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UNITED STATES DEPARTMENT OF THE INTERIOR
BUREAU OF LAND MANAGEMENT

Northwest Colorado District Office

2815 H Road

Grand Junction, Colorado  81506

In Reply Refer To:

1111 (CO-N00) I
March 7, 2014
EMS TRANSMISSION 03/07/2014
Instruction Memorandum No. CO-N00-2014-002
Expires:  09/30/2015
To:
All Northwest Colorado District Employees
From:
Associate District Manager
Subject:
Fire Timekeeping and Procurement Requirements
Program Area:  Fire Business Management

Purpose:  This Instruction Memorandum (IM) directs all Northwest Colorado District employees to the following standard fire timekeeping and procurement requirements.
Policy/Action:  This IM reiterates standard policy and practices for fire timekeeping and procurement, from the National BLM Incident Business Management Handbook.
Emergency Firefighter Time Report (OF-288), Crew Time Report (SF-261), or internally approved and attached fire timekeeping form will be used to document fire time for all Northwest District employees for local fires only.  Employees are required to have their OF-288, SF-261 or subsequent fire timekeeping form signed by the Fire Management Officer (FMO), Incident Commander (IC), Duty Officer or Fire Supervisor.  
Crew Time Report (SF-261), and/or Emergency Firefighter Time Report (OF-288) will be used to document fire time for off unit incidents.  These forms are the official record and will be kept on file with the home unit timekeeper and archived according to agency policy.
Timekeepers shall not validate a timesheet, if supporting fire documentation is not signed by the appropriate fire official or time officer, and submitted to timekeeper prior to validation timeframe.
Personnel who use the government charge card for procurement on fire assignment will attach a Resource Order and receipts with their charge card statements.
Retention of these timekeeping records is six years, or after a GAO audit, whichever occurs first.  However, since the Bureau of Land Management is under a records litigation freeze, records cannot be destroyed and must be maintained until further notice.

Timeframe:  This IM is effective immediately.

Budget Impact:  None.
Background:  To ensure all District personnel are in compliance with proper timekeeping and procurement policy and regulations.
Directives Affected:  None.

Coordination:  This IM was coordinated with Colorado State Office Fire Management personnel.

Contact:  If you have any questions, please contact Patty Luby, Northwest Colorado District Administrative Officer, at 970-826-5088, or pluby@blm.gov.
Signed by:

Authenticated by:
David Rosenkrance

Kerry Spetter
Associate Northwest District Manager

Admin Support Assistant
