	Southwest Incident Finance Expectations
FireNet/Incident Setup
· FireNet Email and Teams will be set up by local unit before team request or by the team’s Plans Section Chief or their preference based on their process.
· FSC will ensure all home unit incident business personnel are added to the Incident FireNet Fire Tracker on the home unit tab at the beginning of the incident and ensure that their names remain throughout the duration of the incident.
· FSC will ensure set up of a new incident within e-ISuite, give access to home unit IB personnel at the beginning of the incident and ensure their access remains throughout the duration of the incident.
· For cost share (multi-jurisdictional) fires - home unit IB personnel consists of Federal and State partners.
Inbox Management	
· All finance team members will use a FireNet email for electronic correspondence to resources.  CC the FireNet finance inbox when documents are attached, if not using the finance email.
· A finance workload tracker should be used to keep track of tasks.
· Flow is not authorized for use in the Southwestern Area.
· Documents received in the Finance inbox—including photos and JPEG files—will be downloaded from the email and converted to PDF format, then uploaded to the FireNet Finance Channel. 
· Files in the Uploads folder will be moved to the applicable resource folder.
· When Incident is transitioned to another IMT or home unit, Finance will ensure all emails are completed, leaving only those needing be addressed by the next team or home unit in the inbox. Ensure access is provided to next team and/or home unit IB personnel.

Meetings
· Inbrief with home unit IB personnel to review
· Local incident business guidelines
· Contact list of local POCs
· Jurisdictional Payment Center Address
· Trackers for the FireNet Incident, finance workload, AD Batches, and Equipment Batches
· Procurement process & status
· Service & Supply Plan
· Home unit email addresses to include on daily cost email
· Claims approval process, contacts & delegated claim approval limit to FSC/COMP
· Hospital Liaison contact list
· SW Incident Business field call schedule
· Expanded dispatch contacts

· Prior to demob, have a transition meeting with incoming team or Close-Out meeting with home unit IB personnel to review
· Ensure all demobed resource invoices are processed and on trackers 
· Transition list of remaining resources, issues, unprocessed and pending action items
· Contact list of outgoing finance leaders
· Ensure local finance and incoming team has access to finance inbox, Teams folders and e-ISuite
· Incoming finance section and/or home unit IB personnel will remove outgoing team’s access once they’ve demobed.

· IMT meetings
· FSC will attend the daily C&G and planning meetings
· Ensure a finance section representative attends daily morning briefings to answer resource questions, provide daily finance information, and distribute finance supplies (CTR, ST books etc.)
· FSC will ensure the AA, INBA, and home unit IB personnel are emailed a cost analysis by the end of the second operational period and then daily.

Home Unit Coordination
· Send payment packages to the appropriate agency email/payment center, based on the fire’s jurisdiction
· Type 2 IA Crews – ASC payment center (all agencies)
· DOI incident (BIA, BLM, FWS, NPS) – agency incident business POC (not a payment center)
· National Contracts – ensure Cost Unit folder contains the daily invoices the national contactor submits.
· Integrate local qualified finance personnel and trainees if the local agency communicates a need.
· Provide access to FireNet inbox, Teams channel & e-ISuite for home unit IB personnel at setup.

Files
· Follow the NWCG Standards for folder and file naming structure.
· Treat the File Structure as if this is only 1 incident, only 1 Working folder, etc.
· The Invoice Records will have a folder for each Incident Order #.
· Each resource order number should have its own folder, except for RO#s that are posted on the same invoice.
· Maintain all trackers: Finance workload tracker, AD Batch Tracker (both FS and DOI), Equipment Batch Tracker.
· Land Use Agreements must be closed out if no longer in use prior to team leaving; remaining LUAs must be transitioned back to the home unit to close out.
· All finance documents will be maintained in the Finance Channel.
· FSC will ensure all completed resource folders are audited and filed in folder 8 Ready for Final Finance eDoc box.  Home unit will do a final audit and move to final eDoc box.
· Payment packets/batches are placed in the DOI/State Payment folders when not sent to ASC.  The home unit will have access to process payments as needed during incident.
· Finance section and unit leaders will file a unit log for their area.
· All contract resource evaluations, including those for EERAs, should be collected and submitted to the applicable area.
· IMTs should process FS AD travel on the OF-288s whenever possible.



Batches
· Use the SW Equipment Batch Tracker for all contract resources, LUAs, and EERAs.
· When batching invoices, they must all be from the same incident to keep clear separation between incident records.
· Batch file should begin with the batch number first, so they file chronologically despite different incident Order #s.
· As payment packets are completed, immediately place them in the DOI/State Payment folders so that home unit IB personnel can check and process them timely.
· For ongoing incidents, Incident Management Teams (IMTs) must provide an opportunity for vendors to request interim payments after 14 days.
· Interim payments are encouraged every 14 days that a resource is assigned if the resource is expected to remain on the incident beyond 21 days. 
· DO NOT submit interim invoices for one-time payment Vendor Code Worksheet vendors.
· DO NOT combine multiple OF-286s in payment packets, even if vendor has multiple invoices. This ensures each invoice is paid and maintains proper documentation and audit integrity.
· Ensure all documents with electronic signatures are “flattened” by printing each signed document to a PDF file to prevent digital signatures from being lost.

e-ISuite
· If the incident already exists in e-Isuite, the FSC will work with the home unit IB personnel to get access and provide access to the incoming IMT Finance/Plans when transitioning to another team.
· The FSC will ensure a daily upload of IROC e-ISuite data is transferred to ensure all resources are being captured.
· Cost will be reported out of e-ISuite once it’s set up and populated.
· The data export is required daily.
Claims/Replacements
· For government property that is damaged or lost, the following items are required:
· OF-289 Property Loss or Damage form with Authorized Signatures
· ICS-213 General Message
· Pictures
· Damaged item
· An attempt must be made to have the property replaced by the cache before an S# is issued.
· Property requiring repair/replacement outside of the cache will be documented accordingly.
· If the incident causes damage or loss to an employee’s personal property, it will be documented in the claims log. 
· The employee will take the documents back to their home unit for claims processing and determination.
· Replacement and S#s aren’t allowed for employee personal property.
· The claim log will be kept within the Finance eDoc box. Damaged items will be returned to jurisdictional agency for credit.

Finance Documentation
· All incident personnel will report time on a Crew Time Report (CTR) or Emergency Shift Ticket (ST) signed and authorized by the immediate incident supervisor. 
· The incident supervisor will add their resource order number next to their signature if handwritten.
· Electronic documents will be in a PDF or Excel – no jpegs.
· Documents with electronic signatures will be flattened.
· Paper documents may be accepted, scanned, uploaded, and returned to resources. 
· The final Fire Statement of Costs at time of departure is in the folder.
· The Comp Log will be the only documentation left in the eDoc box under Comp for Injury.
Logistics
· Ensure property items issued during the incident are tracked and returned to the cache or the local unit.
· Donations to local fire departments, schools, churches, shelters, etc. must be documented.
· Supply records should be documented within the incident FireNet.
· Logistical resources must be tracked, documented with STs, and demobilized.
· Pre-use and post-use inspections must be completed for all contract equipment.
· LUA requirements:
· Pricing and rates WILL NOT be discussed with the land owner.
· Need Start and Stop Shift Ticket/s
· Must attach pre-use pictures and maps of facility/land, notating any special concerns
· Post-use pictures and inspection / release of claims
· Claims requests are referred to procurement authority
· Open LUAs are identified to the home unit.
· The utilities must be disconnected, discontinued, and any remaining needs identified to the home unit.
· Provide a contact list of outgoing Logistics leaders.

Home Unit Incident Business Personnel
· Ensure the INBA has a Delegation of Authority from the AA, reporting location, and date & time needed.
· Include the expectations and incident finance transition feedback form in the home unit inbrief packet.
· Go over these documents with Finance after the inbrief during the section breakouts.
· Provide Comp/FSC/INBA claim approval amount if not specified on their Delegation of Authority.
· Attend briefings and meet with Finance when needed.
· Provide home unit contact information to the FSC.
· Provide Logistics with access to the Service & Supply Plan.
· Review the EPSO Trackers regularly to identify any concerns.
· Ensure the local FMO has regular updates on cost and issues.
· Ensure property that is purchased outside of cache gets returned to the district.
· Collect claim items to be returned to the national cache if possible (hosing, clothing, broken tools etc.), in coordination with Logistics.
· Provide additional help within finance if any trainees are in the district.
· Audit payment packets regularly, submit state/DOI invoices for payment timely, and then move them to the Finance Final eDoc Box.
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