Date:  

“Enter Date”
From:

“Enter Name and Title”
To:
“Enter Leader’s Name”, Buying Team Leader

Subject:
Delegation of Authority, Buying Team
You are hereby delegated to authority to procure for “enter incident name” on behalf of “enter agency name”.  Items procured must have a valid resource order and be an approved purchase as identified in the Interagency Incident Business Management Handbook (IBMH) and local Incident Business Operating Guidelines (IBOG).
The following are the “enter unit’s name” expectations of your team;

· Maintain a positive work attitude

· Maintain communications with the IMT, Expanded Dispatch, IBA, and transportation

· Coordinate with transportation to establish a schedule for delivery of items to the incident

· Identify issues that need resolved and provide recommendations to correct the issue.

· Follow the National Buying Team Guide and local Finance Operating Guide

· Coordinate with the IBA and IMT on orders received that are outside the IIBMH and IBOG.

· Questionable orders should be discussed with the IBA.
· Provide copies of all purchases to the local unit

· Provide daily cost to the IMT

· Ensure your unit is working safely and maintains work rest guidelines and driving standards.

Upon completion of your work assignment in “Enter Location”, you are to meet with the “Enter local contact name” to discuss what was accomplished and to report total dollars expended by the team.  An electronic log of expenditures will be provided to the agency.  This log should include; fire code, vendor name, dates of work period, total expended, and transaction number.

