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EXTENDED WORK SHIFT AUTHORIZATION FORM 
 

OFFICIAL DOCUMENT FOR EXTENDED WORK SHIFT 
AND/OR 

DEVIATION FROM 2:1 WORK REST POLICY 
Date: Incident Number: Incident Name: Unit: 

Incident Type: Operational Period: Incident commander: IC Type (1-5) 

JUSTIFICATION 
Name of Individual(s) or Crew: 

Describe the situation(s) that caused the work shift(s) to exceed 16 hours and provide justification(s). 
(See reverse for examples): 

Date Hours in excess of 16 

MITIGATION MEASURES 
1.  Describe what you did to mitigate the excess hours above (see Interagency Incident Business 
Management Handbook work/rest policy on the reverse): 

2.  Date standard 2:1 work/rest restored: 

SIGNATURE OF INCIDENT SUPERVISOR 

NAME: TITLE: DATE: 
SIGNATURE OF AGENCY ADMINISTRATOR, INCIDENT COMMANDER OR DUTY OFFICER 

NAME: TITLE: DATE: 
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EXTENDED WORK SHIFT AUTHORIZATION FORM – Continued 
 

OFFICIAL DOCUMENT FOR EXTENDED WORK SHIFT 
AND/OR 

DEVIATION FROM 2:1 WORK REST POLICY 

JUSTIFICATION  - EXAMPLES OF SITUATIONS CAUSING EXTENDED SHIFTS 
Travel time not administratively controllable. 
Mobilization and travel of resources to incident location or relocation to incident facilities. 
Establishing and maintaining administrative, planning, logistical support for incident. 
Evacuation, triage, structure protection, or emergency rescue. 
Establishing initial control lines of the fire 
Extended attack efforts to control potentially devastating incident activity. 
Incident unable to provide personnel with adequate food and lodging. 
Other/ Additional. 

MITIGATION MEASURES 
INTERAGENCY INCIDENT BUSINESS MANAGEMENT HANDBOOK 
12.7-1 - Work/Rest Guidelines: Work/rest guidelines should be met on all incidents. Plan for and 
ensure that all personnel are provided a minimum 2:1 work to rest ratio (for every 2 hour of work 
or travel, provide 1 hour of sleep and/or rest). 
 
Work shifts that exceed l6 hours and/or consecutive days that do not meet the 2:1 work/rest ratio 
should be the exception, and no work shift should exceed 24 hours. However, in situations where 
this does occur (for example, initial attack), incident management personnel will resume 2:1 
work/rest ratio as quickly as possible. 
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RESOURCE EXTENSION REQUEST FORM 

Resource Extension Request Form 

RESOURCE and INCIDENT INFORMATION: 

Resource Name:     

Incident Name:    Incident #:    Request #:     

Position on Incident:     

EXTENSION INFORMATION: 

Prior to any extension consider the health, readiness and capability of the resource. The health and safety 
of incident personnel and resources will not be compromised under any circumstances. 

      Length of Extension and last work day: 
 
 
 
 
 
      Justification (Select from the list below): 
 
 Life and property are imminently threatened,  
 
 Suppression objectives are close to being met, or 
 
 Replacement resources are unavailable or have not yet arrived. 

REQUESTED BY* : 

Incident Supervisor:          Incident Position:    

1) Resource or Resource Supervisor:    

2) Incident Commander or Deputy:    

3) Host GACC Coordinator on Duty:    

4) Home Unit Supervisor:    

5) Sending GACC Coordinator on Duty:    

6) NICC (only if National Resource):    

*Signatures should be gathered in the order they are numbered above 

December 2011 
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HAZARD / ENVIRONMENTAL PAY MATRIX 
 

Activity Entitlement 
To Hazard 

Comments 

Fighting uncontrolled fire Yes  

Delivering supplies to fireline No  

Delivering personnel to fireline No  

Any incident personnel visiting 
uncontrolled fireline 

No Not considered active 
firefighting 

Safety personnel patrolling 
uncontrolled fireline 

Yes  

Media tours to uncontrolled fireline No Not considered active 
firefighting 

Search and rescue on uncontrolled 
fireline 

Yes  

Limited control flights Yes  

Parachute Jumps No Unless as part of a 
field testing program: 
refer to CFR 

Piloting aircraft No  

Hover hook-ups Yes  

Working in rough/remote terrain Yes  

Smoke exposure No No authority exists in 
CFR 

Plastic Sphere Dispenser Operations Yes Applies to operator of 
dispenser * 

Rappel/Short-haul/Hoist Operations Yes * 

Cargo Letdown/Fast Rope Low-
level Infrared Operations 

Yes Applies to operator * 
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HAZARD / ENVIRONMENTAL PAY MATRIX – Continued 
 

*If it meets the definition of the CFR involving fixed or tactical patterns or low 
level flying which cannot be mitigated. 
 
Entitlement applies to WG/WL/WS and GS personnel unless specified 
otherwise. 
 
Refer to the Interagency Incident Business Management Handbook, Chapter 10, 
Sections 12.9 and 12.10 for detailed guidance on pay percentages and exposure 
time frames.   
 
CFR – Code of Federal Regulations.  See CFR 550.901 through 550.907 for 
hazard pay/environmental differential. 
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EXCESS HOURS LOG 
 
EXCESS HOURS LOG INCIDENT # ________________ 

NAME/CREW SUPERVISOR POSITION 
SHIFT JUSTIFICATION 

/ MITIGATION 

IC 

INITIALS DATE HRS 
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LAND USE AGREEMENT CHECKLIST 

LAND USE AGREEMENTS 

CHECKLISTS 

AND 

GENERAL GUIDANCE 
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LAND USE AGREEMENT CHECKLIST – Continued 
 

SCHOOLS, FAIRGROUNDS OR OTHER RELATED FACILITY 
CHECKLIST 
 

� Number of Classrooms 

� Gym 

� Cleaning/Janitorial/Custodial Services 

� Use of Showers 

� Government furnished supplies vs. Contractor furnished supplies. 

� Phones 

� Copiers 

� Computers 

� Kitchen 

� Keys, Access 

� Security 

� Sleeping Areas 

� Noxious Weeds 

� Availability 

� AC/Heater operational or available 

� Sprinkler System 

� Reduce / increase costs when camp changes (i.e. from Type 1, 2, and 3) (reduce 
number of classrooms needed, area needed, buildings needed, etc.) 

� Other prescheduled / concurrent uses of the facilities by owner 

� Parking 

� Athletic Fields 
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LAND USE AGREEMENT CHECKLIST – Continued 
 
DIPPING SITES/PONDS CHECKLIST 
 

� Impact – amount of drawdown, site disturbance, etc. 
� Fish 
� Noxious Weeds 
� Water (usage and/or replenishment) 
� Water Rights (who owns the water) 
� Fences 
� Access 
� Flight Path 
� Livestock/Wildlife 
� Loss of Foliage/Crop/Pasture 
� Use of pumps or wells 
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LAND USE AGREEMENT CHECKLIST – Continued 
 
IC CAMP/HELIBASE CHECKLIST 
 

� Access – roads, gates 
� Noxious Weeds 
� Fences / cattle guards / gates 
� Livestock 
� Flight Path 
� Irrigation/Sprinkler System 
� Spillage/Hazmat 
� Hours of Operation 
� Property Impact 
� Re-seeding / de-compaction requirements 
� Abandonment of improvements 
� Specific clean-up requirements (bark, mulch, sawdust, gravel, carpet, 

etc.) 
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LAND USE AGREEMENT CHECKLIST – Continued 
 
AIRPORTS CHECKLIST 
 

� Facilities Usage (except for federally funded runways, towers) 
o Check other FAA restrictions 

� Landing Fee 
� Fuel Fee (If Contractor provided) 
� Security 
� Flight Path 
� Hazmat/Spillage 
� Parking 
� Availability 
� Water/Electricity/Phones 
� Portable Retardant Base 
� Hours of Operation 
� Access 
� Check with Air Ops for further concerns 
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LAND USE AGREEMENT CHECKLIST – Continued 

SITUATIONS NOT REQUIRING A LAND USE AGREEMENT 

• Federal Government land/facilities run by concessionaire 

• Land/Facilities of other Federal agencies (would fall under Economy 
Act agreements) 

• Land/Facilities of state and local governments (usually cooperative 
agreement) 

• Non Wildland fire incidents, i.e. FEMA 

• Direct fire suppression activity (fire line construction, back-burn, 
access to fire) 

• Federally funded runways and towers (county/state/local) 
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LAND USE AGREEMENT CHECKLIST – Continued 
 

LAND/FACILITY RESTORATION CONSIDERATIONS 
(Items for COs to consider – not all items apply to every agreement) 

 
� Loss of crop/pasture – how many seasons 
� Re-seeding / de-compaction requirements 
� Noxious Weeds Abatement and Survey 
� General clean-up (trash removal, final janitorial service, floor waxing, 

etc.) 
� Re-sod of athletic fields 
� Reconditioning floors (of gyms, carpet replacement, etc.) 
� Pumping of septic systems (feasible to use system, or rely solely on 

port-a-potties?) 
� Mending fences damaged during incident 
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LAND USE AGREEMENT CHECKLIST – Continued 

CONSIDERATIONS FOR DETERMINING RATE 

• BEFORE NEGOTIATING RATE:   
o Determine ownership of land / facilities  
o Confirm owner’s agent if applicable 
o Resources available to confirm ownership 

 City or County Tax Assessor’s Office 
 Courthouse 

• Private Campgrounds – what are average receipts / revenues for similar 
time period 

• Historical record of rates for use in local area – local rangers may be 
good source 

• Facilities – if facility is abandoned from normal use, consider revenue 
lost for the activities 

• Fairgrounds – were there any events cancelled or rescheduled to make 
them available?   
Cost of relocating and feeding of stock 

• Are there vacant facilities held by other agencies available? 

• Consider a not to exceed rate commensurate with property value 

• Sources of market research:   
o banks 
o real estate offices  
o local employees  
o local assessor offices 
o local agency lands offices 
o newspapers  
o feed store bulletin boards 
o documentation at local offices from previous incidents 
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LAND USE AGREEMENT FORM 
 

INCIDENT AGENCY (name, address, phone 
number) 
 

Page ___ of ___ 
AGREEMENT NUMBER MUST APPEAR ON ALL PAPERS 

RELATING TO THIS AGREEMENT 
AGREEMENT NUMBER 

 
EFFECTIVE DATES 
a. beginning 

 
b. ending 

OWNER (name, address, phone number-include 
day/night/cell/fax) 
 
 
DUNS: 
EIN/SSN:  
PAYMENT ADDRESS:[ ] Same as above, or 
       _______________________________________ 
      ________________________________________ 
 

 
INCIDENT NAME: 
 
INCIDENT NUMBER: 
 
RESOURCE ORDER NUMBER: 
 
JOB CODE (P#) AND OVERRIDE: 
 

TYPE OF CONTRACTOR ("X" APPROPRIATE BOXES) 
 SMALL BUSINESS    LARGE BUSINESS    SMALL DISADVANTAGED OWNED    WOMEN OWNED    HUBZONE    SERVICE DISABLED VETERAN 
The owner of the property described herein, or the duly appointed representative of the owner, agrees to furnish the land/facilities for use as  
 
_______________________________________________________. 
 
DESCRIPTION OF LAND/FACILITIES:  Address or specific location.  If street or highway address is unavailable, use distance from nearest city, crossroads, or other 
significant landmark.  The local description of how to get to the land/facilities is also acceptable. 
______________________________________________________________________________________________________________________________________ 
______________________________________________________________________________________________________________________________________ 
______________________________________________________________________________________________________________________________________ 
______________________________________________________________________________________________________________________________________ 
______________________________________________________________________________________________________________________________________ 
______________________________________________________________________________________________________________________________________ 
______________________________________________________________________________________________________________________________________ 
 
 
County: _________________ State: _________________ Township: ________________ Range: ________________ Section: _________________ 
ORDINARY WEAR AND TEAR:  Ordinary wear and tear is based on the customary use of the land/facilities, and not the use resulting from the incident. 
 
RATE:  For each month that the land/facilities are used, the Government will pay the rate of $_____________ per month.  Ordinary wear and tear is included in the rate.  
The minimum amount guaranteed to be paid under this agreement shall be $__________, regardless of the length of use.  Payment shall be in accordance with the 
incident Agency payment procedures.  Payment for a lesser period shall be prorated based on a month being 30 days and rounded to the nearest dollar.   
UTILITIES AND SERVICES:  (check only one) 
   [  ] The above rate includes utility charges for the following:     GAS  ELECTRICITY  WATER  TOILET SUPPLIES  
         JANITORIAL SERVICES & SUPPLIES   TRASH REMOVAL   SEPTIC SERVICE    EXISTING TELECOMMUNICATIONS 
   [  ] The above rate excludes utility charges.  The Government will pay to the owner the sum determined due by the Contracting Officer based 
             on:  _______________________________________________________________________________________________________. 
RESTORATION:  Restoration beyond ordinary wear and tear. (check only one) 
   [  ] The above sum includes Government restoration of land/facilities.  Restoration shall be performed to the extent reasonably practical. 
        Restoration work includes:  __________________________________________________________________________________. 
   [  ] The above sum excludes restoration of land/facilities.  Reasonable costs incurred by the owner in restoring land/facilities to their prior condition shall be submitted to 
the Contracting Officer. 
 
ALTERATIONS:  The Government may make alterations, attach fixtures or signs, erect temporary structures in or upon the land/facilities, install temporary culverts, 
trenching for utilities, which shall be the property of the Government.  Alterations will be removed by the Government after the termination of the emergency use, unless 
otherwise agreed.   
 
ORAL STATEMENTS:  Oral statements or commitments supplementary or contrary to any provisions of this Agreement shall not be considered as modifying or affecting 
the provisions of this Agreement. 
 
CONDITION REPORTS:  A joint pre and post-use physical inspection report of the land/facilities shall be made and signed by the parties; the purpose of the inspections 
shall be to reflect the existing site condition.  Refer to attached Checklists. 
OTHER:  Describe in detail:  _________________________________________________________________________________________________. 
 
TERMS AND CONDITIONS:  See attachment. 
 
CHECKLIST(s):  See attachment 
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LAND USE AGREEMENT FORM – Continued 
 
 Page ___ of ___ 
 Agreement No: __________________ 
 
Fill in the following drawing showing the land/facilities under agreement.  Include buildings, roads, paved areas, 
utility lines, fences, ditches, landscaping and any other physical features which help describe the area. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ADDITIONAL CLAUSES: 

The Attached Federal Acquisition Regulation (FAR) Clauses apply to this agreement. 
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LAND USE AGREEMENT FORM – Continued 
 
OWNER / OWNER’S AGENT SIGNATURE: 
 

DATE: 
 

CONTRACTING OFFICER'S SIGNATURE DATE: 
 

PRINT NAME AND TITLE: 
 
PHONE NUMBER (if different from Owner’s) 
 
 

PRINT NAME AND TITLE: 
 
PHONE NUMBER: 
 

 Page ___ of ___ 
 Agreement No: _______________________ 

PRE-USE INSPECTION:  Description or photos (no digital) or condition immediately prior 
the Government’s occupancy.  Refer to attached checklist. 
_________________________________________________________________________________________________________________________________ 
_________________________________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________________________________ 
_________________________________________________________________________________________________________________________________ 

 
Owner/Agent: ______________________________________    Government Agent: 
______________________________________ 
                      (Print Name)                                             
 (Print Name) 
 
Signature: ________________________________________    Signature: 
_______________________________________ 
 
Date: _________________________________                 Date: ________________________________ 
 
POST-USE INSPECTION:  Description of photos (no digital) or condition immediately following the Government’s occupancy. 
_________________________________________________________________________________________________________ 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________________ 
 
TOTAL AMOUNT DUE $____________________ 
 
RELEASE OF CLAIMS STATEMENT:  Contract release for and in consideration of receipt of payment in the amount shown in ‘total 
amount due’.  Contractor hereby releases the Government from any and all claims arising under this agreement except as reserved 
in remarks. 
 
REMARKS:   
 
 
Owner/Agent: ______________________________________     Government Agent: 
_____________________________________ 
                       (Print Name)                                                 (Print Name) 
 
Signature: ________________________________________     Signature: ______________________________________ 
 
Date: _________________________________                  Date: _________________________________ 
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LAND USE AGREEMENT FORM – Continued 
 

FEDERAL ACQUISITION REGULATION (FAR) CLAUSES 
EMERGENCY FACILITIES AND LAND USE AGREEMENT 

 
52.213-4 Terms and Conditions—Simplified Acquisitions (Other Than Commercial Items).  (Jan 2011)  

(a) The Contractor shall comply with the following Federal Acquisition Regulation (FAR) clauses that are 
incorporated by reference:  

(1) The clauses listed below implement provisions of law or Executive order:  
(i) 52.222-3, Convict Labor (June 2003) (E.O. 11755).  
(ii) 52.222-21, Prohibition of Segregated Facilities (Feb 1999) (E.O. 11246).  
(iii) 52.222-26, Equal Opportunity (Mar 2007) (E.O. 11246).  
(iv) 52.222-50, Combating Trafficking in Persons    (Feb 2009) (22 U.S.C. 7104(g)).  
(v) 52.225-13, Restrictions on Certain Foreign Purchases (June 2008) (E.o.s, proclamations, and 

statutes administered by the Office of Foreign Assets Control of the Department of the Treasury).  
(vi) 52.233-3, Protest After Award (Aug 1996) (31 U.S.C. 3553).  
(vii) 52.233-4, Applicable Law for Breach of Contract Claim (OCT 2004) (Pub. L. 108-77, 108-78).  

(2) Listed below are additional clauses that apply:  
(i) 52.204-10, Reporting Executive Compensation and First-Tier Subcontract Awards (Jul 2010) (Pub. 

L. 109-282) (31 U.S.C. 6101 note).  
(ii) 52.232-1, Payments (Apr 1984).  
(iii) 52.232-8, Discounts for Prompt Payment (Feb 2002).  
(iv) 52.232-11, Extras (Apr 1984).  
(v) 52.232-25, Prompt Payment (Oct 2008).  
(vi) 52.233-1, Disputes (July 2002).  
(vii) 52.244-6, Subcontracts for Commercial Items   (Jan 2011).  
(viii) 52.253-1, Computer Generated Forms (Jan 1991).  

(b) The Contractor shall comply with the following FAR clauses, incorporated by reference, unless the 
circumstances do not apply:  

(1) The clauses listed below implement provisions of law or Executive order:  
(i) 52.222-19, Child Labor—Cooperation with Authorities and Remedies (Jul 2010) (E.O. 13126). 

(Applies to contracts for supplies exceeding the micro-purchase threshold.)  
(ii) 52.222-20, Walsh-Healey Public Contracts Act (Oct 2010) (41 U.S.C. 35-45) (Applies to supply 

contracts over $15,000 in the United States, Puerto Rico, or the U.S. Virgin Islands).  
(iii) 52.222-35, Equal Opportunity for Veterans (Sep 2010) (38 U.S.C. 4212) (applies to contracts of 

$100,000 or more).  
(iv) 52.222-36, Affirmative Action for Workers with Disabilities (Oct 2010) (29 U.S.C. 793). (Applies 

to contracts over $15,000, unless the work is to be performed outside the United States by employees recruited 
outside the United States.) (For purposes of this clause, United States includes the 50 States, the District of 
Columbia, Puerto Rico, the Northern Mariana Islands, American Samoa, Guam, the U.S. Virgin Islands, and Wake 
Island.)  

(v) 52.222-37, Employment Reports on Veterans (Sep 2010) (38 U.S.C. 4212) (applies to contracts of 
$100,000 or more).  

(vi) 52.222-41, Service Contract Act of 1965 (Nov 2007) (41 U.S.C. 351, et seq.) (Applies to service 
contracts over $2,500 that are subject to the Service Contract Act and will be performed in the United States, 
District of Columbia, Puerto Rico, the Northern Mariana Islands, American Samoa, Guam, the U.S. Virgin Islands, 
Johnston Island, Wake Island, or the outer continental shelf lands.)  

(vii) 52.223-5, Pollution Prevention and Right-to-Know Information (Aug 2003) (E.O. 13148) 
(Applies to services performed on Federal facilities).  

  

https://www.acquisition.gov/far/current/html/52_222.html#wp1147479
https://www.acquisition.gov/far/current/html/52_222.html#wp1147656
https://www.acquisition.gov/far/current/html/52_222.html#wp1147711
https://www.acquisition.gov/far/current/html/52_222.html#wp1151848
http://uscode.house.gov/uscode-cgi/fastweb.exe?getdoc+uscview+t21t25+618+103++%2822%29%20%20AND%20%28%2822%29%20ADJ%20USC%29%3ACITE%20%20%20%20%20%20%20%20%20
https://www.acquisition.gov/far/current/html/52_223_226.html#wp1169608
https://www.acquisition.gov/far/current/html/52_233_240.html#wp1113329
http://uscode.house.gov/uscode-cgi/fastweb.exe?getdoc+uscview+t29t32+1665+30++%2831%29%20%20AND%20%28%2831%29%20ADJ%20USC%29%3ACITE%20%20%20%20%20%20%20%20%20
https://www.acquisition.gov/far/current/html/52_233_240.html#wp1113344
https://www.acquisition.gov/far/current/html/52_200_206.html#wp1141649
http://uscode.house.gov/
https://www.acquisition.gov/far/current/html/52_232.html#wp1152483
https://www.acquisition.gov/far/current/html/52_232.html#wp1152592
https://www.acquisition.gov/far/current/html/52_232.html#wp1152616
https://www.acquisition.gov/far/current/html/52_232.html#wp1152998
https://www.acquisition.gov/far/current/html/52_233_240.html#wp1113304
https://www.acquisition.gov/far/current/html/52_241_244.html#wp1129139
https://www.acquisition.gov/far/current/html/52_248_253.html#wp1120078
https://www.acquisition.gov/far/current/html/52_222.html#wp1147630
https://www.acquisition.gov/far/current/html/52_222.html#wp1147649
http://uscode.house.gov/uscode-cgi/fastweb.exe?getdoc+uscview+t41t42+2+13++%2841%29%20%20AND%20%28%2841%29%20ADJ%20USC%29%3ACITE%20%20%20%20%20%20%20%20%20
https://www.acquisition.gov/far/current/html/52_222.html#wp1158632
http://uscode.house.gov/uscode-cgi/fastweb.exe?getdoc+uscview+t37t40+200+2++%2838%29%20%20AND%20%28%2838%29%20ADJ%20USC%29%3ACITE%20%20%20%20%20%20%20%20%20
https://www.acquisition.gov/far/current/html/52_222.html#wp1148097
http://uscode.house.gov/uscode-cgi/fastweb.exe?getdoc+uscview+t29t32+2+78++%2829%29%20%20AND%20%28%2829%29%20ADJ%20USC%29%3ACITE%20%20%20%20%20%20%20%20%20
https://www.acquisition.gov/far/current/html/52_222.html#wp1148123
http://uscode.house.gov/uscode-cgi/fastweb.exe?getdoc+uscview+t37t40+200+2++%2838%29%20%20AND%20%28%2838%29%20ADJ%20USC%29%3ACITE%20%20%20%20%20%20%20%20%20
https://www.acquisition.gov/far/current/html/52_222.html#wp1160021
http://uscode.house.gov/uscode-cgi/fastweb.exe?getdoc+uscview+t41t42+2+13++%2841%29%20%20AND%20%28%2841%29%20ADJ%20USC%29%3ACITE%20%20%20%20%20%20%20%20%20
https://www.acquisition.gov/far/current/html/52_223_226.html#wp1168831
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LAND USE AGREEMENT FORM – Continued 
 

(viii) 52.223-15, Energy Efficiency in Energy-Consuming Products (DEC 2007) (42 U.S.C. 8259b) 
(Unless exempt pursuant to 23.204, applies to contracts when energy-consuming products listed in the ENERGY 
STAR® Program or Federal Energy Management Program (FEMP) will be—  

 
(A) Delivered;  
(B) Acquired by the Contractor for use in performing services at a Federally-controlled facility;  
(C) Furnished by the Contractor for use by the Government; or  
(D) Specified in the design of a building or work, or incorporated during its construction, 

renovation, or maintenance.)  
(ix) 52.225-1, Buy American Act—Supplies (Feb 2009) (41 U.S.C. 10a-10d) (Applies to contracts for 

supplies, and to contracts for services involving the furnishing of supplies, for use in the United States or its 
outlying areas, if the value of the supply contract or supply portion of a service contract exceeds the micro-
purchase threshold and the acquisition—  

(A) Is set aside for small business concerns; or  
(B) Cannot be set aside for small business concerns (see 19.502-2), and does not exceed $25,000).  

(x) 52.232-33, Payment by Electronic Funds Transfer—Central Contractor Registration (Oct 2003). 
(Applies when the payment will be made by electronic funds transfer (EFT) and the payment office uses the 
Central Contractor Registration (CCR) database as its source of EFT information.)  

(xi) 52.232-34, Payment by Electronic Funds Transfer—Other than Central Contractor Registration 
(MAY 1999). (Applies when the payment will be made by EFT and the payment office does not use the CCR 
database as its source of EFT information.)  

(xii) 52.247-64, Preference for Privately Owned U.S.-Flag Commercial Vessels (Feb 2006) 
(46 U.S.C. App. 1241). (Applies to supplies transported by ocean vessels (except for the types of subcontracts 
listed at 47.504(d).)  

(2) Listed below are additional clauses that may apply:  
(i) 52.209-6, Protecting the Government’s Interest When Subcontracting with Contractors Debarred, 

Suspended, or Proposed for Debarment (Dec 2010) (Applies to contracts over $30,000). (Not applicable to 
subcontracts for the acquisition of commercially available off-the-shelf items).  

(ii) 52.211-17, Delivery of Excess Quantities (Sept 1989) (Applies to fixed-price supplies).  
(iii) 52.226-6, Promoting Excess Food Donation to Nonprofit Organizations (Mar 2009) (Pub. L. 110-

247) (Applies to contracts greater than $25,000 that provide for the provision, the service, or the sale of food in the 
United States.)  

(iv) 52.247-29, F.o.b. Origin (Feb 2006) (Applies to supplies if delivery is f.o.b. origin).  
(v) 52.247-34, F.o.b. Destination (Nov 1991) (Applies to supplies if delivery is f.o.b. destination).  

(c) FAR 52.252-2, Clauses Incorporated by Reference (Feb 1998). This contract incorporates one or more 
clauses by reference, with the same force and effect as if they were given in full text. Upon request, the Contracting 
Officer will make their full text available. Also, the full text of a clause may be accessed electronically at this/these 
address(es):  

 [Insert one or more Internet addresses]  

(d) Inspection/Acceptance. The Contractor shall tender for acceptance only those items that conform to the 
requirements of this contract. The Government reserves the right to inspect or test any supplies or services that 
have been tendered for acceptance. The Government may require repair or replacement of nonconforming supplies 
or reperformance of nonconforming services at no increase in contract price. The Government must exercise its 
postacceptance rights—  

(1) Within a reasonable period of time after the defect was discovered or should have been discovered; and  

https://www.acquisition.gov/far/current/html/52_223_226.html#wp1178433
http://uscode.house.gov/
https://www.acquisition.gov/far/current/html/Subpart%2023_2.html#wp1081346
https://www.acquisition.gov/far/current/html/52_223_226.html#wp1168995
http://uscode.house.gov/uscode-cgi/fastweb.exe?getdoc+uscview+t41t42+2+13++%2841%29%20%20AND%20%28%2841%29%20ADJ%20USC%29%3ACITE%20%20%20%20%20%20%20%20%20
https://www.acquisition.gov/far/current/html/Subpart%2019_5.html#wp1086841
https://www.acquisition.gov/far/current/html/52_232.html#wp1153351
https://www.acquisition.gov/far/current/html/52_232.html#wp1153375
https://www.acquisition.gov/far/current/html/52_247.html#wp1156217
http://uscode.house.gov/uscode-cgi/fastweb.exe?getdoc+uscview+t45t48+351+1++%2846%29%20%20AND%20%28%2846%29%20ADJ%20USC%29%3ACITE%20%20%20%20%20%20%20%20%20
https://www.acquisition.gov/far/current/html/Subpart%2047_5.html#wp1072915
https://www.acquisition.gov/far/current/html/52_207_211.html#wp1140926
https://www.acquisition.gov/far/current/html/52_207_211.html#wp1141265
https://www.acquisition.gov/far/current/html/52_223_226.html#wp1183820
https://www.acquisition.gov/far/current/html/52_247.html#wp1155640
https://www.acquisition.gov/far/current/html/52_247.html#wp1155803
https://www.acquisition.gov/far/current/html/52_248_253.html#wp1120047
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LAND USE AGREEMENT FORM – Continued 
 

(2) Before any substantial change occurs in the condition of the item, unless the change is due to the defect 
in the item.  

(e) Excusable delays. The Contractor shall be liable for default unless nonperformance is caused by an 
occurrence beyond the reasonable control of the Contractor and without its fault or negligence, such as acts of God 
or the public enemy, acts of the Government in either its sovereign or contractual capacity, fires, floods, epidemics, 
quarantine restrictions, strikes, unusually severe weather, and delays of common carriers. The Contractor shall 
notify the Contracting Officer in writing as soon as it is reasonably possible after the commencement of any 
excusable delay, setting forth the full particulars in connection therewith, shall remedy such occurrence with all  

 
reasonable dispatch, and shall promptly give written notice to the Contracting Officer of the cessation of such 
occurrence.  

(f) Termination for the Government's convenience. The Government reserves the right to terminate this 
contract, or any part hereof, for its sole convenience. In the event of such termination, the Contractor shall 
immediately stop all work hereunder and shall immediately cause any and all of its suppliers and subcontractors to 
cease work. Subject to the terms of this contract, the Contractor shall be paid a percentage of the contract price 
reflecting the percentage of the work performed prior to the notice of termination, plus reasonable charges that the 
Contractor can demonstrate to the satisfaction of the Government, using its standard record keeping system, have 
resulted from the termination. The Contractor shall not be required to comply with the cost accounting standards or 
contract cost principles for this purpose. This paragraph does not give the Government any right to audit the 
Contractor’s records. The Contractor shall not be paid for any work performed or costs incurred that reasonably 
could have been avoided.  

(g) Termination for cause. The Government may terminate this contract, or any part hereof, for cause in the 
event of any default by the Contractor, or if the Contractor fails to comply with any contract terms and conditions, 
or fails to provide the Government, upon request, with adequate assurances of future performance. In the event of 
termination for cause, the Government shall not be liable to the Contractor for any amount for supplies or services 
not accepted, and the Contractor shall be liable to the Government for any and all rights and remedies provided by 
law. If it is determined that the Government improperly terminated this contract for default, such termination shall 
be deemed a termination for convenience.  

(h) Warranty. The Contractor warrants and implies that the items delivered hereunder are merchantable and fit 
for use for the particular purpose described in this contract.  

(End of clause)  
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DETERMINATION & FINDING 
 

CONTRACTOR:   

AGREEMENT NO:   
 
The following equipment was used during the   
Incident on the   (Agency)   

(Unit)   (equipment make, model, and year)   

  

The equipment was hired by   on   
to perform the following duties   
  

The Contractor claims that damage occurred as follows (summarize the event 
that caused the damage):   
  
  
  
  
 
Resulting in the following damage (describe the equipment damage):   
  
  
  
  
  
 
The claim amount requested is:  $  
 
Contracting Officer’s Finding:   
  
  
  
  
  
 
Continue on attachment if necessary. 
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DETERMINATION AND FINDING – Continued 
 

1. In accordance with OF-294, General Provisions, Clause No. 10 Loss, 
Damage, or Destruction; and/or   

   
 
 
2. I hereby determine    
   
   
   
   
   
   
   
   
   
   
   
   
 
 
3. A payment of $  is offered as payment in full for the damage 

claimed. 
 

    
Contracting Officer’s Signature  Date 

 
 
RELEASE 
 
Contract release for an in consideration of receipt of payment in the amount 
shown in Item 3 of the Determination.  Contractor hereby releases the 
Government from any and all claims arising under this agreement. 

  
    
Contracting Officer’s Signature  Date 
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EQUIPMENT HIRE LOG 
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SAMPLE INCIDENT BUSINESS OPERATING GUIDELINES 
 

INCIDENT BUSINESS OPERATING GUIDELINES 
________________________________ 

(unit name) 

Enclosed are Operating Guidelines for incident business administration activities 
on the ____________. These guidelines are provided to support incident 
management team (IMT) operations and to provide consistency in incident 
business management operations throughout the unit. Deviation from these 
guidelines will be negotiated with the Incident Business Advisor (IBA) or 
Agency Administrator (AA) or Administrative Representative in advance. 

Incident Business Advisor 

Delegation of Authority. The incident agency’s Administrative Representative 
(name, work phone (###) ###-####; cell phone (###) ###-####, home phone 
(###) ###-####) is the delegated IBA for the incident agency.  An off-unit IBA 
may be resource ordered to assist the unit.  During the IBA’s absence, any of the 
following may be delegated IBA responsibilities, depending on availability: 

Name Position Work Phone # Home Phone # 

An off-unit IBA may be resource ordered to assist the unit. 

Responsibilities 

The IBA is a liaison between the Agency Administrator and the IMT. The IBA 
will make visits to any established incident command post, staging area, and 
other incident support locations, e.g., expanded dispatch, buying team, 
administrative payment team, to facilitate communication and successful 
incident business practices. Technical specialists may accompany the IBA to 
assist in specific areas of concern, e.g., business, fiscal or acquisition personnel. 
The IBA will provide all incident support activities with telephone number(s) to 
ensure 24-hour contact for business management assistance.   

In dealing with cost containment issues, it is important for the IBA to be a 
partner with the IMT and AA for effective cost containment balances, taking 
into consideration fire suppression tactics and strategies relative to the incident.  
This requires aggressive action to highlight inappropriate or questionable 
procurement requests as well as ineffective use of items under contract, plus  
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SAMPLE INCIDENT BUSINESS OPERATING GUIDELINES – Continued 

exploration of alternatives, whereby joint IC, AA and IBA decision can be 
made.    

Organization and Communications 

Names of the individuals responsible for counterpart activities: 

Acquisition (name, work phone, cell phone, home phone) 

Property Management (name, work phone, cell phone, home phone) 

Unit Dispatch  (name, work phone, cell phone, home phone) 

Injury Compensation (name, work phone, cell phone, home phone) 

Claims (Property Loss/Damage) (name, work phone, cell phone, home phone) 

At a minimum, the Finance/Administration Section Chief (FSC) and IBA will 
establish a set time for daily communications for information exchange and to 
report current progress of incident business management operations. 

Note: It is recommended the IBA contact the FSC after the IMT has been 
notified of release from the incident, to ensure all financial documents are ready 
for transition to the incident agency, payment office or replacement IMT and to 
check on the status and condition of payments processed by the 
Finance/Administration Section. Follow-up will also be made following 
payments to provide information on fiscal, procurement, etc. insights. 

The Procurement Unit Leader is responsible to communicate with the Supply 
Unit Leader and Buying Team leader throughout the incident.  

The open flow of communication between these parties will facilitate acquisition 
needs and property tracking.  
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SAMPLE INCIDENT BUSINESS OPERATING GUIDELINES – Continued 

Procurement 

The incident agency Administrative Representative provides the 
Finance/Administration Section with the Incident Service and Supply Plan.  
Incident agency acquisition staff is available to discuss information provided in 
the plan.  

Service and Supply Plan to include: 

• Acquisition Organization Chart including contact work and cell telephone 
numbers 

• Emergency Service Providers (include Agency-Provided Medical Care 
information, if applicable)  

• List of Emergency Equipment Rental Agreements (EERAS) (The IMT is 
responsible to request copies EERAs as necessary.) 

• Supply/Service Vendors (include copies of Blanket Purchase Agreements)  
• Local interagency agreements and operating plans 
• Incident Agency and local unit procurement procedures  
• Geographic Area Equipment Rates (Interagency Incident Business 

Management Handbook, Chapter 20) 
• Maps - geographical information 

Many of the normal restrictions on purchasing supplies and services apply when 
buying for incident operations. Some exceptions exist for emergency incident 
acquisition, e.g., commissary items and items in lieu of per diem necessary for 
operating an incident camp. Procurement personnel will consult with the IBA 
before purchasing such items. 

Meal and motel tickets will be used and must be signed by both the procurement 
official and the individual(s) to which issued.  

Buying Unit Procedures 

Initially, incident agency acquisition staff provides acquisition support to the 
IMT.    

The incident agency’s Administrative Representative determines the need to 
resource order a Buying Team and may assign incident agency acquisition staff  
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SAMPLE INCIDENT BUSINESS OPERATING GUIDELINES – Continued 

to assist.  The Buying Team will follow National Interagency Buying Team 
Guide operating procedures and adhere to incident agency policy.   

The IBA and/or appropriate official consult with the IMT and expanded dispatch 
regarding Buying Team release date. 

Buying Team Leader is responsible to visit the incident command post and 
incident support locations to establish open lines of communication with IMT 
personnel (e.g., Expanded Dispatch, Logistics Section Chief, Supply Unit 
Leader and Procurement Unit Leader) to determine the ordering process.   

Property Management 

The IMT is responsible to cost-effectively manage incident-assigned property, 
including establishing incident procedures for issuance and return of property.  

The Buying Team Leader coordinates with IMT personnel to ensure tracking of 
sensitive, accountable property.   

The IMT is responsible to ensure that property not returned is documented in 
accordance with incident agency procedures, including, but not limited to 
vendor invoice deductions, completion of property loss/damage forms.   

Incident Replacement.  All property treated as replacement will be so described 
on Agency specific forms, Waybill, or left on the incident for rehab or mop up 
(manifest to the incident unit). All property left on the unit at the close of the 
incident, will be properly temporarily transferred on the Agency’s form. 

Commissary 

The incident agency approves the use of agency commissary. 

The IMT may resource order a national contract commissary.  The FSC is 
designated as the contract commissary Contracting Officer's Representative 
(COR) and will follow requirements and procedures established in the national 
commissary contract, including establishment of hours of operation, 
review/approval of items sold, completion of contractor performance evaluation, 
invoicing.  
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SAMPLE INCIDENT BUSINESS OPERATING GUIDELINES – Continued 

Compensation for Injury and Agency-Provided Medical Care  

Incident agency’s contact:  (Name) Work telephone (###) ###-####.  The IMT 
Compensation/Claims Unit Leader follows paperwork disposition procedures in 
the IIBMH.   

All medical services, agency-provided medical care agreements, physicians, 
burn center, forms, etc., are included in the Service and Supply Plan that will be 
given to the Finance/Administration Section. If the plan is not readily available, 
contact the assigned Buying Unit or incident agency’s acquisition staff for a 
copy of the information. 

Information Systems Management 

The incident agency will provide the requested computer needs available to 
them.  Although the computer system may be used in support of the incident, it 
remains under the control of the incident agency’s computer specialist and 
Administrative Representative.  

Following is a list of (unit name) computer personnel and their home telephone 
numbers in contact order. 

Name  Phone  Shift 

Payments 

The IBA, and/or FSC, and incident agency Administrative Representative 
determine the need for an Administrative Payment Team (APT).  

Normally, the APT will be ordered for incidents expected to exceed 2 weeks in 
duration and the incident agency cannot provide payment support using regular 
payment procedures. 

Prior to processing any payments, the APT meets with the incident agency’s 
budget/fiscal staff to ensure procedures are in place to avoid duplicate payments.  
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SAMPLE INCIDENT BUSINESS OPERATING GUIDELINES – Continued 

Depending on the length of the incident and size of vendor's operations, partial 
payments may be made on a case-by-case basis.  All payment documents should 
be submitted as they are closed out for processing. 

Incident Agency Payments 

A representative from the budget/fiscal acquisition staff will visit 
Finance/Administration units to ensure accuracy of payment processes.  

Invoices are to be forwarded to budget/fiscal or acquisition, as soon as 
completed, to ensure timely payment to vendors and contractors. Hand-deliver 
invoices upon incident closeout to the budget/fiscal unit.  Ensure a 
Finance/Administration Section employee is available to discuss incomplete 
payments or those requiring additional clarification. 

End of Pay Period Time & Attendance Reports 

The IBA and FSC will determine the most efficient and effective means for 
processing/communicating pay information to home units at the end of each pay 
period. 

Law Enforcement 

All criminal investigations will be conducted by the assigned criminal 
investigators and law enforcement officers, and will be supervised by the 
Agency Law Enforcement Coordinator (name). 

Incident assigned law enforcement personnel are responsible to complete other 
types of investigations (claims, motor vehicle accidents, etc.). 

Closeout 

The Incident Finance Package will meet the standards outlined in Chapter 40 of 
the Interagency Incident Business Management Handbook. The ____________ 
(unit) also requires the following:  
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SAMPLE INCIDENT BUSINESS OPERATING GUIDELINES – Continued 

1. xxxxx  

2. xxxxx 

3. xxxxx 

The IBA and Administrative Representative will participate in the IMT exit 
interview.  The IBA and Administrative Representative provide input to the 
Agency Administrator regarding IMT performance related to business 
management.   
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COST LOG 
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COMPLEX, MERGE & SPLIT CONSIDERATIONS 
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TOOL KIT APPENDIX B 
 

 
Release Date:  August 2012 B-36 

COMPLEX, MERGE & SPLIT CONSIDERATIONS – Continued 
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TOOL KIT APPENDIX B 
 

 
Release Date:  August 2012 B-37 

ALL HAZARDS CHECKLIST 
 

ALL HAZARD CHECKLIST 

PRE-INCIDENT 

[ ] Ensure access to Reference Library – Wildland Fire and All Hazard.* 
[ ] Copies of Agreements (interagency, joint powers, cost share, cooperative, local, etc.) 
[ ] Copies of Emergency Planning Documents (Pandemic, Hurricane. All Hazard Response 

Guides, etc.) that are applicable, if any. 
[ ] Geographic Area Supplements 

ARRIVAL AT INCIDENT 

[ ] Participate in any in-briefings regarding the incident response. 
[ ] Contact Numbers of Key Agency Fiscal Personnel/Assigned Liaison, if one assigned. 
[ ] Incident Agency Business Operating Guidelines. 
[ ] Copy of Incident Agency organization chart, telephone list. 
[ ] Copy Incident Action Plan. 
[ ] Copy Wildland Fire Situation Analysis (WFSA). 
[ ] Copy of Delegation of Authority. 
[ ] Determine how medical care being handled. 
[ ] Procedures for hiring and paying casuals. 
[ ] Determine ordering processes in place or anticipated (EMAC, FEMA.) 
[ ] Determine who and how incident procurements are being handled. 
[ ] Understand expenditure, purchasing and property restrictions. 
[ ] Determine Incident Agency Finance Package Guidelines. 
[ ] Determine the need to establish agreements with other Federal partners (i.e., incidents 

on Federal lands where another federal agency comes to assist.) 
[ ] Local area and state maps. 
[ ] Copy of Emergency Support Function, Regional Operations Center, Area Command, 

Incident Management Team (lMT) and Incident Agency Briefing schedules and 
conference call times. 

  



TOOL KIT APPENDIX B 
 

 
Release Date:  August 2012 B-38 

ALL-HAZARDS CHECKLIST – Continued 

DURING INCIDENT 

[ ] Incident periods, FEMA declaration time frames.** 
[ ] Copies of any FEMA Mission Assignment(s) (MA).** 
[ ] Meet with Key Agency Personnel to discuss financial guidelines, issues and concerns. 
[ ] All Accounting Codes applicable to the incident response.** 
[ ] Initiate incident cost accounting to meet agency reimbursement needs. 
[ ] ESF 4 – Organization Chart for the Incident, if applicable. 
[ ] ESF, Regional Coordinator Center or Joint Field Office Organization Chart with contact 

names and numbers, as needed. 
[ ] On-scene FEMA contact name(s) and numbers. 

POST INCIDENT 

[ ] Participate in transition meeting with incoming/outgoing financial staff advisors. 
[ ] Close-out with Agency Administrator or designee. 

* Found in the Tool Kit of Interagency Incident Business Management Handbook or on-line 
at www nwcg.gov 

** May also be obtained at incident arrival and/or need to check on an on-going basis for 
additions. 
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