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Agency Administrators & Fire Management Officers,

Attached is the Great Basin Incident Business Operating Guidelines which have been recommended by the Great Basin Incident Business Committee and approved by the Coordinating Group.  Please implement as an interagency document and share with your local units.  Common Incident Business Operating Guidelines will promote efficiency and consistency for our Incident Management Teams.

Please direct any questions to your respective Incident Business Representative or, Brenda DeBerg, Chair, Great Basin Incident Business Committee at (775) 861-6574 or bdeberg@blm.gov

Thank you.




Mike Morcom, Chair GBCG 				
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	GREAT BASIN
INCIDENT BUSINESS 
OPERATING GUIDELINES


The following outlines standard Incident Business Operating Guidelines for the Great Basin Geographic Area.  These guidelines emphasize the critical financial and administrative procedures to be followed on incidents and are intended to complement the Interagency Incident Business Management Handbook (IIBMH) which provides national direction and highlights the geographic area supplements to the handbook.  These guidelines are provided to support Incident Management Team (IMT) operations and to provide consistency in incident business management operations. 
Any changes to these guidelines will be negotiated with the Agency Administrator (AA) and the Incident Business Advisor (IBA).
Units should supplement these Operating Guidelines as necessary to address issues specific to their locations while conforming to the IIBMH. 

Administrative Office for Payment (I-Suite)
	FS Incidents – Use the Albuquerque Service Center address.
	All Others – Use local office address.
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[bookmark: _Toc357074442][bookmark: _Toc357690964]Incident Business Advisor
The IBA reports to and is supervised by the AA.  The primary duty of the IBA is to provide the AA with an overview of business administration of the incident, to identify any 
significant issues in the finance area, and to make suggestions for improvements when needed.  The IBA is a subject matter expert in fire business management with national, regional, and local knowledge.  

Specific responsibilities are further defined in the IBA Delegation of Authority (Appendix G).  

An IBA must be assigned to any wildfire with costs of $5 million or more.  The complexity of the incident and the potential costs should be considered when assigning either an IBA1 or IBA2.  If a qualified IBA is not available, the AA will appoint a financial advisor to monitor expenditures.  Other considerations for ordering an IBA are: 

· No qualified personnel on the unit
· Incident business complexity exceeds qualification level on unit personnel
· Unit personnel’s regular duties preclude involvement as the IBA to the extent needed
· Multi-agency involvement (local, county, state, Federal, National Guard, U.S. Military, Tribal Government, and FEMA)
· Anticipation of complex incident business management (aircraft, cost share agreements, military equipment, buying teams, payment teams)
· Multiple incidents on Incident Management Teams on the Unit
· Impact on unit is anticipated to be of long duration
· Politically sensitive incident

In the absence of an IBA, the AA is responsible for coordinating incident business responsibilities on their unit.  

Contact information for the Incident Business Advisor and Agency administrative staff is listed in Appendix A.

[bookmark: _Toc357074443][bookmark: _Toc357690965]Personnel & Human Resources
Additional Reference Material:  GB 2012 Chapter 10 Supplement
A Human Resource Specialist will be assigned to all incidents with a Type I incident management team or when the organization exceeds 300 people.   The Incident Commander will confirm with the Agency Representative when the person is onsite and their name.  This person will establish a link with the Agency Personnel Officer.  All sexual harassment or other EEO incidents are to be reported to the IBA as soon as practicable.  Any investigation of an EEO incident is to be coordinated through the AA or Agency Rep.


Whenever an incident reaches 300+ people the host Agency Union Representative will be notified:

	George Christopher
	FS Regional Union Representative
	801-625-5216

	Lisa Church
	BLM Union Representative
	435-644-1273



The Union Representative and the IBA/Agency Rep will discuss the feasibility of placing a union representative at the incident.   

[bookmark: _Toc357074444][bookmark: _Toc357690966]AD Hiring and Support
All Federal Administratively Determined (AD) exception positions must be approved at the appropriate State/Regional level (Contact IBA for additional information). 
Single Resource Casual Hire Information Form, PMS 934.  Hiring Officials shall submit the signed original to ACD-IF at the time of hire.  Attach a copy with each OF-288 submitted for payment.  If there are any pay rate change at the incident, the incident supervisor will record the pay rate/position change on the CTR and not in remarks block of the OF-288; a new PMS 934 is not necessary.
· AD Hiring authority may be delegated to the Finance Section Chief.
· Travel reimbursement for FS casual employees will be posted on the OF-288 per direction located at:  http://www.fs.fed.us/fire/ibp/personnel/ad_travel_policy.pdf
· Final processing of OF-288’s for DOI and FS casual employees will be in accordance with Appendix B of this document.
Subsistence guidance for ADs: 
AD employees will be subsisted by the Agency whenever possible.  
ADs are expected to be self-sufficient and may have to incur out-of-pocket expenses.  Out-of-pocket expenses must be authorized in advance before reimbursement can be made.  If out-of-pocket expenses are incurred while on incident where adequate food and lodging are being provided, a justification from the IMT FSC or hiring unit is required in order to be reimbursed for those expenses.  The agency may provide lodging and meals as dictated by the situation.
Transportation of ADs to and from incidents and/or pre-authorized pre-season training will coordinate through dispatch.  The ADs method of transportation will be indicated on the Singe Resource Casual Hire Information Form (PMS 934).  Air transportation will usually be arranged and paid for by the Government. 
[bookmark: _Toc357074445][bookmark: _Toc357690967]Work Rest Guidelines 
To maintain safe and productive incident activities, incident management personnel must appropriately manage work and rest periods, assignment duration and shift length for personnel including casuals, (AD), contracted crews, and EERA resources.  
Personnel working in support of fire management activities on the local unit will adhere to a minimum of 1 day off in 21.  Paid days off for Type 3-5 incidents should be rare exceptions.  However, if necessary, the AA of the host unit may authorize day(s) off with pay to manage fatigue and ensure safe and productive incident activities.  

Work shifts that exceed 16 hours and/0r consecutive days that do not meet the 2:1 work/rest ratio should be the exception, and no work shift exceed 24 hours.  However, in situations where this does occur (for example, initial attack), personnel will resume 2:1 work/rest ratio as quickly as possible.  

The Incident Commander (IC) or AA must justify work shifts that exceed 16 hours and those that that do not meet the 2:1 work to rest ratio.  Justification will be documented in the daily incident records or with employee time records on initial attack.  

To facilitate the management of work/rest for contract resources, clock hours will be recorded on all shift tickets – even when the equipment is hired under a daily rate or guarantee.

[bookmark: _Toc357074446][bookmark: _Toc357690968]Compensation for Injury and Agency-Provided 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 C 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. 

APMC is clearly defined in the IIBMH and any work related medical treatment which does not meet the specified APMC definitions must be processed as an OWCP claim as appropriate for each employees hiring agency.   The use of APMC is appropriate for injury/illness first aid cases involving only one APMC visit which occurs on the day of the injury/illness.  One follow-up visit is permissible if it occurs during non-duty hours and the employee is agreeable to this. Injury/illness cases treated under APMC can only be used while the employee remains at the incident and cannot have lost time charged to sick leave, annual leave or Continuation of Pay (COP).

Injured federal employees do not have a right to treatment under APMC as they do under FECA. It is the agency’s choice whether or not to offer APMC. Per OWCP, the employee’s use of APMC instead of FECA is voluntary.

A medical resource request number (M#) will be assigned for treatment under APMC.

APMC should not be authorized for non- work related injuries or illnesses or dental work.

Contract personnel may not utilize APMC services.


[bookmark: _Toc357074447][bookmark: _Toc357690969]Acquisition
Additional Reference Material:  GB 2012 Chapter 20 Supplement
Placing orders for tactical and support water tenders require the type of tender be identified on the resource order.
Property procured by the incident staying on the local unit should be communicated to the local incident procurement staff.
The IMT will not sign up any resources that did not go through proper dispatch channels (for example "fire chasers") unless prior approval is obtained from the AA, AR, or IBA.   
Name requesting contractors is prohibited unless approval is obtained from AA or IBA.
Questions regarding solicited equipment can be directed to the appropriate contracting officer or Steve Waters, Great Basin Contract Equipment Coordinator at (see appendix F).
Most items under Equipment Hire have been competitively solicited and should not be signed up pre-season outside of the national solicitation process unless the Dispatch Priority List (DPL) has been exhausted. If that is the case, you may then sign up resources as an Incident Only EERA utilizing the specifications and terms and conditions in the national solicitation templates posted at: http://www.fs.fed.us/business/incident/solicitations or the Ch. 20 Supplement: Equipment Specification Guide. Also, utilize the 90% rates posted at http://www.fs.fed.us/business/incident/viprreports.php or the Ch. 20 Supplement: Incident Rates Only Guide. Resources should be ordered in accordance with the National Mob Guide for these types of equipment.

These resources should be ordered through our Resource Ordering System.  When equipment resources are not found in ROSS, expanded dispatch may elect to have the Buying Team locate and fill the resource order.  

Equipment Inspectors will be REQUIRED to inspect each piece of contract equipment before use and after use at the incident.  If an Equipment Inspector is not available, the piece of equipment ordered will not be allowed to work at the incident until an Equipment Inspector can be ordered and on site to inspect the piece of equipment.

[bookmark: _Toc357074448][bookmark: _Toc357690970]Land Use and Facility Agreements
If no agreement exists, the IMT will coordinate with the local AR or IBA to determine appropriate use and rates.    
All facilities and land used by the incident will be under agreement, including no cost agreements.  Any exceptions will be approved by the AA, or IBA.  
All rental equipment, with the owner’s concurrence, will have a lease purchase clause inserted in the procurement document to allow maximum flexibility to meet cost effectiveness goals.

[bookmark: _Toc357074449][bookmark: _Toc357690971]Contractor Performance Evaluations
Performance evaluations for contractors will be collected by finance personnel, sorted by the Contracting Officer and mailed prior to the incident closeout.  If time does not allow for mailing, finance personnel will prepare the evaluations and give them over to the host agency for mailing.
[bookmark: _Toc357074450][bookmark: _Toc357690972]Buying Team Procedures
Provide an electronic copy of the Buying Team Log to the Agency Administrator or their representative along with a hard copy in the Buying Team package. 
Provide a written narrative of any outstanding issues or concerns.
A Buying Team may/should be ordered for all Type I and II incidents.  The unit’s procurement personnel may be included in the organization of the Buying Team, depending on availability.  When a Geographic/National Buying Team is assigned, the operating procedures described in the National Interagency Buying Team Guide will be followed, along with any applicable Rocky Mountain/Great Basin supplements.
 
Buying Teams may procure only supplemental food items listed on in the section titled “supplemental food and drinks” for the incident camp.  In no case are other supplemental foods authorized.  Any deviation from this policy is not acceptable.  

Buying Team Leader should visit the incident administrative sites and establish open lines of communication with the incident supply unit and the incident procurement unit leader.  Establish a direct ordering system between the supply unit and the buying team to expedite procurement of resource orders.  As an exception, those incidents where a direct ordering system is not practical, orders can be processed through expanded dispatch.   Items available through the national cache system should be ordered through established channels.
 
The Incident Business Advisor will consult with the Incident Management Team and the Buying Team Leader to determine when to release a Buying Team.

[bookmark: _Toc357074451][bookmark: _Toc357690973]Supplemental Food and Drinks
The IMT will follow direction in Chapter 20 of the IIBMH, in regards to supplemental food and drinks.  Any supplemental food/drinks provided will require IC justification AND concurrence from the Agency Administrator.  The only acceptable justification is to meet the expanded nutritional needs of firefighters performing prolonged or arduous work.  
The following supplemental foods may be provided:
· 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.

· 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.* 

· Candy bars and energy bars may be provided to supplement those included in sack lunches.  
Supplemental foods are not authorized for mobilization centers, staging areas or personnel not engaged in work on the incident.  No other supplemental food or drinks shall be authorized.  Purchasing jerky products, chips, gum, soda-pop, “designer drinks” and so-called “energy” drink (containing caffeine, guarana, ephedra, and other stimulants), etc. are not allowed.  
[bookmark: _Toc357074452][bookmark: _Toc357690974]Supplemental Vitamins and Minerals
In accordance with the NWCG memo, March 22, 2006, no supplemental vitamins or minerals will be procured for use or distribution on the incident.  This includes commonly accepted supplements, such as EmergenC.
[bookmark: _Toc357074453][bookmark: _Toc357690975]Telephones
Incident Management Teams will be authorized use of their government cell phones when ordered. When fire activity occurs at remote locations where cellular telephone coverage is non-existent, the following policy is established for Incident Resources that are not attached to IMT:

· Where possible the agency will establish landlines for incident use.  Agency may approve Satellite Systems.

· If cell phone use is deemed appropriate and necessary for the assignment, the agency may provide cellular telephones.

· No cell phone purchases shall be made using an Incident Job Code.

[bookmark: _Toc357074454][bookmark: _Toc357690976]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
· A rental with purchase option should be used (i.e. fax machines)
· 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.

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.

[bookmark: _Toc357074455][bookmark: _Toc357690977]Rental Vehicles
Great Basin SOP for Rental Cars Coming Soon!
Vehicle rentals are not authorized unless specified on a resource order and needed for incident operations.  Unless a rental car is specifically authorized, personnel without a government owned vehicle will be transported through ground support.  Incident Management Teams are expected to keep the number of rental vehicles to a minimum.  
Individuals renting vehicles through the government travel process should be the exception, not the rule and will remain the responsibility of the individual.  In order to ensure travel reimbursement for rental vehicles, the individual traveler is required to have the approval to use a rental car noted on their resource order.  Individuals who rent a vehicle without having been pre-approved on their resource order run the risk of not being reimbursed and being personally liable for this cost.  Damage to a vehicle rented through the agency travel process will be handled through the process established by travel regulations.
Rental vehicles procured on a Government Travel Card can NOT be transferred to a Buying Team member, PROC, or any other member of the host unit.  A vehicle rented at a commercial facility on an employee’s travel card will be the sole responsibly of the employee who initially rented it, to ensure it is returned to the vendor, and payment in full is posted to the employees travel card.

[bookmark: _Toc357074456][bookmark: _Toc357690978]Restricted Items
The following items are either restricted from purchasing, or have defined limitations.  Take into account the remoteness of the base camp or the distance to a cache when applying this direction.  Assigned Supply Unit Leaders and/or Buying Teams will refer to this list when purchasing supplies and services for incident operations.
· Alcoholic beverages of any type are prohibited.
· EpiPens are the responsibility of each individual and should be issued as a personal prescription.  
· Local purchase of newspapers for the incident is limited to 5 per day per incident up to 250 personnel.  Limit newspapers 1 for every 50 personnel per day on incidents with over 250 assigned personnel.
· Orders for specific magazines, newspapers, or other literature.
· Clothing, buttons, stickers, hats, etc., with special or specific printing, coloring, or logos are prohibited.
· Pillows, sleeping bags, and sleeping pads (other than regular General Services Administration (GSA) or fire cache type).
· Working Capital Fund (WCF) and GSA vehicle modifications/repairs will be coordinated through the local fleet manager.
· Use of motels, hotels, or other commercial lodging should be rare for personnel assigned to an incident base.  Any exception must be approved in advance by the AA or IBA.  If the request is not approved, employees will not be reimbursed for any expenses incurred and their home unit notified of the denial.
· Fees for the use of recreational facilities (i.e., hot springs).
· Massage or other therapist services.
· Chairs – Utilize local cache resources before renting from an outside source.
· Trailers and motor homes will be for office use only.  They will not be used for sleeping quarters.
· Cots, other than those ordered through the cache system, will be justified (i.e., health and safety reasons) and approved in writing by the IC and IBA.
· Awards and or gifts of appreciation.
· Plants and flowers
· Any service/supply not deemed necessary for suppression of the fire or essential to the incident.  If it is not clear, consult the AA or IBA.

All purchased equipment and will be transferred to the appropriate fire cache at the end of the incident.  Logistics Unit in conjunction with the BUYT will ensure the local unit is aware of any property item procured for tracking purposes.


[bookmark: _Toc357074457][bookmark: _Toc357690979]Specialty Items
The AA or IBA must approve rentals/purchasing of the following specialty items and as a guideline, the following items will be tracked with an AD-107/DI-105:

	Cameras (digital and video)			Cellular Telephones
	Satellite Telephones				GPS Units
	Laptop Computers				Personal Digital Assistants
	Handheld Radios				Printers (purchase only)
	Fax Machines	(purchase only)			Scanners (purchase only)
	Golf Carts					Copy Machines (purchase only)
	ATVs/UTVs

Procurement officials must follow agency regulations when purchasing/renting any of the above items.  Accountable property should be procured by local agency personnel whenever possible.

All purchased equipment and will be transferred to the appropriate fire cache at the end of the incident.  Logistics Unit in conjunction with the BUYT will ensure the local unit is aware of any property item procured for tracking purposes.



[bookmark: _Toc357074458][bookmark: _Toc357690980]Property Management
Additional Reference Material:  GB 2012 Chapter 30 Supplement
Agency and rental vehicles are accountable property and will be tracked as such. 
Use of personal or home unit cell phones, computers, and satellite phones will not be reimbursed, unless approved by the Host/Incident Agency.  Home unit project funds are to be used to cover any use charges, loss or damage.  If needed for assignment, the incident unit will obtain cellular phones.  Orders for cellular phones will be transmitted through dispatch and will be filled per agency regulations.  If the resource is ordered with cell phone or laptop, then the home unit can charge the incident for incident related costs only.  
IMTs or other incident personnel (e.g., IBA) may authorize replacement of non-NFES or non-standard cache items if delegated authority by the incident agency. If no delegation exists documentation is provided to the incident agency for review and determination. Written documentation is provided to the home unit, authorizing replacement of government property items that have been destroyed or rendered otherwise unserviceable while being used on the incident. 
Replacement of non-standard items not procured through mandatory sources of supply (Chapter 20) may be authorized up to a dollar limit identified through these sources; costs beyond this amount should be covered by home unit program dollars. Prototype equipment will not be replaced with suppression funds. The incident agency may require the damaged property be turned in before replacement is authorized. 
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 IMT to review property issuance and check out/return procedures to ensure proper accountability.  The IMT will manage the durable and accountable/sensitive property obtained through the cache system.  Every effort will be made to return cache items promptly at the end of the incident.  Documentation of items remaining at the incident will be supplied to the incident agency at the incident closeout.  Incident-funded accountable/sensitive property purchases must be approved in advance by the IBA or AA.
Incident replacements should follow direction in Chapter 30 of the IIBMH. Only an assigned IBA or the AA can authorize replacement of non-expendable or non-standard cache items.  The incident agency may require that damaged property be turned in before replacement or a replacement authorization is issued.  Items being replaced due to normal wear and tear should not be replaced with incident funds.
Ordinary Wear and Tear is defined as:  Conditions under which equipment and/or supplies are subjected to under normal operations.
During the demobilization process, Agency specific forms (e.g. Forest Service AD-112, BLM DI-103) will be processed when items are not returned to supply. The employee’s supervisor will always sign these forms.

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).   

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/DI-103, 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/DI-105.

[bookmark: _Toc357074459][bookmark: _Toc357690981]Cooperative Relations
Additional Reference Material:  GB 2012 Chapter 10 Supplement
GB Chapter 50Supplement provides detailed information on incident business procedures when resources from the states of Idaho, Nevada, and Utah are utilized on Federal fires or when an IMT is on a state fire.
[bookmark: _Toc357074460][bookmark: _Toc357690982]Law Enforcement & Investigation
Upon assignment of an incident management team, a law enforcement officer from the agency may make an onsite visit and establish contact with the Security Manager. The purpose will be to open communication lines, identify law enforcement support resources available, and identify local operating procedures.  

The assigned criminal investigator(s) and law enforcement officer(s) will conduct criminal investigations.  It will be the responsibility of the Security Manager to report misdemeanors and felonies to the Agency Law Enforcement and Investigations.

Law enforcement personnel assigned directly to the incident will investigate normal incident security activities such as traffic control, motor vehicle accidents, claims, etc. 

Area law enforcement personnel will be available to provide necessary coordination and assistance.  Check the Service and Supply Plan for Agency Agreements with County Sheriffs.
Contacts are:

	Beaver County
	Sheriff’s Office
	Ken Yardley
	435-438-6415

	Coconino County, Flagstaff
	Sheriff’s Office
	Bill Pribil
	800-338-7888

	Coconino County, Fredonia
	Deputy
	Jason Bundy
	800-338-7888

	Garfield County
	Sheriff’s Office
	Than Cooper
	435-676-2678

	Iron County
	Sheriff’s Office
	Mark Gower
	435-586-6511

	Kane County
	Sheriff’s Office
	La Mont Smith
	435-644-2349

	Mohave County
	Sheriff’s Office
	Tom Sheehan
	800-526-1911/928-753-2141

	Washington County
	Sheriff’s Office
	Kirk Smith
	435-656-6500

	Wayne County
	Sheriff’s Office
	Kurt Taylor
	435-836-2789



[bookmark: _Toc357074461][bookmark: _Toc357690983]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, by the responsible incident agency procurement official (identified in Appendix A).  
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 is included and what is left to collect on each claim.  The case files should be enclosed in an Incident Claims Case File Envelope (OF-314).  The log and envelopes will be given personally to the incident agency claims liaison at the end of the incident.  
[bookmark: _Toc357074462][bookmark: _Toc357690984]Cost
Additional Reference Material:  GB 2012 Chapter 10 Supplement
[bookmark: _Toc357074463][bookmark: _Toc357690985]Cost Accounting and Cost Share Agreements
Cost Savings Measures: Cost efficiency continues to be a primary objective for IMTs.  Cost containment 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. 
In dealing with cost containment issues, it is important for the Incident Business Advisor (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 exploration of alternatives, whereby a joint IC, AA and IBA decision can be made.

The IMT will be responsible for reporting cost for the incident to the Incident Payment Center and Forest Finance Section by 1300 daily.  The incident Cost Accounting & Reporting Systems (ICARS) will be the standard forum for tracking and reporting all Costs.  The initial report will be transmitted from the IMT Finance Section, Cost Unit Leader within 72 hours of the start of the incident.  The Cost Unit Leader should make contact with the agency finance section to clarify the format for reporting.

If the area experiences a multiple fire situation with more that one IMT, a cost unit may be established at the agency headquarters.  If this happens, this unit will work for the agency financial group under the general direction of the IBA or AO.  The cost unit will immediately begin inputting all the orders in ICARS.  The IMT’s and Agency cost unit will arrange for the interchange of data as needed.

Cost Shares: Cost share agreements will follow guidance in the applicable cooperative agreement.
It is the IMT’s responsibility to track and report costs as required by the incident agencies or as outlined in the Cost Share Agreement.  The Finance Section will ensure costs are tracked in ISuite in accordance with the cost share method utilized.
Incident Accruals – All federal incidents with FS expenses involving Type 1 and 2 IMT’s are required to send daily accrual reports to the ASC-Incident Finance Branch.  These accruals will be sent using the daily export and upload functions of I-Suite.  Directions for creating the daily export can be found at http://www.fs.fed.us/fire/ibp/incident_payments/Isuite_export_finance.pdf
For those incidents not utilizing I-Suite, submit manual accrual information to ASC-Incident Finance Branch.  Email to asc_ipc@fs.fed.us or fax to 1-866-816-9532. 
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.  

[bookmark: _Toc357074464][bookmark: _Toc357690986]ISuite Repository Requirements
IMTs are required to upload the I-Suite database at the end of their assignment.  A CD/DVD copy of the data base should be made for the host unit and included in the Final Incident Package.  Any usernames/passwords necessary to access the database should also be provided to the host unit. The IMT will not retain any of the ISuite information. 
[bookmark: _Toc357074465][bookmark: _Toc357690987]Closeout
The Final Finance Package will meet the uniform filing scheme for incident records packages, located at:www.nwcg.gov/policies/records/index.html
The expectation is to have all possible payment packages for FS AD’s and contract resources closed out and sent directly from the IMT to ASC-IF for payment.  Any packages not closed out or other outstanding issues will be discussed at the finance package transition, immediately prior to the IMT closeout.
[bookmark: _GoBack]At the end of the incident, the Final Incident Package will be turned in at the closeout to the AA or IBA.   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 that need improvement.  The host agency will provide a financial performance rating 60-120 days following the incident to the IC. 	
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B. Great Basin Incident Business Committee	
C. Great Basin Contracting Officers for Solicited Equipment	
D. Great Basin Transportation Program	
E. Interior/Agriculture AD Pay Plans	
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J. Forest Service Incident Payment Procedures	
K. Paying for Fuel Issues on an Incident 	
L. Great Basin Cost Guide	
M. NWCG Complexes, Merges and Splits Memo	
N. Great Basin Lend Lease Policy	
O. Great Basin Supplements (10, 20, 30, 40, 50, 80)	
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	[bookmark: _Toc357690988]APPENDIX A - Incident Business and Agency Contacts
[bookmark: _Toc357690989]BUREAU OF LAND MANAGEMENT


Authority/responsibility for Incident Business Administration practices is delegated to the following agency personnel:

INCIDENT BUSINESS CONTACTS FOR BUREAU OF LAND MANAGEMENT
	Title
	Name
	Office
	Cell
	Other

	Incident Business Advisor (IBA)
	Joe Majewski
	801-539-4248
	801-349-0773
	

	Agency Administrative Representative
	Todd Christensen
	435-865-3022
	435-590-3022
	

	Incident Business Specialist
	Leslie Gunn
	435-865-3048
	435-590-5396
	



AGENCY CONTACTS FOR BUREAU OF LAND MANAGEMENT
	Title
	Name
	Office
	Cell
	Other

	Human Resources
	Cody Ault
	435-865-3000
	
	

	AD Hiring Contact
	Denise Hadlock
	435-865-4667
	
	

	Financial Management
	Paula Troxell
	435-865-3008
	
	

	Acquisition/Contracting Contract Claims
	Leslie Gunn
	435-865-3048
	435-590-5396
	

	Information Resource (Computers)
	Wendie Nay
	435-896-1526
	
	

	Telecommunications (Voice/Data Lines, Radios)
	Marcus Brinkerhoff
	435-865-3033
	435-590-3600
	

	Agreements
	Leslie Gunn
	435-865-3048
	435-590-5396
	

	Compensation/OWCP (HIPPA)
	Cody Ault
	435-865-3000
	
	

	Claims (Non-contract)
	Randy Peterson
	435-865-3017
	435-590-5390
	

	Law Enforcement
	Curtis Racker (St. George)
Scott Lowrey (St. George)
Tom Hill (Richfield)
David Russell (Hanksville)
	435-688-3341
435-688-3260
435-896-1553
435-542-3461
	435-632-9111
435-590-4838
435-979-2883
435-609-3866
	

	Fleet
	Eric Jackson
	435-865-3061
	
	

	Safety
	Clair Jolley (Color Country)
Todd Murray (Central Utah)
	435-865-4669
435-896-1543
	435-590-4825
435-979-8354
	



INCIDENT BUSINESS CONTACTS FOR BUREAU OF LAND MANAGEMENT (SOUTH ZONE)
	Title
	Name
	Office
	Cell
	Other

	Incident Business Advisor
	
	
	
	

	Agency Administrative Representative
	Kevin Wright

	435-688-3241
	435-680-0839
	

	Incident Business Specialist
	Michelle Petty
	435-688-3361
	435-632-1485
	435-574-0826



AGENCY CONTACTS FOR BUREAU OF LAND MANAGEMENT (SOUTH ZONE)
	Title
	Name
	Office
	Cell
	Other

	Human Resources
	Carol Cole
	602-417-9391
	
	

	AD Hiring Contact
	Michelle Petty
	435-688-3361
	435-632-1485
	435-574-0826

	Financial Management
	
	
	
	

	Acquisition/Contracting Contract Claims
	
Sandra Kharan 
	
602-417-9325
	
	

	Information Resource (Computers)
	
Kathy Seegmiller
	
435-688-3276
	
435-680-2988
	

	Telecommunications (Voice/Data Lines, Radios)
	
Art Goldberg
	
602-417-9227
	
	

	Agreements
	
	
	
	

	Compensation/OWCP (HIPPA)
	
Melanie Horn
	
435-688-3232
	
435-862-9947
	

	Claims (Non-contract)
	Michelle Petty
	435-688-3361
	435-632-1485
	435-574-0826

	Law Enforcement
	John Sims
	435-688-3254
	435-680-0912
	

	Fleet
	Melanie Horn
	435-688-3232
	435-862-9947
	

	Safety
	Wayne Monger
	435-688-3331
	
	

	Property Management
	Melanie Horn
	435-688-3232
	435-862-9947
	


















	[bookmark: _Toc357690990]APPENDIX A - Incident Business and Agency Contacts
[bookmark: _Toc357690991]DIXIE NATIONAL FOREST


Authority/responsibility for Incident Business Administration practices is delegated to the following agency personnel:

INCIDENT BUSINESS CONTACTS FOR: DIXIE NATIONAL FOREST
	Title
	Name
	Office
	Cell
	Other

	Incident Business Advisor (IBA)
	
	
	
	

	Agency Administrative Representative
	Janice Minarik
Admin. Operations Specialist
	435-865-3794
	435-691-1864
	

	Incident Business Specialist
	Wendy Soper
Budget Officer
	435-85-3764
	435-868-1212
	



AGENCY CONTACTS FOR: DIXIE NATIONAL FOREST
	Title
	Name
	Office
	Cell
	Other

	Human Resources
	Julie Whicker
Admin. Support Asst.
	435-865-3716
	435-590-2801
	

	AD Hiring Contact/Financial Management/Claims
	Wendy Soper – Budget Officer
Jason Hamilton – Budget Analyst
	435-865-3764

435-865-3761
	435-868-1212

435-868-1540
	

	Acquisition/Contracting Contract Claims
	Utah Acquisition Support Center
	801-975-3846
	
	See CO tab for contact info

	Information Resource (Computers)
	FS-CIO
	866-945-1354
	
	‘1’ for incident support

	Telecommunications (Voice/Data Lines, Radios)
	David Johnson
	435-865-4612
	435-691-3712
	

	Agreements
	Pat Fordham
	435-896-1060
	435-201-3467
	

	Compensation/OWCP (HIPPA)
	Julie Whicker
Admin. Supt. Asst.
	435-865-3716
	435-590-2801
	

	Law Enforcement
	Matt Buhler
	435-865-3724
	435-559-3724
	

	Fleet
	Varian Allen
	435-896-1097
	435-749-7164
	

	Safety
	Glen Heaton
	435-865-3702
	435-559-3702
	

	Property Management
	
	
	
	




[bookmark: _Toc357074466][bookmark: _Toc357074467][bookmark: _Toc357690992]APPENDIX A - Incident Business and Agency Contacts
[bookmark: _Toc357690993]BUREAU OF INDIAN AFFAIRS
Authority/responsibility for Incident Business Administration practices is delegated to the following agency personnel:   

INCIDENT BUSINESS CONTACTS FOR (Agency): BUREAU OF INDIAN AFFAIRS
	Title
	Name
	Office
	Cell
	Other

	Incident Business Advisor (IBA)
	
	
	
	

	Agency Administrative Representative
	Kellie Youngbear
	So. Paiute BIA
	
	435-674-9720

	Incident Business Specialist
	Jeramie Ybright
	So. Paiute BIA
	435-680-1628
	435-674-9720



AGENCY CONTACTS FOR (Agency): BUREAU OF INDIAN AFFAIRS
	Title
	Name
	Office
	Cell
	Other

	Human Resources
	Jeramie Ybright
	So. Paiute BIA
	435-680-1628
	435-674-9720

	AD Hiring Contact
	Jeramie Ybright
	So. Paiute BIA
	435-680-1628
	435-674-9720

	Financial Management
	Jeramie Ybright
	So. Paiute BIA
	435-680-1628
	435-674-9720

	Acquisition/Contracting Contract Claims
	Cassandra Renshaw
	So. Paiute BIA
	801-719-9677
	435-674-9720

	Information Resource (Computers)
	Cassandra Renshaw
	So. Paiute BIA
	801-719-9677
	435-674-9720

	Telecommunications (Voice/Data Lines, Radios)
	Jeramie Ybright
	So. Paiute BIA
	435-680-1628
	435-674-9720

	Agreements
	Cassandra Renshaw
	So. Paiute BIA
	801-719-9677
	435-674-9720

	Compensation/OWCP (HIPPA)
	Cassandra Renshaw
	So. Paiute BIA
	801-719-9677
	435-674-9720

	Claims (Non-contract)
	Cassandra Renshaw
	So. Paiute BIA
	801-719-9677
	435-674-9720

	Law Enforcement
	
	
	
	

	Fleet
	Jeramie Ybright
	So. Paiute BIA
	435-680-1628
	435-674-9720

	Safety
	Jeramie Ybright
	So. Paiute BIA
	435-680-1628
	435-674-9720

	Property Management
	Cassandra Renshaw
	So. Paiute BIA
	801-719-9677
	435-674-9720




















	[bookmark: _Toc357690994]APPENDIX A - Incident Business and Agency Contacts
[bookmark: _Toc357690995]NATIONAL PARK SERVICE


Authority/responsibility for Incident Business Administration practices is delegated to the following agency personnel:
INCIDENT BUSINESS CONTACTS FOR BRYCE CANYON NATIONAL PARK
	Title
	Name
	Office
	Cell
	Other

	Incident Business Advisor (IBA)
	Order as needed Linda Turner
	303/969-2948
	720/644-7816
	Linda_turner@nps.gov

	Agency Administrative Representative
	Kathleen Gonder
Rhea Dearden
	435/834-4730
435/834-4734
	435/690-0084
	Kathleen_gonder@nps.gov
Rhea_dearden@nps.gov

	Incident Business Specialist
	Order as needed
Linda Turner
	303/969-2948
	720/644-7816
	Linda_turner@nps.gov




AGENCY CONTACTS FOR BRYCE CANYON NATIONAL PARK
	Title
	Name
	Office
	Cell
	Other

	Fire Management Officer
	Taiga S. Rohrer
	435/772-7842
	435/619-1605
	Taiga_s_rohrer@nps.gov

	Fuels Mgmt Specialist
	David Brothwell
	435/834-4755
	435/619-1702
	Dave_Brothwell@nps.gov

	Agency Administrator
Superintendent
	Jeff Bradybaugh
	435/834-4700
	
	Jeff_bradybaugh@nps.gov

	Human Resources
	Randi Miller
	435/834-4732
	
	Randi_miller@nps.gov

	AD Hiring Contact

	Taiga Rohrer
Kristine K. Evenson
	435/772-7842
435/772-7860
	435/619-1605
435/619-1706
	Taiga_s_rohrer@nps.gov
Kristine_k_evenson@nps.gov

	Financial Management
	Kathleen Gonder
Rhea Dearden
	435/834-4730
435/834-4734
	435/690-0084
	Kathleen_gonder@nps.gov
Rhea_dearden@nps.gov

	Acquisition/Contracting Contract Claims
	Debra Broussard (CARE)
	435/425-4123
	
	Debra_broussard@nps.gov


	Information Resource (Computers)
	Rick Sawyer
	435/834-4735
	435/691-4276  435/735-4276
	Nile_sawyer@nps.gov

	Telecommunications (Voice/Data Lines, Radios)
	Rebecca Orman
	435/834-4761
	435/477-2401
	Rebecca_orman@nps.gov


	Agreements
	Tammy Gallegos IMR MABO Santa Fe 
	505/988-6085
	
	Tammy_gallegos@nps.gov

	Compensation/OWCP (HIPPA)
	Randi Miller
	435/834-4732
	
	Randi_miller@nps.gov


	Claims (Non-contract)
	
	
	
	

	Law Enforcement
	Daniel Fagergren
	435/834-4760
	435/691-4810
	Daniel_fagergren@nps.gov

	Fleet
	Daniel Cloud
	435/834-4720
	
	Daniel_cloud@nps.gov

	Safety
	(William) Jeff Stock
	435/834-4731
	
	Jeff_stock@nps.gov

	Property Management
	Colleen Goff
	435/834-4701
	
	Colleen_goff@nps.gov





INCIDENT BUSINESS CONTACTS FOR CEDAR BREAKS NATIONAL MONUMENT
	Title
	Name
	Office
	Cell
	Other

	Incident Business Advisor (IBA)
	Order as needed Linda Turner
	303/969-2948
	720/644-7816
	Linda_turner@nps.gov

	Agency Administrative Representative
	Paul Child
	435/586-9451 Ext. 4424
	
	Paul_child@nps.gov


	Incident Business Specialist
	Order as needed Linda Turner
	303/969-2948
	720/644-7816
	Linda_Turner@nps.gov




AGENCY CONTACTS FOR CEDAR BREAKS NATIONAL MONUMENT
	Title
	Name
	Office
	Cell
	Other

	Fire Management Officer
	Taiga S. Rohrer
	435/772-7842
	435/619-1605
	Taiga_s_rohrer@nps.gov

	Agency Administrator
Superintendent
	Paul Roelandt
	435/586-9451 Ext. 4421
	
	Paul_roelandt@nps.gov

	Human Resources
	Janel Bassett
Renate Thibault
	435/772-0154
435/772-0153
	
	Janel_bassett@nps.gov
Renate_thibault@nps.gov

	AD Hiring Contact
	Taiga S. Rohrer
Kristine K. Evenson
	435/772-7842
435/772-7860
	435/619-1605
435/619-1706
	Taiga_s_rohrer@nps.gov
Kristine_k_evenson@nps.gov

	Financial Management
	Paul Child

	435/586-9451 Ext. 4424
	
	Paul_child@nps.gov


	Acquisition/Contracting Contract Claims
	Malinda Flatray Lakewood MABO
	435/772-0149
	
	Malinda_flatray@nps.gov


	Information Resource (Computers)
	Teri Saa

Thomas Reneer
	435/586-9451
Ext. 4426
435/772-0156
	
	Teri_saa@nps.gov

Thomas_reneer@nps.gov

	Telecommunications (Voice/Data Lines, Radios)
	Matthew Harrison
	435/586-9451
Ext. 4422
	
	Matthew_harrison@nps.gov


	Agreements
	Tammy Gallegos IMR MABO Santa Fe 
	505/988-6085
	
	Tammy_gallegos@nps.gov

	Compensation/OWCP (HIPPA)
	Janel Bassett
	435/772-0154
	
	Janel_bassett@nps.gov


	Claims (Non-contract)
	
	
	
	

	Law Enforcement
Chief Ranger
	Matthew Harrison
	435/586-9451 Ext. 4422
	
	Matthew_harrison@nps.gov

	Fleet
	Marci Holm
	435/772-0150
	
	Marci_holm@nps.gov

	Safety
	Amnesty Kochanowski
	435/772-0142
	
	Amnesty_kochanowski@nps.gov


	Property Management
	Marci Holm
	435/772-0150
	
	Marci_holm@nps.gov





INCIDENT BUSINESS CONTACTS FOR GLEN CANYON NRA/RAINBOW BRIDGE NM
	Title
	Name
	Office
	Cell
	Other

	Incident Business Advisor (IBA)
	Order as needed Linda Turner
	303/969-2948
	720/644-7816
	Linda_turner@nps.gov

	Agency Administrative Representative
	Robert Gordon
Kean Mihata
	928-608-6220 928/608-6251
	928/614-0602 928/640-3114
	Robert_gordon@nps.gov
Kean_mihata@nps.gov

	Incident Business Specialist
	Order as needed
Linda Turner
	303/969-2948
	720/644-7816
	Linda_turner@nps.gov




AGENCY CONTACTS FOR GLEN CANYON NRA/RAINBOW BRIDGE NM
	Title
	Name
	Office
	Cell
	Other

	Fire Management Officer
	Taiga S. Rohrer
	435/772-7842
	435/619-1605
	Taiga_s_rohrer@nps.gov

	Agency Administrator
Superintendent
	Todd Brindle
	928/608-6210
	928/640-1586
	Todd_brindle@nps.gov

	Agency Administrator
Deputy Superintendent
	Brian Carey
	928/608-6205
	
	Brian_carey@nps.gov

	Emergency Services Specialist
	Kean Mihata
	928/608-6251
	928/640-3114
	Kean_mihata@nps.gov

	Human Resources
	Robert Gordon
Valerie Hunter
Becky Keene
	928/608-6220
928/608-6240
928/608-6243
	928/614-0602
	Robert_gordon@nps.gov
Valerie_hunter@nps.gov
Becky_keene@nps.gov

	AD Hiring Contact
	Taiga S. Rohrer
Kristine K. Evenson
	435/772-7842
435/772-7860
	435/619-1605
435/619-1706
	Taiga_s_rohrer@nps.gov
Kristine_k_evenson@nps.gov

	Financial Management
	Rodney Larsen
	928/608-6221
	928/660-0152
	Rodney_larsen@nps.gov


	Acquisition/Contracting Contract Claims
	Jerry Reyes
	928/608-6393
	
	Jerry_reyes@nps.gov


	Information Resource (Computers)
	Chad Nelson
	928/608-6228
	928/660-2179
	Chad_nelson@nps.gov


	Telecommunications (Voice/Data Lines, Radios)
	Chad Nelson
	928/608-6228
	928/660-2179
	Chad_nelson@nps.gov


	Agreements
	Tammy Gallegos IMR MABO Santa Fe 
	505/988-6085
	
	Tammy_gallegos@nps.gov

	Compensation/OWCP (HIPPA)
	Robert Gordon
	928/608-6220
	928/614-0602
	Robert_gordon@nps.gov


	Claims (Non-contract)
	Lindy Mihata
	928/608-6252
	928/614-3114
	Lindy_mihata@nps.gov

	LE Chief Ranger  
LE Asst Chief Ranger
	Hunter Bailey
Lindy Mihata
	928/608-6253
928/608-6252
	520/306-6945
928/614-3114
	Hunter_bailey@nps.gov
Lindy_mihata@nps.gov

	Fleet (Program Asst)
	Geraldine Larsen 
	928/608-6333
	
	Geraldine_larsen@nps.gov

	Safety
Risk Mgmt Spec
	Todd Brindle
Christina Brennan
	928/608-6210
928/608-6206
	928/640-1586
	Todd_brindle@nps.gov
Christina_brennan@nps.gov

	Property Management
	Jerry Hall
	928/608-6509
	928/707-0955
	Jerry_hall@nps.gov




INCIDENT BUSINESS CONTACTS FOR PIPE SPRING NATIONAL MONUMENT
	Title
	Name
	Office
	Cell
	Other

	Incident Business Advisor (IBA)
	Order as needed
Linda Trurner
	
303/969-2948
	
720/644-7816
	
Linda_turner@nps.gov

	Agency Administrative Representative
	Sarah Sticha
	928/643-7105  Ext. 10
	
	Sarah_sticha@nps.gov


	Incident Business Specialist
	Order as needed
Linda Turner
	
303/969-2948
	
720/644-7816
	
Linda_turner@nps.gov



AGENCY CONTACTS FOR PIPE SPRING NATIONAL MONUMENT
	Title
	Name
	Office
	Cell
	Other

	Fire Management Officer
	Taiga S. Rohrer
	435/772-7842
	435/619-1605
	Taiga_s_rohrer@nps.gov

	Agency Administrator
Superintendent
	John Hiscock
Jack Burns, Detail
	928/643-7105  Ext. 12
	
	John_hiscock@nps.gov
Jack_burns@nps.gov

	Human Resources
	Janel Bassett
Renate Thibault
	435/772-0154
435/772-0153
	
	Janel_bassett@nps.gov
Renate_thibault@nps.gov

	AD Hiring Contact
	Taiga Rohrer
Kristine K. Evenson
	435/772-7842
435/772-7860
	435/619-1605
35/619-1706
	Taiga_s_rohrer@nps.gov
Kristine_k_evenson@nps.gov

	Financial Management
	Sarah Sticha  
	928/643-7105  Ext. 10
	
	Sarah_sticha@nps.gov

	Acquisition/Contracting Contract Claims
	Malinda Flatray
Lakewood MABO
	435/772-0149
	
	Malinda_flatray@nps.gov


	Information Resource (Computers)
	Thomas Evan Cram

Mike Ball
	928/643-7105  Ext. 29
435/772-0156
	
	Evan_cram@nps.gov

Mike_ball@nps.gov

	Telecommunications (Voice/Data Lines, Radios)
	Andrea Bornemeier
	928/643-7105  Ext. 16
	
	Andrea_bornemeier@nps.gov


	Agreements
	Tammy Gallegos IMR MABO Santa Fe 
	505/988-6085
	
	Tammy_gallegos@nps.gov

	Compensation/OWCP (HIPPA)
	Janel Bassett
	435/772-0154
	
	Janel_bassett@nps.gov


	Claims (Non-contract)
	
	
	
	

	Law Enforcement
	Kaibab/Paiute Tribal Admin
	928/643-7245
	
	

	Fleet
	Sarah Sticha
	928/643-7105  Ext. 10
	
	Sarah_sticha@nps.gov

	Safety
	Amnesty Kochanowski
	435/772-0142
	
	Amnesty_kochanowski@nps.gov


	Property Management
	Marci Holm
	435/772-0150
	
	Marci_holm@nps.gov




INCIDENT BUSINESS CONTACTS FOR ZION NATIONAL PARK
	Title
	Name
	Office
	Cell
	Other

	Incident Business Advisor (IBA)
	Order as needed Linda Turner
	303/969-2948
	720/644-7816
	Linda_turner@nps.gov

	Agency Administrative Representative
	David Webster
	435/772-0147
	
	Dave_webster@nps.gov


	Incident Business Specialist
	Order as needed
Linda Turner
	303/969-2948
	720/644-7816
	Linda_turner@nps.gov




AGENCY CONTACTS FOR ZION NATIONAL PARK
	Title
	Name
	Office
	Cell
	Other

	Fire Management Officer
	Taiga S. Rohrer
	435/772-7842
	435/619-1605
	Taiga_s_rohrer@nps.gov

	Agency Administrator
Superintendent
	Jock Whitworth
	435/772-0140
	
	Jock_whitworth@nps.gov

	Human Resources
	Janel Bassett
Renate Thibault
	435/772-0154
435/772-0153
	
	Janel_bassett@nps.gov
Renate_thibault@nps.gov

	AD Hiring Contact
	Taiga Rohrer
Kristine K. Evenson
	435/772-7842
435/772-7860
	435/619-1605
435/619-1706
	Taiga_s_rohrer@nps.gov
Kristine_k_evenson@nps.gov

	Financial Management
	Kristine K. Evenson
David Webster
	435/772-7860
435/772-0147
	
	Kristine_k_evenson@nps.gov
Dave_webster@nps.gov

	Acquisition/Contracting Contract Claims
	Malinda Flatray
	435/772-0149
	
	Malinda_flatray@nps.gov


	Information Resource (Computers)
	Mike Ball
Thomas Reneer
	435/772-0156
435/772-0156
	
	Mike_ball@nps.gov
Thomas_reneer@nps.gov

	Telecommunications (Voice/Data Lines, Radios)
	Mike Ball
Eric Degroat
	435/772-0156
435/772-0178
	
	Mike_ball@nps.gov
Eric_degroat@nps.gov

	Agreements
	Tammy Gallegos IMR MABO Santa Fe 
	505/988-6085
	
	
Tammy_gallegos@nps.gov

	Compensation/OWCP (HIPPA)
	Janel Bassett
	435/772-0154
	
	Janel_bassett@nps.gov


	Claims (Non-contract)
	
	
	
	

	Law Enforcement
	Cindy Purcell
	435/772-0172
	435/619-0971
	Cindy_purcell@nps.gov

	Fleet
	Marci Holm
	435/772-0150
	
	Marci_holm@nps.gov

	Safety
	Amnesty Kochanowski
	435/772-0142
	
	Amnesty_kochanowski@nps.gov


	Property Management
	Marci Holm
	435/772-0150
	
	Marci_holm@nps.gov
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[bookmark: _Toc357690997]STATE OF UTAH – DIVISION OF FORESTRY & FIRE


Authority/responsibility for Incident Business Administration practices is delegated to the following agency personnel:

INCIDENT BUSINESS CONTACTS FOR (Agency): STATE OF UTAH – DIVISION OF FORESTRY & FIRE
	Title
	Name
	Office
	Cell
	Other

	Incident Business Advisor (IBA)
	Jane Martinez
	801-538-5427
	801-541-6764
	

	Agency Administrative Representative
	Ron Wilson
Mike Melton
	435-586-4408
435-586-4408
	435-590-6378
435-590-4712
	

	Incident Business Specialist
	Glenn Beagle
Dawna Capaldi
	
801-538-5413
	801-571-0900
801-707-7913
	



AGENCY CONTACTS FOR (Agency): STATE OF UTAH – DIVISION OF FORESTRY & FIRE
	Title
	Name
	Office
	Cell
	Other

	Human Resources
	Ruth Mitchell
	801-538-5409
	
	

	AD Hiring Contact
	
	
	
	

	Financial Management
	Jane Martinez
	801-538-5427
	801-541-6764
	

	Acquisition/Contracting Contract Claims
	Glenn Beagle
	
	801-571-0900
	

	Information Resource (Computers)
	Jennifer Biggs
	801-538-5465
	801-520-7586
	

	Telecommunications (Voice/Data Lines, Radios)
	Trevor Pollock
	801-965-4582
	435-590-2157
	

	Agreements
	Tracy Dunford
	801-538-5508
	801-558-6508
	

	Compensation/OWCP (HIPPA)
	
	
	
	

	Claims (Non-contract)
	Jane Martinez
	801-538-5427
	801-541-6764
	

	Law Enforcement
	Jason Curry
	801-538-7302
	801-703-0225
	

	Fleet
	Tyler Burningham
	801-538-7369
	
	

	Safety
	Shane Freeman
	801-538-5501
	801-560-1072
	

	Property Management
	Candalyn Paxton
	435-586-4408
	435-590-4099
	







[bookmark: _Toc357690998]Appendix B - Great Basin Incident Business Committee

	 
	Agency
	Name
	Address
	Email
	Phone Numbers

	 
	 
	 
	 
	 
	 

	 
	BIA
	Glenn Shafer
	BIA - WRO
	glen.shafer@bia.gov
	(602) 379-3782 v

	 
	 
	 
	2600 N. Central Ave. , Ste 450
	 
	 

	 
	 
	 
	Phoenix, AZ 85004
	 
	(602) 379-6763 f

	 
	 
	 
	 
	 
	 

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

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

	 
	 
	 
	Boise, ID  83709
	 
	(208) 373-3850  f

	 
	 
	 
	 
	 
	 

	 
	BLM - NV
	Brenda DeBerg
	BLM – Nevada State Office 
	bdeberg@blm.gov
	(775) 861-6574 v

	 
	 
	Chair
	1340 Financial Blvd
	 
	(775) 722-3055 c

	 
	 
	 
	Reno, NV     89502
	 
	(775) 861-6668 f

	 
	 
	 
	 
	 
	 

	 
	BLM - UT
	Joe Majewski
	BLM – Utah 
	jmajewski@blm.gov
	(801)539-4248 v

	 
	 
	 
	440 West 200 South, Suite 500
	 
	(801)349-0773 c

	 
	 
	 
	Salt Lake, UT 84101-1345
	 
	(801)539-4198 f

	 
	 
	 
	 
	 
	 

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

	 
	 
	Vice Chair
	Intermountain Region
	 
	(801) 388-2236 c

	 
	 
	 
	324 25th Street
	 
	(801) 625-5594 f

	 
	 
	 
	Ogden, UT 84401
	 
	 

	 
	 
	 
	 
	 
	 

	 
	FWS
	Vacant
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	NPS
	Linda Turner
	National Park Service 
	linda_turner@nps.gov
	(303) 969-2948 v

	 
	 
	 
	Intermountain Region
	 
	(720)644-7816 c

	 
	 
	 
	12795 W. Alameda Pkwy
	 
	(303) 969-2037 f

	 
	 
	 
	Lakewood, CO 80225-0287
	 
	 

	 
	 
	 
	 
	 
	 

	 
	ST - ID
	Wendy Walter
	Idaho Department of Lands
	wwalter@idl.idaho.gov
	(208) 666-8648 v

	 
	 
	 
	3284 W. Industrial Loop
	 
	(208) 755-2924 c

	 
	 
	 
	Coeur d' Alene, ID 83815-6021
	 
	(208) 769-1524 f

	 
	 
	 
	 
	 
	 

	 
	ST - NV
	Mary Wilde
	Nevada Division of Forestry
	mwilde@forestry.nv.gov
	(775)-684-2516 v

	 
	 
	
	2478 Fairview Drive
	 
	(775) 443-7759 c

	 
	 
	 
	Carson City, NV 89701
	 
	(775) 684-2573 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
	 
	 




	 
	 
	 
	 
	 
	 

	 
	Secretary
	Brandi Van Kleeck
	BLM - Twin Falls District
	bvankleeck@blm.gov
	(208) 732-7259 v

	 
	 
	 
	400 W. F Street
	 
	(208) 308-1050 c

	 
	 
	 
	Shoshone, Idaho 83352
	 
	(208) 732-7327 f

	 
	 
	 
	 
	 
	 

	 
	GBCG
	Sheldon Wimmer
	BLM - Utah State Office
	swimmer@blm.gov
	(801) 539-4091 v

	
	 
	 
	P.O. Box 45155
	 
	(801) 550-9856 c

	
	 
	 
	Salt Lake City, UT
	 
	(801) 539-4056 f

	 
	 
	 
	 
	 
	 

	Technical Specialists
	GB CO
	Sue Huston
	USDA Forest Service
	shuston@fs.fed.us
	(801) 625-5811 v

	
	 
	 
	Intermountain Region
	 
	 

	
	 
	 
	324 25th Street
	 
	(801) 625-5365 f

	
	 
	 
	Ogden, UT 84401
	 
	 

	
	 
	 
	 
	 
	 

	
	BUYT
	Sierra Hellstrom
	USDA Forest Service
	srhellstrom@fs.fed.us
	(801) 625-5764 v

	
	 
	BUYT Coordinator
	Intermountain Region
	 
	 

	
	 
	 
	324 25th Street
	 
	(801) 625-5365 f

	
	 
	 
	Ogden, UT 84401
	 
	 

	
	 
	 
	 
	 
	 

	
	GB OPS
	Steve Shaw
	BLM Idaho State Office
	srshaw@blm.gov
	(208) 373-3855 v

	
	 
	 
	1387 S. Vinnell Way
	 
	(208) 272-0854 c

	
	 
	 
	Boise, ID  83709
	 
	(208) 373-3850 f

	
	 
	 
	 
	 
	 

	
	GB DISP
	Jill Leguineche
	Boise Interagency Dispatch
	aleguineche@blm.gov
	(208) 384-3380 v

	
	 
	 
	3948 South Development Avenue
	(208) 308-3634 c

	
	 
	 
	Boise, ID  83705
	 
	(208) 384-3405 f

	
	 
	 
	 
	 
	 

	
	GB FEC
	Steve Waters
	USFS R4
	swaters@fs.fed.us
	208-373-4126 v

	
	 
	 
	1249 South Vinnell Way, Suite 200
	208-866-7291 c

	
	 
	 
	Boise, Id  83709
	 
	208-373-4111 f
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	Equipment
	Contract Area
	CO
	Mail Performance Ratings to
	Phone
	Email
	

	Clerical Support Unit
	Rocky Mountain & Great Basin (R2/4 combined)
	Sue Huston
	324 25th Street 
Ogden, UT 84401
	801-625-5811
	shuston@fs.fed.us
	

	Communications Trailer
	Nation-Wide
	Kermadine Barton
	2164 NE Spalding Ave
Grants Pass, OR 87526
	541-471-6746
	kbarton@fs.fed.us
	

	Crew Carrier Buses
	Nation-Wide
	Melinda Draper
	3833 S. Development Ave
Boise, ID 83705
	208-387-5610
	mgdraper@fs.fed.us
	

	Engine
	Rocky Mountain & Great Basin (R2/4 Combined)
	Sue Huston
	324 25th Street
Ogden, UT 84401
	801-625-5811
	shuston@fs.fed.us
	

	Fallers
	Rocky Mountain & Great Basin (R2/4 Combined)
	Sue Huston
	324 25th Street
Ogden, UT 84401
	801-625-5811
	shuston@fs.fed.us
	

	Fuel Tenders
	Rocky Mountain & Great Basin (R2/4 Combined)
	Kim Luft
	740 Simms Street
Golden, CO 80401
	303-275-5405
303-981-0958 c
	kluft@fs.fed.us
	

	GIS Units
	Nation-Wide
	Shane LaValley
	PO Box 7669
Missoula, MT 59802-4530
	406-329-3680
406-370-7093 c
	slavalley@fs.fed.us
	

	Heavy Equipment/Transport
	Great Basin
R4 only
	Nikki Bachman
	3948 South Development Ave.
83705-5339
	208-384-3317

	nbachman@blm.gov

	

	Helicopter Operations Support Trailer
	Rocky Mountain & Great Basin (R2/4 Combined)
	Sue Huston
	324 25th Street
Ogden, UT 84401
	801-625-5811
	shuston@fs.fed.us
	

	Mechanic Service Truck
	Rocky Mountain & Great Basin (R2/4 combined)
	Kim Luft
	740 Simms Street
Golden, CO 80401
	303-275-5404
303-981-0958 c
	kluft@fs.fed.us

	

	Potable/Gray Water & Trailer Mounted Hand Wash Stations
	Rocky Mountain & Great Basin (R2/4 combined)
	Kim Luft
	740 Simms Street
Golden, CO 80401
	303-275-5404 303-981-0958 c
	kluft@fs.fed.us
	

	Refrigerated Truck/Trailer
	Rocky Mountain & Great Basin (R2/4 combined)
	Kim Luft
	740 Simms Street
Golden, CO 80401
	303-275-5404 303-981-0958 c
	kluft@fs.fed.us
	

	Skidders, Skidgens & Pumper Cats
	Rocky Mountain & Great Basin (R2/4 combined)
	Kim Luft
	740 Simms Street
Golden, CO 80401
	303-275-5404 303-981-0958 c
	kluft@fs.fed.us
	

	Support Water Tender
	Rocky Mountain & Great Basin (R2/4 combined)
	Sue Huston
	324 25th Street
Ogden, UT 84401
	801-625-5811
	shuston@fs.fed.us
	

	Tactical Water Tender
	Rocky Mountain & Great Basin (R2/4 combined)
	Sue Huston
	324 25th Street
Ogden, UT 84401
	801-625-5811
	shuston@fs.fed.us
	

	Weed Washing Units
	Rocky Mountain & Great Basin (R2/4 combined)
	Sue Huston
	324 25th Street
Ogden, UT 84401
	801-625-5811
	shuston@fs.fed.us
	

	Interagency Fire Contract Administrator
	Great Basin
	Steve Waters
	1249 S Vinnell Way Suite 200, Boise, ID 83709
	208-373-4326 208-866-7291c
	swaters@fs.fed.us
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Insert Great Basin Transportation Plan Here
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Appendix H - FS Employee OWCP Process

Forest Service Injury & Illness Reporting Process on Incident Assignments

The Federal Employees’ Compensation Act changed in 2011 and requires the reporting of work related injuries and illnesses electronically.  The Forest Service, ASC-HRM, Workers’ Compensation Branch (WC) is utilizing the Safety and Health Information Portal System (SHIPS) (ID 6700-2011-2) to comply with this requirement and will no longer process
handwritten CA-1 or CA-2 forms.  WC requires a SHIPS generated and populated CA-1 or CA-2 to be printed, signed and faxed to WC via a secure eFax at 1-866-339-8583 (currently the SHIPS generated forms do not include a signature, therefore the hard copy is required).  This process is required for injuries and illnesses occurring during incident assignments.

The SHIPS system requires access to eAuthentication.  If medical treatment is authorized on a CA-16, any bills from the medical provider are the employee’s responsibility until a signed, SHIPS generated CA-1 or CA-2 is received at WC and processed to the Department of Labor.

Employee’s Role

	Scenario
	Process

	Injured FS employee has computer and
internet access to eAuthentication.
	Employee will enter CA-1 or CA-2 data directly into SHIPS.

	Injured FS employee or FS hired AD
does not have computer and internet access to eAuthentication; COMP/INJR
has computer and internet access to
eAuthentication.
	COMP/INJR will enter the employee’s portion of the CA-1
or CA-2 into SHIPS on behalf of the injured employee or
will log into SHIPS “add incident for another employee” and assist employee or AD in completing the fields.

	Injured FS employee or FS hired AD is
not at camp or is otherwise unable to complete SHIPS and COMP/INJR does have computer and internet access to eAuthentication.
	Employee will complete hard copy CA-1 or CA-2 and
Supplemental Form and submit to COMP/INJR. COMP/INJR or incident supervisor may enter the employee’s portion of the CA-1 into SHIPS on behalf of the injured employee.

	Injured FS employee or FS hired AD and
COMP/INJR is unable to access a computer, internet, or eAuthentication.
	Hard copy CA-1 or CA-2 and Supplemental Form will be
completed, signed and faxed to the injured employee’s home unit for entry into SHIPS.



Supervisor’s Role

	Scenario
	Process

	Incident supervisor is FS employee and
has computer and internet access to eAuthentication.
	Incident supervisor will complete the supervisory portion of
the CA-1 or CA-2 in SHIPS, print a hardcopy and employee, supervisor and witness (if applicable) signs the document.
COMP/INJR will fax to secure eFax at WC with all supporting documentation.

	Incident supervisor is not a FS employee
or does not have computer or internet access.
	Hardcopy CA-1 or CA-2 and Supplemental Form is
completed and signed at the incident and faxed to the injured employee’s home unit supervisor for entry into SHIPS.  The
SHIPS generated form must be printed, signed by the home
unit supervisor and faxed to WC.  (The home unit supervisor is serving as a proxy for the incident supervisor in this scenario and will keep the faxed CA-1 or CA-2 generated at the incident as backup documentation).



•	A CA-1 or CA-2 should be completed within 48 hours of the date of injury.
•	If a SHIPS generated CA-1 is completed at the incident, the CA-16, any available medical reports, and Casual Hire form (if AD) should be faxed with the CA-1 to WC.
•	If the CA-1 is completed at the home unit, the home unit should fax the CA-1 to WC and the incident should fax the CA-16 and any supporting documentation to WC.  The documents will be matched up by the case manager at WC.
•	The Casual Hire Form is required to be faxed with a CA-1 or CA-2 for AD employees before the claim can be processed.  For AD Crews, a crew manifest and/or resource order that lists the injured employees’ name can be sent instead of the Casual Hire Form.
•	All supporting documentation must have the employee’s social security number in the upper right hand corner of each page.  This will facilitate matching the documentation to the appropriate CA-1 or CA-2 when it is submitted through the secure efax.
•	The original CA-1 or CA-2 with supporting documentation is retained by the injured employee.
•	“Documentation Only” CA-1 or CA-2s should be entered into SHIPS.
•	Although there are COMP/INJR personnel available to assist on the incidents, the ultimate responsibility for SHIPS entry remains with the injured employee and their home unit supervisor.

ASC-HRM, WC Secure eFax – 1-866-339-8583
ASC-HRM, WC Help Desk – 1-877-372-7248 (press 2 for HRM)
eAuthentication link -  https://usdafs.connecthr.com
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	AGENCY PAYMENT TOOL KIT 

	AGENCY
	ADs
	 CONTRACT PAYMENTS
	TRAVEL
	AGENCY-OWNED EQUIPMENT
	WORKERS COMPENSATION

	BUREAU OF INDIAN AFFAIRS
	OF-288 sent back with the AD for the home unit to process.
	Processed by the incident agency and/or a payment team.  
	Home unit processes.
	NA
	Original paperwork goes home with the Crew Boss or mailed to the home unit.                                   POC:  Employee's home unit FMO.

	BUREAU OF LAND MANAGEMENT
	OF-288 sent back with the AD for the home unit to process.
	Processed by the incident agency and/or a payment team.  
	Home unit processes.
	NA
	Original paperwork goes home with the employee.                                      POC:  Employee's home unit compensation coordinator.

	NATIONAL PARK SERVICE
	OF-288 sent back with the AD for the home unit to process.
	Processed by the incident agency and/or a payment team.  
	Home unit processes.
	NA
	Mail original paperwork to the home unit.                                                  POC:  Employee's home unit compensation coordinator.

	U.S. FISH & WILDLIFE SERVICE
	OF-288 sent back with the AD for the home unit to process.
	Processed by the incident agency and/or a payment team.  
	Home unit processes.
	NA
	Mail original paperwork to the home unit.                                                 POC:  Employee's home unit compensation coordinator.

	U.S. FOREST SERVICE

Albuquerque Service Center
Incident Finance Branch-Casual Pay
101B Sun Avenue NE
Albuquerque, NM 87109
	OF-288 uploaded to ASC via I-Suite.  Original OF-288 with signatures sent overnight to ASC. 
	Original invoice and agreement are sent overnight to ASC from the incident.   
	ADs processed on OF-288 via I-suite; agency employees processed by home unit.
	NA
	Original CA-1 or CA-2 entered in SHIPS and signed copy faxed to ASC-HRM: 1-866-339-8583.  Original retained by the employee.

	 

	STATE
	STATE EMPLOYEES
	CONTRACT PAYMENTS
	TRAVEL
	AGENCY-OWNED EQUIPMENT
	WORKERS COMPENSATION

	IDAHO

Bureau of Fire Management
3284 West Industrial Loop
Coeur d'Alene, ID 83815

Questions contact: Wendy J. Walter
Work:  (208) 666-8648
or Debbie Godfrey
Work:  (208) 666-8639

	Original Firefighter Time Reports (OF-288) are given to State employees (including State Casual employees) and cooperator resources at demobilization for processing at home unit.
	Original invoices will be audited at the local unit and paid by Bureau of Fire Management in Coeur d'Alene.
	Home unit processes.
	Cost of state equipment used is billed per IDL Vehicle and Equipment Rental Rates.  OF-297 Emergency Equip. Shift Tickets are utilized for home unit use and should not be provided to Finance.  
	Document injury/illness on CA1, CA2, CA16.  Claim submitted by home unit.  IDL jurisdiction fire - follow process in Chapter 50 Geographic Supplement.  For questions, call the state duty officer at 208-769-1530.

	NEVADA

Nevada Division of Forestry
2478 Fairview Drive
Carson City, NV 89701
(775)684-2500

Questions contact: 
Mary Wilde
(775) 684-2516
	Original Crew Time Reports (SF-261) and Firefighter Time Reports (OF-288)  are given to all Nevada state resources at demobilization.

Only helitack (excluding the pilot) are entitled to hazard pay.
	All I-BPA and EERA invoices will be processed for payment through  NDF for Nevada State jurisdiction fires.  
	Home unit processes.
	Original Crew Time Reports (SF-261) and Firefighter Time Reports (OF-288)  are given to all Nevada state personnel assigned to equipment at demobilization.
	Document injury on C1, C3, and Investigation Report.  Claim will be submitted by home unit.  For questions, call the Personnel Technician II at (775) 684-2504.

	UTAH

Forestry Fire State Lands
1594 W. North Temple-Suite 3520
Salt Lake City, UT 84114

Questions contact:  Jane Martinez
Cell:  (801) 541-6764
	Original Crew Time Reports (SF-261) and Firefighter Time Reports (OF-288) are given to all Utah State (entitled to hazard pay) and cooperator (not entitled to hazard pay) resources at demobilization.   TRAVEL:  Home unit processes.
	All I-BPA and EERA invoices will be processed for payment through FFSL for all Utah State jurisdiction fires (state,  private, & county land).  
	Home unit processes.
	Original Emergency Shift Ticket (OF-297) must be used and given to all Utah State and cooperator resources at demobilization.  
	Document State employee injury or illness on form 122, First Report of Injury, and submit to employee home unit for processing. www.wcfgroup.com/forms.              See CH 50 Supplement or call Aubrey @801-538-7210
Fax 801-538-7219
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Emergency Equipment Rental Agreements (EERA)/IBPA’s issued to fuel tenders require 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. 

· 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.  



· 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?  
· State partners within the Great Basin geographic area have agreed to pay for fuel with their agency issued credit cards. If cooperator’s 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 for fuel that is provided at local gas stations? 
· Fuel Tender Agreement language: “Per gallon price will be established at the time of hire (include consideration for credit card surcharges if applicable). Per gallon prices shall be displayed in a visible fashion”.
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[image: ]NATIONAL WILDFIRE
COORDINATING GROUP
National Interagency Fire Center
3833 S. Development Avenue
Boise, Idaho 83705


MEMORANDUM



Reference:       NWC G#014-2011

To:                   NWC G Committee Chairs
Geographic Area Coordinating Group ( GAC G) C hairs
National l IC/AC Counc il C ha ir

[image: ]From:               NWCG C hair

Date:                September 14, 2011

Subject:           Wildland Fire Data and Fiscal Management for Complexes , Mer gers , and Splits

Wildland f ire emer gency e expenditures ha ve grow n over the past decade.  This has affected the operating budgets of the federal wildland fire management agencies and has  le d to increased scrutiny by Congress, the Office of Manageme nt and B udget, and other overs ight age ncies.  As expe nditures have gr own over time, so has the requirement for f iscal efficiency and accountability.  As a result, requirements for increased accountability for individual incident expenditures and measures f or assessing perf ormance have been developed.

In some cases, multiple incidents w ithin c lose phys ica l pr oximity are mana ged as a single inc ident.  When this occurs , it is not uncommon f or inc idents to be merge d, adde d to a c omplex, or s plit from a complex.   This makes ma inta ining the da ta and f isca l integr ity of an individual inc ident  challenging.  The Incident Business Committee (IBC) e va luate d methods for complexes , mergers , and s plits (C MS) to provide a framework f or managing incident data and monitoring expe nditures assoc iated w ith C MS.

The guide lines for data management and monitoring of e xpe nditures for C MS are as follows :

1.   Maintain the data a nd fina ncia l integrity of individual incidents :
a.   Whe n complexing incide nts , ma intain indivdual FireC odes and R OSS inc idents for each incident within the complex.
b.   If a  new code f or a complex is  created  in FireCode , assoc iate  the  individua l inc ide nt
codes  to  the  complex  c ode. 	N ote :  C omplex  c odes  are typically use d  only  f or mobilization of resources until the y are assigned to a spec if ic inc ide nt in the comple x.c.   If fires burn together , assoc ia te the f ires in Fire Code and utilize the “mer ge” function in ROSS and I- Suite.  N ote : O nce inc idents are merge d in I- Suite and ROSS, the process of splitting these inc ide nts bac k out may res ult in the loss of data integr ity and his tor y.
d.   If the need ar ises, a f ire can be s plit fr om a c omple x if the recommendations  in 1a, 1b,
and 1c are followed.
e.   In I-Suite, e nter only one inc ident per database.   This w ill fac ilitate separating inc ide nts into different databases later if the nee d ar ises.
f. 	Agenc ies should follow individua l agenc y f ire reporting polic ies.

2.   Deciding to comple x, mer ge, or split:
a.   The A genc y Adminis trator (AA) s hould cons ider consequences outlined in A ttachment A when dec iding to complex, mer ge, or split inc idents.  This dec is ion s hould be coordinate d between  the  AA,  affected  Inc ide nt  Comma nder(s) , D is patch  Ce nter  Ma nager(s) , and State/Re giona l I nc ident B us iness Spec ia list(s).
b.   The  AA  should  doc ument  the  dec is ions,  inc luding  the  acreage  and  cost  of  affected
inc idents at the point w hen data integr ity is in je opar dy.

Attachment A  pr ovides se vera l scenar ios , issues , a nd effects to ass ist A gency A dministrators with dec is ions re late d to C MS.

These  guide lines  w ill  ens ure  tha t  w ildla nd  f ire  emer genc y  expenditures  can  be  monitore d, perfor ma nce can be measured, a nd the integr ity of inc ident data can be preserve d.

For  more inf or mation, contact: Ann Mar ie Car lson, C ha ir of the Inc ident B us iness C ommittee , (916) 978- 4446 or by e-ma il at acar ls on@ blm. go v.

Attachment A : CMS Scenar ios , Issues , and Effects cc: NWC G Executive Boar d
Progra m Ma nage ment U nit (PMU) Budget A dvisor y U nit (BAU) Cha ir Roy Johns on, O WFC De puty D irector Rod B loms , OWFC Progra m Ana lyst



	#	Scenario	Issue	Effect

	
	
	
	ROSS
	I-Suite
	Fir eCode
	IMT
	ICBS-R
	ICS-209

	1
	Multiple IMTs Managing one Incident
	Have one incident and FireCode number being shared by tw o IMTs
	Minimal effect - can block resource order numbers and select specific delivery location
	Tw o separate databases w ith same incident number - can create duplicate invoices
	No effect
	Creates ex tra step for resource ordering and the ROSS import process
	One instance of incident in database w ith multiple delivery locations. All financial transactions w ill be to one incident order
and one fire code
	One 209 created.

	2
	One IMT managing multiple incidents
	The incidents are complex ed
	Utilize complex function, not merge. This creates a complex incident w ith subordinate incidents.
The subordinate incidents maintain their integrity.
	One database w ith parent complex code and multiple incidents being managed one
	When establishing the complex code, need to associate incidents
w ithin that complex
	Simplifies ordering and reporting (if ordering by complex ). Complicates separating costs per incident.
	Supply resources w ill have to be ordered and tracked per incident. Or all supply resources are ordered w ith the complex incident and fire code.
	1) Create separate 209 for each incident w ithin the complex .
2) One 209 for the complex may be created. Incidents w ith individual 209s should finalize those 209s. IMT may elect to use one pre-ex isting incident 209 (and the same incident number), or create a new one (w ith new incident number).

	3
	One IMT managing multiple incidents
	The incidents w ere not complex ed
	Resources need to be ordered on specific incident
	(1) If handle under one database, difficult to manually separate out (2) Issue of managing
	One FireCode for each incident
	Required to separate resources
	Minimal effect if ordering is kept separate
	Create a separate 209 for each incident.

	4
	One IMT managing multiple incidents - Tw o or more incidents have merged (burned together)
	Handle merged fires as separate fires
	No effect
	No effect
	No effect - separate codes maintained
	No effect - challenge is managing the acreage
split & costs
	Supply resources w ill have to be ordered and tracked per incident.
	Continue to report seperate on individual 209s.


Ef f ects to Consider When Incidents Complex, Merge or Split
NWCG#014-2011 Memorandum - Attachment A




	#	Scenario	Issue	Effect

	
	
	
	ROSS
	I-Suite
	Fir eCode
	IMT
	ICBS-R
	ICS-209

	5
	One IMT managing multiple incidents - Tw o or more incidents have merged (burned together)
	Handle merged fires as single fire
	Merge fires in system: Choose primary incident, other incident(s) merge into primary - Generates new resource order numbers to non-primary incident resources.
Cannot electronically split
back out once merged.
	Demob resources from non-primary fires and add to primary fire w ith new resource numbers. If merged in database, cannot split back out
w ithout a lot of manual w ork.
	No effect - code from primary fire utilized
	Accommodate for new resource order numbers and may still track fires individually
	No effect as long as ROSS has merged the incidents and passed information to ICBS
	Aggregate merged fires on one 209. If each fire has an
ex isting 209, finalize one 209 and use the other for the new merged fire (indicate merge in Remarks on both 209 for cross referencing).

	6
	Multiple incidents managed by one IMT to now be managed by multiple IMTs - maintaining integrity of
individual fires
	Not complex ed - same FireCode and Incident Numbers are maintained
	No effect
	If fires are in one database, very difficult to split into separate databases.
	No effect
	No effect
	No effect
	IMTs continue process of 209 submission for each fire w ithout interruption.

	7
	Reorganization or split of a complex or incident, multiple IMTs
	Various options and combinations of data management (Issue: Lose the integrity of individual fires and creates issues through all the systems)
	Can accommodate moving an incident in or out of another complex or incident
	If fires are in one database, very difficult to split into separate databases. Difficult to keep historic integrity once the database is separated out.
	If a new FireCode is created, should document the updates. Any changes to complex es and associated fires.
	Not difficult
	Will need individual incident number and fire code to process supply requests.
	Complicated for 209 reporting.
A split of one fire under multiple IMTs: initiate new 209 for one of the fires (assuming a 209 already ex ists for the pre- split fire). Indicate split on both 209s.
A split of a complex , multiple IMTs: fires that previously had individual 209s should reactivate those 209s under their original incident numbers. Or initiate new 209s under
new incident numbers if none ex isted previously.


Ef f ects to Consider When Incidents Complex, Merge or Split
NWCG#014-2011 Memorandum - Attachment A




	#	Scenario	Issue	Effect

	
	
	
	ROSS
	I-Suite
	Fir eCode
	IMT
	ICBS-R
	ICS-209

	8
	Loaning resources among
IMTs
	Various options and combinations of resource and data management (Issue: Communication betw een teams on reporting time and costs - tracking costs)
	Should be reassigned
	Demob resource. If resource is not reassigned, setup the correct incident in
ex isting database and report costs to other IMT.
	No effect
	Reluctant to reassign due to losing direct control of resource
	Will be unable to credit or charge for refurb of items that w ere loaned to another incident using the
'loaned' incidents financial code. Would be better to reassign or transfer
	Add and subtract resources from among the sharing fires on the 209 for each incident.

	9
	Incident(s) or Complex (s)
crossing geographic areas
	Multiple dispatch centers (Issue: Which geographic area and dispatch center is hosting the incident)
	Assign to one geographic center and ex panded dispatch - When the incident is returned to local jurisdiction make sure it is returned to original dispatch center
	No effect
	Do not create a new FireCode w hen fire crosses jurisdictional boundaries - One FireCode per incident
	No effect
	No effect as long as the incident order and fire code does not change.
	Tw o GA's may agree to split the incident betw een them. The IMT must submit a new 209 to the new GACC (w ill require a new incident number, but not necessarily a new incident name). Acres, resources, costs, etc., must also be split accordingly.
The two geographic areas need to coordinate reporting burned acres by ownership on each GA's respective Situation Reports (done by the local dispatch centers).
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[bookmark: _Toc357691009]APPENDIX N - Great Basin Lend Lease Policy









Insert Great Basin Lend Lease Policy Here


[bookmark: _Toc357691010]APPENDIX O - Great Basin Supplements (10, 20, 30, 40, 50 80)









Insert Great Basin Supplements Here


[bookmark: _MON_1262149554][bookmark: _MON_1301397644][bookmark: _MON_1328015109]
[bookmark: _Toc357691011]Appendix P - Great Basin Buying Team SOP






























































[bookmark: _Toc357691012]Appendix Q – 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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Introduction

This incident guide will provide an explanation of forms and procedures used by Injury Specialists (INJR) and Compensation/Claims Unit Leaders (COMP) for processing claims for injury or disease.  Compensation for federal employees, casual hires and official volunteers is authorized under the Federal Employee’s Compensation Act (FECA) and are administered by the Department of Labor (DOL), Office of Workers’ Compensation Program (OWCP).  Information on injury compensation for federal workers can be found in Chapter 810 of the Federal Personnel Manual, 29 CFR, and the Interagency Incident Business Management Handbook’s (IIBMH) Chapter 10: Compensation for Illness/Injury.

Responsibilities 

Compensation/Claims Unit Leader or Compensation for Injury Specialist responsibilities (from IIBMH 10-88): 

· Ensure the appropriate state or federal forms are properly completed for all work related injuries or illnesses beyond first aid.  

· Authorize medical treatment, as appropriate, using state workers’ compensation forms, form CA-16, Authorization for Examination or Treatment, or form FS-6100-16, APMC Authorization and Medical Report.  

· Review medical treatment documentation for work restrictions and informing the individual’s supervisor of these restrictions. 

· Ensure that necessary paperwork is completed, processed, forwarded and faxed to the individual’s home unit within established timeframes. 

· Advise individuals’ of their rights and responsibilities when injured or ill.

· Provide information to the Time Unit Leader (TIME) for accurate posting of timesheets for injured/ill individuals’.  

· Provide information to the TIME for payroll deduction of non-work related medical expenses.

· Follow up on the status of hospitalized or medical evacuated incident personnel. 

· Inform FSC and Safety Officer of injury/illness and trends occurring on the incident.



Note: Injury Specialists and Compensation/Claims unit leaders do not have the authority to deny requests for medical treatment if an injury is appropriately reported.

Incident Preparation

· Discuss with the Finance Section Chief whether or not Agency Provided Medical Care (APMC) has been authorized for the incident and, if it has been authorized, coordinate payments with the appropriate source (Buying Team, Procurement Unit, Home Unit, etc.).

· Make contact with the Medical Unit Leader, the local clinic/hospital billing staff and the local pharmacy to exchange contact and process information.  Do not wait until you already have an injury or illness.  

· Ensure you have ample copies of the correct version of forms available for your use (see Attachment A).

· Set up your Incident Illness/Injury/APMC log (Attachment C) with incident specific information remembering to be sensitive about what is typed into that log (home unit address rather than personal addresses) and remembering to delete the patient names prior to leaving.  

Traumatic Injuries

Traumatic Injuries are defined as a wound or other condition of the body caused by external force, including stress or strain.  It must be identifiable by time and place of occurrence and caused by a specific event or events within a single shift (for unknown origins see “Occupational Disease/Illness).   

Employees are responsible for notifying their on-site supervisors within one work day of an injury and for the entry of the incident into their injury recording system (SHIPS for Forest Service and SMIS for all DOI employees) with 72 hours.  Hard copy claims can be filled out and entered into the system of record by the supervisor or proxy, but these systems require the signature of the employee on either the hard copy or electronic copy.  FECA requires employees to report the injury within 30 days from the date of injury to retain eligibility for continuation of pay (COP) benefits.

Forms associated with traumatic injuries:

· Reporting Only – Notice of Traumatic Injury (CA-1).

· Received First Aid (on-site) Only - Notice of Traumatic Injury (CA-1).

· Received Medical Treatment - Notice of Traumatic Injury (CA-1) and Authorization for Treatment (CA-16).

Issuing an Authorization for Examination/Treatment (CA-16):

1. After notification of an injury or illness from the Medical Unit Leader, ask the following questions before issuing a CA-16 Authorization for Examination/Treatment (valid for treatment no later than 10 days after initial report):

· What is the patient’s agency and home unit?  

· What is the patient’s name?  

· To what facility are they being taken?  

· What is the nature of the injury or illness?

Cooperators use their own worker’s compensation forms issued by their state/county/city and contract employees use their required workers’ compensation insurance.  We should assist these patients in filling out their paperwork and any faxing/coordination t might be needed, just as we would for federal employees.  

Do not use OWCP forms for cooperators, unless specifically directed to do so by that agency (such as a CA-1 for documentation only). Never issue a CA-16 to a non-federal worker (such as a state, city, county or contract employee).

2. Fill out the front page of the CA-16:

· Block #1 can be found on the ICS-206 Medical Plan in the Incident Action Plan or ask the Medical Unit.

· Block #3 is the date of the actual injury and not the date they report it or receive medical care.

· Block #4 is the patient’s regular title, i.e. Forestry Technician.  For ADs use their incident title.

· Block #7 should be “N/A” since we cannot issue a CA-16 for illness.

· Block #12 is the remainder of the OWCP district office; see Attachment B for a listing of district office address and the states they service (determined by the patient’s home unit address’s state).

· [bookmark: OLE_LINK3][bookmark: OLE_LINK4]Block #13 is the name and address of the home unit. For all Forest Service patients use the following address:

		US Forest Service, US Department of Agriculture

Albuquerque Service Center (ASC-HRM, WC Annex)

3900 Masthead Street NE, Albuquerque, NM 87109

3. Instruct the patient (and/or Medical Unit personnel transporting them) to not give the medical facility their insurance card.  Unfortunately due to most hospital billing system’s payment priorities; there have been numerous times an employee’s regular insurance was billed instead of OWCP.  

4. Instruct the patient and/or doctor to fill out the second page of the CA-16 and an entire CA-17.  The medical facility may make any copies; however, we need the original copies of the CA-16 and CA-17.

For catastrophic or serious injuries, such as burns or multiple broken bones,  call the home unit injury specialist (or ASC for Forest Service Employees 1-877-372-7248 option 2, option2) immediately or the next business day to discuss the next actions to be taken so that the transition from the incident to the agency will flow smoothly without interruption for the patient.  Attachment D lists the Red Book Burn Protocols.

5. If the medical facility is not familiar with OWCP billing, explain that they need to submit in their billing a copy of the CA-16 and an AMA standard Health Insurance Claim Form (AMA OP 407/408/409, UB-92, OWCP-1500a or HCFA 1500; as listed on the bottom of the second page of the CA-16) with a Current Procedural Terminology Code of 4 (CPT 4).  OWCP’s billing address is: 

US Department of Labor, DFEC Central Mailroom

PO Box 8300

London, KY 40742-8300

6. After the patient returns from the medical facility review the second page of the CA-16 to ensure completeness and ensure a CA-1 Notice of Traumatic Injury has been filled out by both the patient, witness (if applicable) and supervisor (sometimes this is may take time due to the location of the incident supervisor and the condition of the patient).

7. If the patient needs a prescription use the local pharmacies and explain that it is a DOL, Office of Worker’s Compensation Claim and to bill directly using DOL, OWCP, Division of Federal Employees Compensation (DFEC) fee schedules (most large chain pharmacies know this process).  If the pharmacy is not enrolled with DFEC, they should contact DOL, Affiliated Computer Services (ACS) https://owcp.dol.acs-inc.com.  

· If a pharmacy will not accept ACS the employee can either pay for the prescription themselves or it may be purchased by the government using a commissary deduction on the OF-288. The employee can later claim reimbursement of the expense from OWCP; do not use agency charge cards to pay for OWCP bills, unless a commissary deduction is made.  

8. For agency specific directions for paperwork (including timeframes) see Attachment E and F.  The Duty Status Report (CA-17) form is required for all visits to the medical provider.

9. If there is continued paperwork or COP to be applied to the patient’s time, work with the Time Unit Leader to post it correctly and attach the sealed file with the forms to their time file (for return to the home unit on demob).  Please refer to Chapter 10, Section 15 page 9 of the IIBMH for more direction on COP.

10. If the injury is serious and/or requires continuing medical care and the patient has been released from the hospital, generally return the injured patient to the home unit as soon as practical for continued medical treatment by their primary physician.   

11. Inform the employee that they have the right to choose a physician and the emergency care provider does not count as a first choice.  After that they must have prior OWCP approval for switching physicians.

12. Any future expenses, such as travel or prescriptions, may be reimbursed by OWCP (after the employee receives their OWCP case number) by using form OWCP-957.  Reimbursement may take 8-12 weeks.

13. Complete the Incident Illness/Injury/APMC log after each report or evening depending on the workload.  

Occupational Disease/Illness

Occupational disease is defined as a condition produced by the work environment over a period longer than a single shift.  It may result from a systematic infection, repeated stress or strain, exposure to toxins, poisons or fumes, unknown origins or other continuing conditions from the work environment.  Examples include: smoke inhalation, carpel tunnel, etc.  

Forms associated with occupational illness:

· Reporting Only – Notice of Occupational Disease (CA-2).

· Received Medical Treatment - Notice of Occupational Disease (CA-2), Duty Status Report (CA-17), and Attending Physicians Report (CA-20). 

1. OWCP rarely allows agencies to authorize medical treatment related to an occupational disease or illness.  The employee is responsible for the cost of the treatment and can file a claim for reimbursement using a CA-2, Notice of Occupational Disease.

2. Provide the employee with the appropriate forms (listed above) for their claim.

3. Complete page 3 of the CA-2 Receipt of Notice and return to the employee.   See Attachment E and F for agency specific paperwork directions.

4. The home unit injury specialist will issue a CA-35, Evidence Required in Support of Occupational Disease form upon receipt of a CA-2.  The patient, supervisor, and doctor must explain the relationship of the illness to the performance of duty, condition of employment, or work environment.

5. Complete the Incident Illness/Injury/APMC log after each report or evening depending on the workload.  

Agency Provided Medical Care (APMC)

APMC is used for first aid treatment of federal and some state/local personnel only.  First Aid does not include medical treatment for cuts requiring stiches, X-rays, MRIs or burn treatment, etc.   It is used when the agency anticipates that merely a single trip to the medical provider or possibly a single recheck during will be needed.  It can only be used while the employee remains at the site of the incident and they are not entitled to lost time benefits, such as sick leave, annual leave or continuation of pay.  More information on APMC can be found in the IIBMH 10-92.

1. Before using APMC, ensure that the host unit has authorized its use by checking with the Finance Section Chief, Incident Business Advisor, or Agency Administrator.

2. APMC is not to interfere with employee’s rights under OWCP for treatment of work related injuries and illnesses.  It may be disadvantageous to the employee and we must counsel them on their options.  Federal employees do not have a right to treatment under APMC as they do with OWCP cases.

3. Ensure the use of APMC for illnesses is appropriate, such as first aid treatment of respiratory infections, colds, sore throats and similar conditions associated with exposure to smoke, dust, and weather conditions and only used to relieve suffering.  It is not intended for dental work or non-work related injuries.

4. Issue the AMPC Authorization and Medical Report, form FS-6100-16. Fill out the Part A ‘Authorization’, have the doctor fill out the Part B ‘Report’ and instruct the medical facility to return the original with the patient.

5. Assign a medical resource request number (M#) in sequential order using the Incident Illness/Injury/APMC log. Record the M# on the APMC form and all associated medical expenses and write “Paid by APMC” on all documents once payment has been made. (M#s are only issued for APMC and not for OWCP cases.)

6. If you do not have purchasing authority work with the Finance Section Chief, Buying Team, or local purchasing agents to make payments.  Anyone making APMC purchases will need all original receipts and any additional documentation for their credit card adjudication.

Continuation of Pay (COP)

If the employee files a CA-1 within 30 days of the date of injury, seeks medical attention, and the claim is accepted by OWCP, then the employee is entitled to a maximum of 45 calendar days of continued pay.  This leave is used to attend physician and physical therapy appointments, surgical procedures, or while on total or partial disability, per the physician’s orders.  COP is paid at the employee’s regular salary rate, just like sick or annual leave.  It starts the first day an employee misses work within the first 45 day period.  Time loss due to an injury after expiration of COP can be charged to the employee’s sick or annual leave or Leave without Pay.  Information on COP can be found in the IIBMH 10-92.  The Time Unit will document COP on the employee’s OF-288 and the home unit will post the COP per their pay policies.  If an employee uses COP leave for any part of a day, it is counted as one full day of COP.  

Casuals/Ads who sustain traumatic injury are entitled to COP as follows:

· For members of an organized crew: Until the crew is terminated, or 45 calendar days within the 90 day eligibility period, whichever comes first.  The home unit may require a written statement noting when the crew was released from the incident.

· For support casuals: Until the time they would have normally been laid off (such as the end of the incident or a predetermined date, such as the casual’s 14th day of the assignment).  The home unit may require a written statement from the incident supervisor verifying when the job would have normally ended.

Attachment A: Guide to Injury and Illness Forms

		Type of Illness/Injury

		CA-1

		CA-16

		CA-20

		CA-2

		FS-6100-16



		Traumatic Injury, No Medical Treatment or on-Site First Aid only

		X

		

		

		

		



		Traumatic Injury, Medical Treatment

		X

		X

		

		

		Only if APMC is Authorized by Agency



		Exposure Incident (reporting only)

		

		

		

		X

		



		Occupational Illness/Disease

		

		

		X

		X

		





X = Forms issued by Injury Specialist, current forms can be found at: www.fedforms.gov under Department of Labor Forms section.

Purpose, Responsibilities and Filing Instructions (click on form number to open)

		CA-1 Notice of Traumatic Injury 

(current version date: Apr 1999)

		Use if injury occurred within one work day or shift.  Employee and witness complete side one and submit to supervisor within three work days.  The supervisor completes side two and side four (receipt of notice) and submits to injury specialist* within one work day of receipt.



		CA-16 Authorization for Examination/Treatment

(current version date: Feb 2005)

		Authorizes payment for initial medical care for Traumatic Injury only and issued by the injury specialist* only.  DO NOT USE FOR ILLNESS.  Employee returns to the injury specialist* within one work day of medical treatment.



		CA-17 Duty Status Report

(current version date: 05-11)

		Used to obtain a medical duty status report of the injured employee for both OWCP and the home unit.  Can be used to determine physical restrictions or to return an employee back to full duty.  This form must be taken to all visits with a medical provider.



		CA-20 Attending Physicians Report 

(current version date: 05-11)

		Used to gain additional information by OWCP to support the determination of a claim after a CA-1 or CA-2 has been received by OWCP.



		CA-2 Notice of Occupational Disease 

(current version date: Jan 1997)

		Use if illness occurred over longer than one work shift, or if cause is unknown.  Employee and supervisor complete and the supervisor submits the claim to the injury specialist* within one work day.



		FS-6100-16 APMC Authorization and Medical Report

(current version date: 01/05)

		Authorizes initial medical expense, documents initial diagnosis.  Use only if authorized by the Finance Section or agency.  Requires an Incident Order Number and M#.  Submit copy to injury specialist as soon as possible.



		Time & Attendance Report Quicktime or Paycheck, etc.

		Employee or timekeeper records COP, SL, AL or LWOP hours on electronic T&A, prints and submits a copy to the injury specialist.  T&A files are retained in the employees injury file.



		Agency Reporting System 

SHIPS or SMIS, etc.

		Supervisor enters information into the system within five days of the date of injury/illness.  Within 48 hours is the agency expectation.







*Note that the title “Injury Specialist” in this reference means the home unit employee responsible for processing that unit’s injury claims.  In most incident situations, a Finance Section Chief, Compensation-for-Claims Unit Leader or Incident Injury Specialist may act in that role.















Attachment B: OWCP District Office Locations

[bookmark: boston]
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District Office 1 – Boston (Connecticut, Maine, Massachusetts, New Hampshire, Rhode Island, and Vermont)
U.S. Dept. of Labor, OWCP
JFK Federal Building, Room E-260
Boston, MA 02203
(857) 264-4600
Fax: (857) 264-4602

[bookmark: ny]

District Office 2 – New York (New Jersey, New York, Puerto Rico, and the Virgin Islands) 
U.S. Dept. of Labor, OWCP
201 Varick Street, Room 740
New York, NY 10014
DFEC: (212) 863-0800 
DFEC Fax: (212) 863-0801

[bookmark: phil]

District Office 3 – Philadelphia (Delaware, Pennsylvania, and West Virginia; Maryland when the claimant's residence has a zip begins 21***)
U.S. Dept. of Labor, OWCP
Curtis Center, Suite 715 East
170 S. Independence Mall West
Philadelphia, PA 19106-3308
(267) 687-4160
Fax: (267) 687-4155

[bookmark: jax]

[bookmark: cleve]District Office 6 – Jacksonville (Alabama, Florida, Georgia, Kentucky, Mississippi, No. Carolina, So. Carolina, and Tennessee)                                                                                 U.S. Dept. of Labor, OWCP
Charles E. Bennett Federal Building
400 West Bay Street, Room 826
Jacksonville, FL 32202
(904) 366-0100
Fax: (904) 366-0101



[bookmark: chicago]District Office 9 – Cleveland  (Indiana, Michigan, Ohio; All special claims and all areas outside the U.S., its possessions, territories and trust territories)
U.S. Dept. of Labor, OWCP
1240 East Ninth Street, Room 851
Cleveland, OH 44199
(216) 902-5600
Fax: (216) 902-5601


District Office 10 – Chicago (Illinois, Minnesota, Wisconsin)
U.S. Dept. of Labor, OWCP
230 South Dearborn Street, Eighth Floor
Chicago, IL 60604
(312) 789-2800
Fax: (312) 789-2801

[bookmark: kc]

District Office 11 – Kansas City (Arkansas, Iowa, Kansas, Missouri, and Nebraska; all employees of the Department of Labor, except Job Corps enrollees, and their relatives)
U.S. Dept. of Labor, OWCP
Two Pershing Square Building
2300 Main Street, Suite 1090
Kansas City, MO 64108-2416
(816) 268-3040
General Fax: (816) 268-3041

[bookmark: denver]

*District Office 12 – Denver (Colorado, Montana, New Mexico, No. Dakota, So. Dakota, Utah, and Wyoming)   U.S. Dept. of Labor, OWCP
P.O. Box 25602
One Denver Federal Center, Bldg 53
Denver, CO 80225-0602
(303) 202-2500
Fax: (303) 202-2501

[bookmark: sanfran]

*District Office 13 – San Francisco (Arizona, California, Hawaii, and Nevada)
U.S. Dept. of Labor, OWCP
90 Seventh St., Suite 15-100F
San Francisco, CA 94103 
(415) 241-3300
Fax: (415) 241-3301

[bookmark: seattle]

*District Office 14 – Seattle  (Alaska, Idaho, Oregon, and Washington)
U.S. Dept. of Labor, OWCP
300 Fifth Avenue, Suite 1050F
Seattle, WA 98104-2429
(206) 470-3100 
Fax: (206) 470-3101

[bookmark: dallas]

District Office 16 – Dallas (Louisiana, Oklahoma, and Texas) U.S. Dept. of Labor, OWCP
525 South Griffin Street, Room 100
Dallas, TX 75202
(214) 749-2320
Fax: (972) 850-2301

[bookmark: no]

District Office 25 – Washington, D.C. (District of Columbia, Virginia; Maryland when the claimant's residence has a zip not 21***)
U.S. Dept. of Labor, OWCP 
800 N. Capitol Street, N.W., Room 800
Washington, D.C. 20211
(202) 513-6800 (D.C., Maryland and Virginia)
Fax: (202) 513-6806



*Great Basin area OWCP district offices





Attachment C: Injury/Illness Log



		INJURY, ILLNESS & AGENCY PROVIDED MEDICAL CARE (APMC) TREATMENT LOG



		INCIDENT NAME:   Mountain Fire

		INCIDENT#:   ID-BOF-000000

		FIRE CODE:  XX1A          DATES: 06/30 – 07/09/13



		 

		Forms Prepared

		 



		M#*

		Report Date

		Illness/Injury Date

		Home Unit Name & Address 

		Nature of Injury/Illness

		Treatment

		CA-1

		CA-2

		CA-16

		CA-17

		APMC/Other

		Disposition/ Remarks



		

		07/04/13 

		 07/03/13

		Boise Hot Shots, Boise NF

1249 S. Vinnell Way, Suite 200
Boise, ID 83709

208-373-4100 

		 1” laceration to right knee

		 Transported to clinic, 3 stitches, tetanus shot and antibiotic Rx

		 X

		 

		 X

		X 

		

		CA-1, 16 and 17 entered into SHIPS.  Contact made with ASC. Need follow up to remove stiches in 5-7 days. 



		M-1

		 07/06/13

		 07/06/13

		Payette Regulars, Payette NF

800 W. Lakeside Ave.

McCall, ID 83638

208-634-0700

		Camp crud with fever, sore throat and cough 

		 Transported to clinic, cough syrup RX

		 

		 X

		 

		 X

		APMC

		 Light duty for 24 hours.

Clinic visit and Rx paid with APMC by Buying Team member, Jan Doe on CC.  



		

		07/07/13 

		 07/07/13

		Twin Falls District BLM

2536 Kimberly Road
Twin Falls, ID.  83301

208- 736-2350

		 Stomach cramps, nausea and vomiting

		 Transported to clinic, IV fluids and 2 Rx given

		 

		X 

		 

		X 

		CA-35 & 

CA-20

		All forms completed and faxed to home unit.  Clinic visit and Rx paid by employee. Demobed home.



		

		 

		 

		 

		 

		 

		 

		 

		 

		 

		

		 



		

		 

		 

		 

		 

		 

		 

		 

		 

		 

		

		 



		

		 

		 

		 

		 

		 

		 

		 

		 

		 

		

		 



		

		 

		 

		 

		 

		 

		 

		 

		 

		 

		

		 





*M#s are only issued for APMC payments and not OWCP cases.




Attachment D: Red Book Burn Protocols

From Chapter 7 – Safety & Risk Management



Required Treatment for Burn Injuries 



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



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 following 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 or may be requested of the physician by the agency administrator or designee having jurisdiction and/or firefighter representative. 



The Agency Administrator or designee for the incident will coordinate with the employee’s home unit 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. 



Burn Injury Criteria  

• Partial thickness burns (second degree) involving greater than 5% Total Body Surface Area (TBSA). 

• Burns (second 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. 

• 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.  

 

A list of burn care facilities can be found at:  http://www.blm.gov/nifc/st/en/prog/fire/im.html.

 

For additional NWCG incident emergency medical information see: http://www.nwcg.gov/branches/pre/rmc/iems/index.html



Additional Forest Service provided direction, in a letter dated 03/26/13:  http://www.wildlandfire.com/docs/2013/federal/Facilitating-treatment-of-traumatic-injuries-March2013.pdf



How this guidance relates to Contract Employees:  While we can recommend our burn protocols to contractors, ultimately they must make that decision in compliance with any prior authorizations or referrals needed by their workers compensation insurance. 




Attachment E: Agency Specific Paperwork – Forest Service



Questions: Call the USDA Forest Service, Albuquerque Service Center, Workers Compensation (ASC-HRM-WC) with any questions, 877-372-7248 option [2] for HRM, option [2] for Forest Service employees.  The Forest Service’s Albuquerque Service Center (ASC), Human Resource Management (HRM), Workers Compensation Program information is found at: http://fsweb.asc.fs.fed.us/HRM/owcp/WorkersComp_index.php



The Federal Employees’ Compensation Act changed in 2011 and requires the reporting of work related injuries and illnesses electronically. The Forest Service, ASC-HRM, Workers’ Compensation Branch (WC) is utilizing the Safety and Health Information Portal System (SHIPS) (ID 6700-2011-2) to comply with this requirement.



· To assist with the mandatory use of SHIPS to report and record FS employee injuries and illnesses, and increase process efficiency, ASC-HRM, Worker’s Compensation (WC) Branch will no longer accept hand-written CA-1 or CA-2 forms.  



· ASC-HRM, WC now requires a SHIPS generated and populated CA-1 or CA-2 be printed, signed and faxed to the Worker’s Compensation section at 1-866-339-8583.  This requirement applies to injuries/illnesses occurring during incident assignments.  



· Access to the SHIPS system requires an eAuthentication account.  If medical treatment is authorized on a CA-16, the bills from the local provider are the employee’s responsibility until a signed SHIPS generated CA-1 is received at ASC-HRM, WC and processed to the Department of Labor.  

Forest Service AD hires, the CA-1 or CA-2 form must include:

· AD’s Social Security Number (SSN)

· OF-288, Fire Time Report

· One of the following documents: Single Resources Hire Form, Resource Order, or Crew Manifest (if on a crew). This is needed to verify the AD was hired by the Forest Service.





Employee’s Role 

		Scenario

		Process



		Injured FS employee has computer and internet access to eAuthentication.

		

Employee will enter CA-1 or CA-2 data directly into SHIPS.



		Injured FS employee or FS hired AD does not have computer and internet access to eAuthentication; COMP/INJR has computer and internet access to eAuthentication.

		COMP/INJR will enter the employee’s portion of the CA-1 or CA-2 into SHIPS on behalf of the injured employee or will log into SHIPS “add incident for another employee” and assist employee or AD in completing the fields.



		Injured FS employee or FS hired AD is not at camp or is otherwise unable to complete SHIPS and COMP/INJR does have computer and internet access to eAuthentication.

		Employee will complete hard copy CA-1 or CA-2 and Supplemental Form and submit to COMP/INJR. COMP/INJR or incident supervisor may enter the employee’s portion of the CA-1 into SHIPS on behalf of the injured employee.



		Injured FS employee or FS hired AD and COMP/INJR is unable to access a computer, internet, or eAuthentication.

		Hard copy CA-1 or CA-2 and Supplemental Form will be completed, signed and faxed to the injured employee’s home unit for entry into SHIPS.













Supervisor’s Role

		Scenario

		Process



		Incident supervisor is FS employee and has computer and internet access to eAuthentication.

		Incident supervisor will complete the supervisory portion of the CA-1 or CA-2 in SHIPS, print a hardcopy and employee, supervisor and witness (if applicable) signs the document. COMP/INJR will fax to secure eFax at WC with all supporting documentation.



		Incident supervisor is not a FS employee or does not have computer or internet access.



		Hardcopy CA-1 or CA-2 and Supplemental Form is completed and signed at the incident and faxed to the injured employee’s home unit supervisor for entry into SHIPS. The SHIPS generated form must be printed, signed by the home unit supervisor and faxed to WC. (The home unit supervisor is serving as a proxy for the incident supervisor in this scenario and will keep the faxed CA-1 or CA-2 generated at the incident as backup documentation).







· A CA-1 or CA-2 should be completed within 48 hours of the date of injury. 

· If a SHIPS generated CA-1 is completed at the incident, the CA-16, any available medical reports, and Casual Hire form (if AD) should be faxed with the CA-1 to WC. 

· If the CA-1 is completed at the home unit, the home unit should fax the CA-1 to WC and the incident should fax the CA-16 and any supporting documentation to WC. The documents will be matched up by the case manager at WC. 

· All supporting documentation must have the employee’s social security number in the upper right hand corner of each page. This will facilitate matching the documentation to the appropriate CA-1 or CA-2 when it is submitted through the secure efax. 

· The original CA-1 or CA-2 with supporting documentation is retained by the injured employee. 

· “Documentation Only” CA-1 or CA-2s should be entered into SHIPS. 

· Although there are COMP/INJR personnel available to assist on the incidents, the ultimate responsibility for SHIPS entry remains with the injured employee and their home unit supervisor. 



ASC-HRM, WC Secure eFax – 1-866-339-8583 

ASC-HRM, WC Help Desk – 1-877-372-7248 (press 2 for HRM) 

eAuthentication link - https://usdafs.connecthr.com











Attachment F: Agency Specific Paperwork –All Other Agencies



Other Federal Agencies



Within two days of receipt of the CA-1/CA-2, contact the individual’s home unit compensation specialist and fax original injury/illness forms, supporting documentation and medical treatment records.  Originals documents will be sent home with the individual or mailed home to the home unit (discuss with the home unit compensation specialist to determine).



Department of Interior SMIS information can be found at: http://www.doi.gov/safetynet/.



States



State employees experiencing injury or illness on the incident should complete state specific forms and notify their home unit of workers’ compensation claims per agency requirements.  If state forms are not available, the employee may use a CA-1 or CA-2 to initially record the necessary information.  Federal references should be crossed out and the state name written at the top of the form.  The state employee is responsible to contact the home unit to obtain the proper reporting forms.  The COMP maintains injury compensation records and transmits documents to the home unit per state agency policy.  Do not issue CA-16 for medical treatment.    Refer to the Great Basin Chapter 50 Supplement for state specific information on illness and injury.



Cooperators



Cooperators are normally covered under their home unit workers’ compensation program; e.g., state, county, local government.  Cooperators experiencing injury or illness on the incident should complete home unit specific forms and notify their home unit of workers’ compensation claims per their agency requirements.  The COMP maintains injury compensation records and transmits documents to the home unit per cooperator agency policy.



If a cooperator is hired as a federal casual, follow FECA or APMC procedures as appropriate.  If a cooperator is hired as a state employee, follow state workers’ compensation procedures.



Federal agencies entering into cooperative agreements do not have the authority to grant FECA coverage to individual cooperators.  Some cooperative agreements require reimbursement for medical costs.  This should not be interpreted as providing coverage under FECA.
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