correct monetary amount.  The government is tax exempt.  Meals cannot include alcoholic beverages.  Any costs exceeding the maximum allocated meal amount shall be borne by the individual.  An additional administrative charge may be added to dine-in meal service, not to exceed 15% of the actual cost of the meal(s) or stated ticket price, whichever is smaller.  The Administrative fee is not applicable for sack lunch and hot-can meals.



Authorization:				Fill in the name of the person authorized to sign for the meals and the number of meals authorized.



Remarks:					Fill in appropriate information such as meal rates quoted for either a buffet meal or off-the-menu 						ordering.



Hotel/Motel:	Enter the name of the hotel/motel.  If the form is only for lodging, put an “X” through the meals area.  The Hotel/Motel is responsible for collecting additional charges (telephone, movie rental, etc.) from the individual before checkout.



Placed with:				Enter the name of the person contacted at the hotel/motel who took the reservation.



Time:					Self-Explanatory



Rooms/Night				Enter the number of rooms needed, how many nights and the price per night.



Crew Name/Number:	Enter the name of the crew or individual.  For example:  Fort Belknap #3, or Joe Firefighter.  List which crew members are staying in which rooms.



Chief of Party:				IC, Crew Boss or person responsible for insuring the crew follows instructions.



Authorized by:				Person placing order, i.e. dispatcher, IC, procurement person, etc.  Person must have authority to 						order.



Title:					Title of person placing the order.



Method of Payment:			Specify the method of payment and who is paying.  Do not give credit card number, just name and 						method.



Signature line:				Self-explanatory
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2016 Meals-Lodging Authorization.xlsx
Sheet1

														RESTAURANT OR LODGING AUTHORIZATION     instructions for completing this form on the back.   



		DATE & TIME								RESOURCE ORDER NUMBER												INCIDENT / PROJECT NAME														INCIDENT  / PROJECT ORDER NUMBER																ACCOUNT NUMBER







																																								AUTHORIZED PERSONNEL:

				Restaurant:																				Phone:																1

																																								 

																																								2



				Placed with:																				Time:																3

																																								4

				Type of Meal:								Breakfast						Lunch						Dinner						Sack Lunch										5

										$_____per meal						$_____per meal						$_____per meal								$_____per meal										6

																																								7

														is authorized to sign for												meal(s) for fire personnel.														8

																																								 

				Meal(s) can NOT include alcoholic beverages. An Administrative fee may be paid for dine-in meals not to exceed 15																																				9

				dine-in meal service not to exceed 15%  of actual cost or stated price whichever is less.																																				10

				Remarks:																																				11

																																								12

																																								13

																																								14

				Hotel/Motel:																				Phone:																15



				Placed with:																				Time:																16

																																								17

										Room(s) for										night(s) @ $																				18

																																								19

																		is authorized to sign for														room(s) for								20

				lodging for fire personnel.																																				21

				Telephone, movie rental, etc…are NOT autorized and will be blocked.																																				22

				Print Legibly:

				Crew Name:																		Crew Number: 																		Billing Address:



				Chief of Party:



				Authorized by:																				Title:



				Method of Payment:										Send Bill (See instructions on back)

														Credit Card: 																												Fax Copies To:

																				Name of credit card holder

																						GOVERNMENT IS TAX EXEMPT
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