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[bookmark: _Toc131423709]Contacts
	Person/Place
	Contact
	Role
	Notes

	Mariah Gibson
	406-351-2628
mrgibson@blm.gov
	MT-EMD Fire Business Specialist
AD Program Manager
	Oversees all ADs on MT-EMD. Primary contact responsible for hiring paperwork.

	Miles City Interagency Dispatch - MCC
	406-233-2900
mtmcc@firenet.gov
	Amy Lancaster – Center Manager
	Call dispatch for resource orders, travel requests, and setting availability.

	Billings Interagency Dispatch Center - BCD
	406-896-2900
mtbdc@
firenet.gov
	Angie Pollock – Center Manager
	Call dispatch for resource orders, travel requests, and setting availability.

	Gwen Bell
	406-233-2900
gbell@blm.gov
	MT-EMD Fire Business Assistant
	There are more people working on travel but Gwen is the point of contact. 
Has delegated hiring authority.

	Ryan White
	406-233-2877
rdwhite@blm.gov
	Training Officer
	IQCS Manager, Issues task books, takes training requests, updates quals, issues red cards

	Scott McAvoy
	406-233-2900
	District FMO
	Responsible for hiring ADs. Delegates hiring authority where necessary.

	Vacant
	406-233-2900
	District AFMO
	Has delegated hiring authority.

	Pat Merrill
	406-233-2843
	Safety Officer – MT-EMD
	Contact if injured. See ‘Injuries’ section.


What is an AD employee?
The Administratively Determined (AD) program is a mechanism to hire emergency workers when needed especially during a heavy fire season. It is a call when needed position and not expected to be full time work. You can be hired for a couple of hours, a couple of weeks, or longer depending on the needs of the Montana State Office (MSO) or incident. To be hired and paid, you must be ordered through Dispatch and receive a Resource Order.
Being an AD employee is a privilege and we have the highest expectations of all our employees to represent our agency, our district, and our program. If at any time you are not meeting the expected standards, a course of corrective actions will be taken. If you feel you are not being treated with respect or fairly, please communicate this to your hiring official so the issue can be addressed.

About MT-EMD
MT-EMD (Eastern Montana/Dakotas BLM District) is located within the Northern Rockies Geographic Area. Northern Rockies encompasses northern Idaho, Montana, most of North Dakota, part of South Dakota, and Yellowstone National Park.
[image: ]The Montana/Dakotas BLM District of Eastern Montana/Dakotas is comprised of two dispatch zones; Billings and Miles City.  

All BLM sponsored ADs are hosted by Billings or Miles City Dispatch. ADs are assigned a dispatch center according to their physical address.
[image: Map
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Hiring Official: A Government employee who has been delegated the authority to hire casuals. Hiring officials need to have an in-depth knowledge of the AD Pay Plan, a full understanding of how and when it can be used, and the skillset to know if a candidate meets the qualifications to be hired for the position.

Approving Official: A Government employee designated by the hiring unit to audit casual time for accuracy and completeness then certifies the timesheet is legal for payment by meeting the provisions of the AD Pay Plan.

Hiring/Sponsoring Unit: Unit that hires the casual and is responsible for issuing a red card, processing pay, travel, and/or workers compensation. MSO should only hire individuals who reside within their dispatch area. If an AD is unable to obtain sponsorship from a unit in which they are physically located, the hiring unit may make an exception. ADs will only have one hiring/sponsoring unit.
[bookmark: _Toc131423710]Expectations
· Safety: There is zero tolerance for carelessness and unsafe actions. Commitment to and accountability for safety is a joint responsibility of all personnel. We all must be personally committed and responsible for our own performance and accountability.

· Respect: There is zero tolerance for harassment and discrimination.  Failure to adhere to harassment and discrimination policies will lead to removal. We strive for a working environment where all employees feel valued and safe from harassment and discrimination.

· Service: We are a mission focused, performance-based organization tasked with providing a professional service to the public.  We will support and back you 100%, however, failure to follow guidelines, rules, and/or policy cannot be overlooked and will be dealt with swiftly. Montana State Office is an awesome place to work; have a good time, follow the rules, work hard, and take responsibility for your actions.

· Individuals are NOT entitled to casual employment. Sponsorship will be terminated after two documented accounts of breaking district policy. ADs seeking casual employment recognize they will be hired only if no agency employee is able to fill the need.  

· MT-EMD ADs are hired as an emergency firefighter (AD) by an agency of the U.S. Government, the Bureau of Land Management. This agency is referred to in this document collectively as the ‘Government.’ Procedures or policies that refer to either federal or state agencies are specifically addressed. 
· Disclosure of your Social Security Number (SSN) or an Individual Taxpayer Identification Number (ITIN) is mandatory.  The U.S. Government requires an SSN for U.S. citizens or an ITIN for non-U.S. citizens. You will be ineligible for employment with the Government if you fail to provide your SSN. The SSN is the primary reference for the gathering of earnings data in connection with lawful requests from other agencies (Internal Revenue Service or State agencies). The hiring agency alone has direct access to this information. SSN use is necessary because another individual may have a name identical to yours. 
· EMDD ADs must have a Casual Hire Form signed by a designated hiring official and themselves before beginning training or an assignment. Failure to do this will result in no pay until the form is signed. Note that backdating forms is unlawful.  
· EMDD ADs are required to have a resource order for all assignments, local and non-local. ADs must have their resource order in their possession either electronically or on paper and have notified dispatch of their travel plans before leaving on assignment. This does not apply for Rx Fire on district as the funds used for these projects are appropriated. 
· Time must be submitted to EMDD Fire Business Specialist on an OF-288 for payment. DOI ADs are paid through their home unit. 
· ADs working on the home unit will submit time at the end of DOI pay periods. 
· ADs working away from the home unit will submit time at the conclusion of their assignment. 
· ADs working away from the home unit will submit a performance evaluation upon completion of assignment.
· ADs traveling off district must have a Concur travel profile. Communication with the individual responsible for EMDD AD travel is strongly encouraged. Traveler must have an approved authorization or traveler will be responsible for all travel charges. 
· EMDD ADs recognize they are not regular government employees and do not have purchasing authority. Inappropriate purchasing will result in immediate termination of sponsorship. 
[bookmark: _Toc131423711]Quick References
[bookmark: _Toc128553470][bookmark: _Toc131423712] Electronic Documents
The BLM went paperless at the end of 2022. 
All documents get emailed to mtmcc@firenet.gov
Different types of documents are processed by different people. Those people might change throughout the summer, so the Miles City Dispatch email is used, and flows are set up based on EMAIL SUBJET.
Your email will not be received unless you include the specific words.
	Document
	Subject Line Wording

	Time
	LastName AD Time

	Travel
	LastName AD Travel

	Performance Evaluation
	LastName AD Performance Evaluation

	Hiring Paperwork
	LastName AD Paperwork

	Training
	LastName AD Training


LastName = Your last name or the Last Name of the AD the paperwork relates to.
You must send separate emails for the different documents.
[bookmark: _Toc128553469][bookmark: _Toc131423713]AD Pay Plan 2024 (coming soon)
LINK HERE


	Classification
	Pay Rate (per hour)

	AD-A
	

	AD-B
	

	AD-C
	

	AD-D
	

	AD-E
	

	AD-F
	

	AD-G
	

	AD-H
	

	AD-I
	

	AD-J
	

	AD-K
	

	AD-L
	

	AD-M
	


[bookmark: _Toc128553472]
Time
Time is sent in at the end of every DOI pay period during the off season and at the end of the day every Friday during busy season.
Send time to mtmcc@firenet.gov with ‘LastName AD Time’ in the subject line. All time must be submitted on an OF-288.
[bookmark: _Toc128553473]Travel
Submit travel documents to mtmcc@firenet.gov with ‘LastName AD Travel’ in the subject line.
Duluth Travel: 855-847-6398, Option 4 for fire travel
Boot Stipend
After the first arduous position assignment you are eligible for a $176 boot stipend every calendar year. It will be processed with your first OF-288 time sheet.
Reference Websites
AD Pay Plan: https://www.nifc.gov/sites/default/files/programs_documents/CPC/pay_plans/2022ADPayPlan.pdf
NWCG Standards for Wildland Fire Position Qualifications: https://www.nwcg.gov/publications/310-1
Interagency Standards for Fire and Fire Aviation Operations (Red Book): https://www.nifc.gov/standards/guides/red-book
Wildland Fire Learning Portal: https://wildlandfirelearningportal.net/login/index.php
BLM Standards for Fire Business Management Web Site (Orange Book): https://web.blm.gov/internal/fire/budget/Reference_docs/Incident%20Business/IB-new/OrangeBk.html
Miles City Interagency Dispatch Center: https://gacc.nifc.gov/nrcc/dc/mtmcc/
Billings Interagency Dispatch Center: https://gacc.nifc.gov/nrcc/dc/mtbdc/index.html
Northern Rockies Coordination Center: https://gacc.nifc.gov/nrcc/
NWCG Standards for Interagency Incident Business Management: https://www.nwcg.gov/sites/default/files/publications/pms902.pdf
[bookmark: _Toc131423714]Sign up Procedures & forms
Approval to be Sponsored by EMD Fire Management
To be sponsored as an AD employee you will need to contact the hiring official to discuss what you would like to do as an AD and what qualifications that you want to have sponsored.  The hiring official will work with the State FMO or State AFMO to gain approval. If you are approved, you will need to provide your fire training records/file and other supporting documentation to the training officer.
· Fire Management Officer (FMO): Scott McAvoy
· Assistant Fire Management Officer (AFMO): Vacant
· Hiring Official/Fire Business: Mariah Gibson, Gwen Bell, or Amy Lancaster (MT-MCC Center Manager) 
· Training Officer: Ryan White 

Sign up Process and Forms
The preferred timeframes for completing your annual initial AD hiring paperwork is on the designated sign-up dates (usually the first part of April) provided by the hiring official.
The following information is required to complete your hiring paperwork: 
2

· Single Resource Casual Hire Information Form 
· Incident Behavior Form (PMS 935-1)
· Federal Employee Health Benefits Form
· Employment Eligibility Verification I-9 (two forms of ID: driver’s license, passport, social security card, etc.)
· Federal W-4 
· State W-4 
· Direct Deposit Information Form
· Travel Profile Form
· Emergency Notification Information
· Designation of Beneficiary
· Fire Qualifications (most recent red card and training folder if applicable)


Your hiring paperwork is required to become an AD employee. An AD employee will be hired and paid according to the current policy through the DOI Administratively Determined Pay Plan for Emergency Workers (AD Pay Plan). Payment for an incident will be for the position documented on a resource order or from the incident on the OF-288. See the current DOI AD Pay Plan for more information.
Once the initial paperwork is completed, you can then be hired to attend required training. You may be paid up to 80 hours for training annually (calendar year) including travel time.
For training you will be paid at the rate of your highest qualification for which the training is required. For example, if you hold the qualifications of Public Information Officer (PIOF, AD rate I) and Taskforce Leader (TFLD, AD rate H). The Work Capacity Test (WCT) is not required for PIOF, only for TFLD. Therefore, you would be paid the rate of TFLD for the WCT, not the PIOF rate.
You must be under hire to complete the WCT and have completed the mandatory physical if arduous.
Once mandatory training is completed, and you have received your red card you can become available to go on an assignment.
For each assignment, you must have a resource order, complete your hiring paperwork for that incident, and have a correctly completed OF-288 to be paid. For local district fires you are required to complete a Crew Time Report (CTR) daily in addition to a final OF-288.  You are responsible to ensure your paperwork is completed correctly.
[bookmark: _Toc131423715]Training
MT-EMD Training Officer:
Ryan White                           406-233-2977                  rdwhite@blm.gov
Mandatory training for AD personnel is outlined in the Administratively Determined Fire Employees Training Record. Dates for mandatory training courses will be determined annually and provided to you by the training officer. 
New ADs without fireline qualifications must complete the following independent training FEMA courses:
· IS100.B/ICS100: Introduction to Incident Command System
· IS700.A: National Incident Management System NIMS; an introduction
To take the courses, a FEMA Student Identification (SID) Number is required.
[image: Graphical user interface, website
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Registration must be completed to access IS100 and IS700. ADs must provide a copy of their completion certificate to the Training Officer. ADs will not be able to go on an assignment without completing all required training including any annual training required for individual qualifications. It is policy that the Training Officer enter training documentation into IQCS. It is the ADs responsibility to ensure the training officer receives certificates and any training updates.
If training is required for qualified position(s), and not offered locally, MT-EMD will make every effort for the AD to attend. AD Employees are prioritized after regular agency personnel so, sometimes it may be challenging. It is the ADs responsibility to work with the Training Officer for their training needs.
ADs working as a trainee either on assignment or attending training for a qualification, will be paid at the step below the fully qualified AD rate.
ADs attending refresher training will be paid at their current position qualification rate.
Priority Trainee Program: Contact the Training Officer, Ryan White, for more information on how to apply.
Involvement on Incident Management Teams: To participate on any Incident Management Team, you must notify the Training Officer, who also needs to be designated as your supervisor when completing the application. For Type 1, 2 and CIM teams, the approval will happen with the current established process. For Type 3 teams, you must notify the training officer as the application process is different. If you do not, you will be removed from the roster.
Mentoring: Where possible, when ADs are used locally to fill upper-level positions a trainee will be assigned to allow for development and mentoring of local employees.


Physical Exam for Work Capacity Test

Only individuals who have a position qualification with a physical fitness requirement may take the WCT.

MODERATE & LIGHT WCT:
Those who take a light or moderate WCT, are required to complete a Health Screen Questionnaire (HSQ). Acuity International is our medical contractor for all physicals and HSQs. It is important that you answer the questions honestly to give yourself and the agency a quality assessment and to provide the best options for you.

TO START THE PROCESS TO TAKE A LIGHT OR MODERATE WCT:
· Please contact the hiring official to add you to the Acuity System.
· You will receive an email with a login and password from  Acuity International.
· Acuity International: https://shake-ui.acuityprod.com/
· Select Light or Moderate for the appropriate HSQ
(Please only select the correct level as that will be the only test you will be allowed to take)
· Complete the HSQ
· If cleared, you will be emailed a Certificate of Clearance. You can also login into your account to get it          
· If it is determined you need supporting documentation for clearance, you will receive an email with instructions
· If you need to see your physician, the costs will be your responsibility

ARDUOUS WCT:
[image: ]Once you have completed the initial Acuity International physical exam, the next two years you must complete the Self-Certification Questionnaire by logging into Acuity. The self-certification process and any follow-up is up to you to complete. A periodic exam is required every three years. When you are due for a periodic exam, the hiring official will initiate the process and then Acuity will contact you to set up an appointment. If you have any questions or need to schedule a follow up physical exam, contact the hiring official. You cannot take the WCT until you have been cleared and the documentation has been entered.

If you are new to an arduous position and have not completed the Acuity International physical exam before with any DOI agency, you need to contact the hiring official to get you in the tracking system and then the vendor will contact you directly to schedule an appointment. Once the physical exam is complete and you have been cleared, it will be documented in our tracking system. If you received a not qualified physical result, you need to contact the hiring official to work through the mitigation process. The mitigation process can take several weeks or even months, so it is important to get started on this early.

FOR ARDUOUS:
You must have a cleared physical or Self-Certification Certificate within 45 days of your WCT.
· For example, if your physical or self-certification was on February 1st but you plan on taking the WCT April 15th, you will need to have another self-certification completed prior to the test because it is not within the 45 days.
· You do have 60 days to complete a self-certification so you could either wait until its closer to your date if time allows.
· After your initial self-certification, for another one to show up in your EAS profile it has to be triggered by your administrator (hiring official).

[bookmark: _Toc131423716]Supplies & Gear
If you hold a position qualification which requires field gear, it can be checked out from our Billings or Miles City Fire Cache. Gear can be checked out once all your hiring paperwork and mandatory training are completed.  To check out gear you will need to meet with the cache manager during normal business hours.  You will be required to return this gear at the end of the season, if it is damaged or lost on an incident ensure that you resolve it at the incident by completing a Property Loss and Damage Report form with proper signatures. This form will need to be returned to the Fire Cache upon your return from the incident. 

You could be financially responsible for all damaged, lost, or unreturned gear if proper documentation from the incident is not completed.

Personal items that are brought to an incident are your responsibility. The government will not reimburse for damaged personal property that is not authorized by the incident. If you need any IT equipment or a cell phone, it should be provided to you by the incident. You will not be reimbursed for personal computers or cell phones, see the IIBMH for guidance.

[bookmark: _Toc131423717]Going on assignment
[bookmark: _Toc128553476][bookmark: _Toc131423718]Setting Availability
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Know your Dispatch Center. Your center is based on where your physical address is.

Call Miles City Dispatch at 406-233-2900 to set availability.
Call Billings Dispatch at 406-896-2900 to set availability.
Availability Options
· Available Local – only available for Miles City and Billings Zones
· Available GACC – only available for Northern Rockies
· Available National – available to travel anywhere in the country
If you turn down an assignment, you will be set as unavailable until you tell dispatch otherwise.
[bookmark: _Toc128553477][bookmark: _Toc131423719]Resource Order
MCC/BDC will call you when you have a resource order. 
If you are expecting a resource order, you can call dispatch and let them know. e.g. your team is getting ordered
As soon as your resource order is filled, dispatch will email you, Mariah Gibson, and Gwen Bell. 
You will be contacted then to sign a Casual Hire Form. Sign and return. Follow the instructions below.
Keep your resource order and Casual Hire Form for your records.
DO NOT TRAVEL WITHOUT A RESOURCE ORDER or SIGNED CASUAL HIRE FORM
RO not required for training, meetings, or prescribed burns. Casual Hire Form still required.
[bookmark: _Toc131423720][bookmark: _Toc128553478]Performance Evaluation
Required after every off district assignment or at the end of season for on district work.
Changing Job Positions on Assignment
If on assignment and are requested to change jobs, a general message (GM), IS-213, from the unit leader or supervisor is required. AD must be fully qualified to take the new position or already have a taskbook open to accept the change as a trainee. Submit GM to finance section if applicable or to Fire Business with your final OF-288.
The GM Must Include:
· Name of AD
· Job Position AD started at
· Job Position AD is moving to
· Date effective
· Signed by unit leader or supervisor.

[bookmark: _Toc131423721]Casual Hire Form
A new Casual Hire Form (CH) is required for each new assignment. When you are released from an assignment you are released as an employee as well. When your travel is complete, you no longer work for the BLM and the BLM needs to rehire you when accept another assignment. 
Reassignments do not require a new CH.
Casual Hire forms are sent electronically by email and need to be returned the same way.
If you do not have a CH Form, you are not hired by the federal government and will NOT be paid for your time.
Before you sign…
Before you sign your CH – look it over!
1. [image: ]Check Your Information

This is your ECI number. If you are filling out your own OF-288 be sure to include it. If a team generates your OF-288, they will include it for you.

2. [image: ]Check Position Information - Confirm the job title you are being hired as and the rate.

3. If you are getting hired to attend training, make sure box 6 is checked and the course title is included.

4. Confirm Travel Approvals
· If you are traveling to an incident. Check to see that you ARE entitled to travel. 
· Make sure the appropriate boxes are checked for your method of transportation.
[image: ]
· POV – If a POV is authorized, it will be paid for at the current mileage rate and the vehicle would be considered their mode of transportation to and from the incident.  If a government provided vehicle is available, then mileage will be paid at the lowest GSA rate. The BLM is not responsible for any damages, fuel, or other expenses incurred to POVs.

5. Hiring Official’s Signature – You are not hired until the Hiring Official signs your CH. Make sure the CH you have has their signature.
[image: ]
Call your dispatch center and ask if something is incorrect or if you have questions. If the CH Form is correct…
[bookmark: _Toc128553480]Sign and Return to Dispatch!

[bookmark: _Toc131423722]Travel
Travel for an incident is determined from the point of hire. All travel expenses to and from an incident is at the expense of the incident/government. Travel to an incident will be determined by date and time needed as identified on your Resource Order. Travel plans will be determined with the dispatch center and hiring official. Dispatch will make the reservations for the rental vehicle or airline if needed.

Prior to leaving on assignment, understand that you will be initially fiscally responsible for lodging and food expenses, fuel for rental car, laundry, etc. Also understand per diem rates, travel regulations, and driving restrictions apply. If at any time you have issues with your travel (delayed/missed flight, rental car issues, stranded, etc) you can contact Miles City/Billings Dispatch Center or the hiring official for help/guidance. A travel voucher will be completed after your assignment for reimbursement.

[bookmark: _Toc128553481][bookmark: _Toc131423723]Booking and Paying for a Hotel Room 
Book a hotel room directly from the hotel. Do NOT use third party sites like Expedia or Kayak. You CAN use hotel apps. If you are struggling finding a room at the Per Diem rate, check www.FedRooms.com.
MCC/BDC can make a reservation for you and hold it with the dispatch credit card. However, you must be able to provide your personal credit card upon check in. You will claim these expenses on your travel voucher at the conclusion of your assignment. The dispatch credit card is not able to pay for hotel rooms. If you are not able to provide a credit card at check in, tell your supervisor or dispatch before you leave and arrangements will be made.
[bookmark: _Toc128553482][bookmark: _Toc131423724]Airfare
Arranged by MCC/BDC and paid for with the dispatch corporate charge card. If you miss a flight, call Duluth Travel to rebook. 855-847-6398 option 4
If the flight is canceled by the airline, work with the airline to rebook.
[bookmark: _Toc128553483][bookmark: _Toc131423725]Rental Cars
MCC/BDC must reserve a rental car for an AD. It is your responsibility to perform pre & post inspections on all rental vehicles. Any damage found in the pre-inspection needs to be documented with the rental agency. If damage occurs to a rental vehicle during use, an SF-91 Motor Vehicle Accident Report, along with pictures will need to be filled out completely and returned to the hiring official as soon as you return from assignment. If negligence is determined with the damages, you could be responsible for the cost.

Personal Insurance: The government will not reimburse personal rental insurance.

[bookmark: _Toc131423726][bookmark: _Toc128553484]NERV Rentals 
· [bookmark: _Toc128553485]Pick up your vehicle. Be sure to inspect the vehicle and document any damage present. Written descriptions, photos, etc.
· Get MULTIPLE COPIES of the NERV Payment Cover Sheet from dispatch. 
· Fill out the NERV Payment Cover Sheet and fill out an entry for every resource order you get. Make sure it is accurate as this is the sheet they will use to allocate the expense of the rental vehicle.
· Upon return from assignment turn the following documentation in to dispatch:
· Completed NERV Payment Cover Sheet 
· A Copy of each resource order the vehicle was assigned to
· The original Enterprise Rental Agreement (Provided by Enterprise)
· Copy of any inspections from Ground Support
· Copy of any and all damage documentation including agency specific forms  

Other Rental Information:
1. Rental vehicles are considered accountable property. Drivers are responsible to ensure vehicle is properly cared for and shall ensure the rental is returned to the vendor clean and fueled. All paperwork, including damage paperwork, is forwarded to the NERV payment center.
2. Damages to rental vehicles shall be documented via the appropriate vehicle accident or damage forms and other documentation/investigations/photos. A copy of all the documentation will be given to the finance section or incident agency if no finance section is present. The original paperwork will need to be forwarded to the NERV Payment Center with the required payment documentation.
3. The host incident is responsible for replacing damaged tires. A tire replacement guide is available on the NERV site. Tires must be the same size, load index, and speed rating designated by vehicle or tire manufacturer. If you will be paying for the tire; follow standard procedures to replace a damaged tire (Lost & Damage, S#). If Enterprise will be taking care of the tire; fill out Lost and Damage, incident finance will keep a copy, original will be forwarded to NERV Payment Center with payment documentation.
4. Vehicle may be dropped off at any Enterprise within the U.S. If you drop it off at a different location than you picked it up an extra cost will be charged.
5. NO contractors/vendors can drive NERV vehicles. Only federal employees, ADs, and rural department employees under O#’s can drive NERV vehicles.
6. In the event of a mechanical breakdown that is not the fault of the host/operator, call Enterprise. They will tow the vehicle and replace it. Be sure to notify hosting dispatch of new vehicle information.
7. You can tow a trailer with a NERV vehicle if the trailer is within the vehicles rated towing capacity and the operator meets host agency licensing requirements.
8. If your vehicle needs an oil change, contact Enterprise. They will tell you where to take it and will also pay for it.
[bookmark: _Toc131423727]
Per Diem

Lodging: Standard rate for 2024 is $107/night
[image: ]
Other rates are located at: https://www.gsa.gov/travel/plan-book/per-diem-rates 
Meals & Incidentals: Standard rate for 2024 is $59/day
[image: A picture containing graphical user interface
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Other rates are located at: https://www.gsa.gov/travel/plan-book/per-diem-rates 
First and Last Day of Travel – 75% of total M&IE

Example: Traveling from Billings to Missoula for assignment.
First day – 
$107 for lodging + $51.75 for meals = $150.75
Days on scene, staying in hotel – 
$107 for lodging + $69 for meals = $176
Last Day – 
$107 for lodging + $51.75 for meals = $150.75

ADs are expected to be self-sufficient but, it is not uncommon for dispatch or a Fire Emergency Card holder to pay for your room. If that happens, you are not entitled to the lodging rate when claiming travel expenses. Make a note on your travel worksheet that your room was provided by (who ever paid for your room. e.g. Mariah Gibson, Miles City Dispatch, etc.).
[bookmark: _Toc128553486][bookmark: _Toc131423728]Over Per Diem
When hotels do not have any gov rate rooms make sure you have done the following:
1. Check three locations for per diem price.
2. Make note of any big events in the area or why rooms are unavailable at per diem.
Eg Missoula Marathon during stay, Brew fest in town, height of local tourist season, etc.
3. Calculate 300% of per diem. MT-EMD utilizes the ‘No Itemization’ method outline in the Federal Travel Regulation GSA Bulletin FTR 18-09
“This method allows a traveler to apply the maximum amount possible to the lodging portion of their subsistence expense while remaining within the 300% ceiling. It requires the travel to itemize lodging cost only. The M&IE allowance is payable without itemization of meals or receipts and is limited to the daily locality M&IE per diem (or lesser amount i.e. first/last day of travel at 75%) regardless of actual meal expenses. Under this method, the total per diem rate (lodging and M&IE combined) is multiplied by 300% (rounded to the next whole dollar) and then the locality M&IE rate is subtracted out.” 
For example: the actual expense-no itemization using a daily per diem rate of $157 ($98 for lodging and $59 for M&IE).
Total Daily Per Diem 						$157 x 3 = $471
Minus Daily Locality M&IE						       $59
Maximum for Lodging							      $412


[bookmark: _Toc128553487][bookmark: _Toc131423729]Submitting Travel

Submit your travel to mtmcc@firenet.gov with ‘LastName AD Travel’ in the subject line.
The email must have the following documents:
1. Travel Worksheet
2. Hotel receipts
3. Resource Order
4. Any other travel related receipts (baggage fee, Uber, etc)
Travel worksheet is located on the Miles City Interagency Dispatch Center website in the ‘Incident Business’ side bar under ‘AD Paperwork.’ Linked here: MCC Incident Business (nifc.gov) 
[bookmark: _Toc128553488][bookmark: _Toc131423730]Concur
Concur is the online program the BLM uses to process travel expenses for reimbursement. All ADs who travel for assignments will need a Concur account. Travel will be ‘T-Entered’ by a BLM employee.


[bookmark: _Toc131423731]Time
Submit time by 1200 hrs the Friday before the pay period ends.
All Time Must Be Submitted on an OF-288
Time is sent into Casual Payment Center, CPC, the end of every DOI pay period during the off season and at close of business day every Friday during busy season by the fire business office. 
CPC will receive the time and send a confirmation. Time is not considered ‘Received’ until that email is sent. CPC will process payment within 5 business days of receipt. Once the OF-288 is processed, it may take up to 10 business days to see electronic funds in your account or have a check put in the mail. 
Send time to mtmcc@firenet.gov with ‘LastName AD Time’ in the subject line.

The Fire Business Office tracks all AD time.
If you have questions about pay, call or email Mariah Gibson: 406-351-2628, 406-233-2900, mrgibson@blm.gov.
1. On-shift Time eligible for compensation includes:
a. Time spent in travel from and return to the point-of-hire and related waiting time.
b. Other travel necessary for the performance of work such as from hotel to work location, from fire camp to fireline, etc.
c. Ordered standby
d. Actual work
2. Off-shift Time not eligible for compensation includes:
a. Time allowed for sleeping and eating when personnel are free from assigned duty
b. Other periods of time when personnel are free from duty and not in an ordered standby status
3. When working in a location where casual returns home every evening – The minimum work period is two (2) hours. This means ADs will be paid for at least two hours.
4. When working away from home – the daily guarantee is eight (8) hours – not including first or last day of work or travel.




[bookmark: _Toc131423732]Coming back from assignment
1. Notify MT-MCC/MT-BDC of travel plans.
2. Send Time to mtmcc@firenet.gov with ‘LastName AD Time’ in subject line.
3. Send Travel to mtmcc@firent.gov with ‘LastName AD Travel’ in subject line.
4. Send Incident Performance Evaluation to mtmcc@firenet.gov with ‘AD Performance Evaluation’ in subject line.
5. Follow work to rest ratio for days off as outline in the NWCG Standards for Interagency Incident Business Management aka the Yellow Book page 10-4-
6. Call MCC/BDC when ready to set availability. ADs will be listed as unavailable unless they talk to a dispatcher.


[image: ]
[bookmark: _Toc131423733]Injuries

ADs are covered by the Federal Employee Compensation Act (FECA). If you are injured on an incident, work with the Compensation Specialist to complete approved forms (CA-1 and CA-16, or CA-2) and email a copy immediately to the EMD Safety Specialist (Pat Merrill 406-233-2843 pmerrill@blm.gov) to start the ECOMP process within 48 hours. The originals need to be brought back to the MSO Safety Specialist to be processed. The agency cannot continue a claim unless the original documentation is completely filled out and turned in.

[bookmark: _Toc131423734]End of Season

Following your last assignment for the fire season, it is important to complete the following items:
· Update your fire experience and turn it in to the training officer to maintain qualification currency
· Return checked out gear to the cache
· Update contact information with the hiring official
The Casual Payment Center will issue you a W-2 and send it to whatever address was on the last W-4 on file. If you need to change your address, complete a new W-4.
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Eastern Montana/Dakotas AD FETR
	Emergency Firefighter Training Record

	Employee’s Name


	Physical Needed (Circle One):
           Light     Moderate      Arduous     N/A
	Signature / Date

	Fire Business Approval


	Position / Title
	Signature / Date

	Qualification Based Recurring Training Requirements

	Sponsored Qualifications:
	AD Hiring Paperwork
	CHS Physical
	RT-130
	WCT
	RT-212
	CPR/First Aid
	BL-300/RT-301
	Defensive Driving
	Materials of Trade
	BLM Form 1112-11
	A-110 (triennial)
	N-9057 (triennial)
	RT-273 (triennial)

	Any position that requires driving of agency owned or leased vehicles
	X
	
	
	
	
	
	X
	X
	X
	X
	
	
	

	FFT2/1, ENOP, ENGB, HEQB, TFLD, ICT5/4/3, TFLD, DIVS, etc
	X
	X
	X
	X
	
	
	X
	X
	X
	X
	
	
	

	FAL3/2/1
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	
	
	

	SEMG
	X
	
	
	
	
	
	X
	X
	X
	X
	
	
	X

	ATBM
	X
	
	
	
	
	
	X
	X
	X
	X
	X
	X
	

	SOFR/2/1
	X
	X
	X
	X
	
	
	X
	X
	X
	X
	
	
	

	DRIV
	X
	
	
	
	
	
	X
	X
	X
	X
	
	
	

	EDRC (If off district, needs driving)
	X
	
	
	
	
	
	
	
	
	
	
	
	

	PIO
	X
	
	X
	
	
	
	X
	X
	X
	X
	
	
	

	WHHR/WHLR
	X
	
	
	
	
	
	X
	X
	X
	X
	
	
	

	PTRC/EQTR
	X
	
	
	
	
	
	X
	X
	X
	X
	
	
	

	COMT
	X
	
	
	
	
	
	X
	X
	X
	X
	
	
	

	THSP
	X
	
	
	
	
	
	
	
	
	
	
	
	

	Annual Training Certification

	***All documentation that has the Training Officer as the Record Holder must be attached***

	Training Name
	Completion Date
	Recurrence
	Record Holder

	RT-130 Annual Wildland Fire Refresher Training
	
	Annually
	Training Officer

	Work Capacity Test
	
	Annually
	Training Officer

	BL-300 / RT-301 Fire Vehicle Driver Training
	
	Annually
	Training Officer

	RT-212 Chainsaw Refresher Training
	
	Annually
	Training Officer

	A-110 Aviation Transportation of Hazmat
	
	Every 3 Years
	Training Officer

	N-9057 Air Tanker Base Manager Workshop
	
	Every 3 Years
	Training Officer

	RT-273 SEAT Manager Workshop
	
	Every 3 Years
	Training Officer

	Employee’s Name:


	Training Documentation Continued

	Training Name
	Completion Date
	Recurrence
	Record Holder

	AD Hiring Paperwork (Casual Hire Form, Incident Behavior Form, Form I-9, Conditions of Hire, Travel Profile)
	
	Annually 
	Fire Business

	Casual Payment Paperwork (W-4 Federal, State Tax Form, Direct Deposit, Health Benefits, Beneficiary)
	
	Annually 
	Fire Business

	Emergency Contact Form
	
	Annually
	Fire Business

	CHS Physical 

	
	Annually
	Training Officer

	BLM Form 1112-11

	
	Annually
	Training Officer

	First Aid / CPR / Bloodborne Pathogens

	
	Every 2 Years
	Training Officer

	Defensive Driving

	
	Every 3 Years
	Training Officer

	Materials of Trade Training

	
	Every 3 Years
	Training Officer

	Additional Information
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Eastern Montana/Dakotas Annual Experience Record
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Description automatically generated]Employee & Supervisor MUST sign before it is entered into IQCS.
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Eastern Montana/Dakotas District  MT-EMD 2024 
AD Employee Expectations       
           


I have read, understand, and will follow to the best of my ability the Eastern Montana/Dakotas District AD Employee Expectations and Guidelines.


Printed Name: 	


Signature:	Date 	




This page must be signed and turned in to the Hiring Official before you can take your first assignment.  If you have any questions or concerns, please discuss them before you sign this document.
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NWCG Single Resource Casual Hire Information

CASUAL INFORMATION
Casual’s Name (print): Ann X. Ample Phone #: 406-123-4567 Start Date: 06/07/22
Point-of-Hire:  City: Somewhere State: MT ECI #:123000456

HIRING UNIT INFORMATION
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HIRING UNIT INFORMATION

Office Name: Eastern Montana/Dakotas District Hiring Location (example: ID-BOF): MT-EMD

Hiring Official’s Name (print): Scott McAvoy Phone #:_406-233-2900
POSITION INFORMATION

Job Title: MXMS AD Class: G AD Rate: $.29:04 Request #: 0-24 FireCode: 1137

Incident Order # (example: ID-BOF-000423): AK-TAS-000001 Incident Location (City/State): 10K, AK

Hiring of emergency personnel may be made according to the provisions of the current Administratively Determined Pay Plan
for Emergency Workers when any of the following conditions exist. Reference the Pay Plan for specific determinations.

O 1.To fight an ongoing fire.
2. Unusually dry period or fire danger is high to extreme.

3. Provide support to ongoing incidents to include post-incident administration (dispatch, warehouse/cache, administrative support)
normally not to exceed 90 calendar days.

Place firefighters on standby for expected dispatch.

Temporarily replace members of fire suppression crews or fire management personnel who have been mobilized to incidents.
Attend emergency incident training.  Course Title:

= O

Instruct emergency incident training when all other methods of hiring and contracting instructors have been exhausted.
Cope with floods, storms, or any other all-hazard emergency.
Carry out emergency stabilization work when there is an immediate danger of loss of life or property.

ooooooao
© @ N ;o

10. Following a natural emergency, develop plans, and manage emergency stabilization efforts.
11. Meet FEMA mission assignments.

12. Provide public awareness for an emerging or projected incident, event, or situation.

13. For hazardous fuel reduction projects (excludes mechanical or chemical treatments).

ooao
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TRAVEL/TRANSPORTATION/SUBSISTENCE

Travel for casual hires will be processed in accordance with Federal Travel Regulations, AD Pay Plan, and agency policy.
Casual is entitled to transportation to and from the incident: 1 No & Yes
Transportation method:

Airline

B POV Mileage Reimbursement Authorized: B POV - TDY (higher rate) or I POV - Agency Vehicle Available (lower rate)
® Rental Vehicle (must be on resource order): Rental provided by: @ Casual or [ Government

[ Other (such as bus, gov't vehicle, EERA):

Subsistence:

If Casual Is Subsisted by the Government, Those Expenses Shall Not Be Claimed on a Travel Voucher.
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I understand that I am being hired under the terms and conditions of the Administratively Determined Pay Plan for
Emergency Workers.

Casual’s signature (required) Date.
Hiring official’s signature (required). Date.
Distribution: Follow agency hiring procedures.
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e ek A s
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1QCS Fire Experience Record
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NERV (National Emergency Rental Vehicle) Payment Cover Sheet
**This sheet is required to be completed and submitted for EACH vehicle rented through NERV**
REMIT COMPLETED PACKET TO:
Scan and Email entire package to: SM.FS.NERV@usda.go

ov RESOURCE HOST DISPATCH OFFICE & PHONE #:
Package must be in PDF format, and combined into one file with this
naming convention: ENTERPRISE RENTAL AGREEMENT # (0n rental agreement from Vendor - example: SK910V):
AB-CDE-000000_0-1-Plate#
(Incident #_Resource Order-License Plate #) VEHICLE LICENSE #, MAKE & MODEL:
*Incident Number used at time of reservation*
PDF Format ONLY - NO JPEG's or Pictures! BEGINNING MILEAGE:
* This cover sheet is to REMAIN WITH THE VEHICLE until it is ready
to be returned to Enterprise.

Itis the responsibility of each operator/host agency to ensure this sheet s filled out for each incident.

The last operator or host agency is responsible for submitting the package to NERV. DO NOT LEAVE YOUR PAPERWORK WITH
ENTERPRISE. Please see above for where to e-mail your documentation.

RESOURCE OPERATOR or PERSON RESPONSIBLE
INCIDENT NAME INCIDENT NUMBER ORDER # STARTDATEON | END DATE ON JOB CODE FOR VEHICLE
(ex: OR-DEF-000146) (E4/0/Ch o A INCIDENT INCIDENT (on resourceorder) | (PRINT NAME & EMAIL ADDRESS)

on resource order)

0 REQUIRED SUPPORTING DOCUMENTS TO INCLUDE WITH THIS PAYMENT COVER SHEET
* Resource Order(s) for EACH Incident the vehicle is utilized on.
+ Rental Agreement from vendor (provided at the time the vehi

picked up or delivered).
Copy of Inspection from Ground Support (Only if there was inspection done — not required).
ALL Documentation of Damage (include pictures, damage report, accident report and contact names/numbers for all involved).

Questions? Email: SM.FS.NERV@usda.gov





image22.png
Billings




