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Deployment 

General reporting instructions are provided on the Resource Order Form, and SWCC Dispatch should always be 
contacted for current instructions when needed.  Before arriving in the Southwestern Region (Arizona or New 
Mexico), the Crew Boss should clarify with SWCC Dispatch what their initial reporting location is within AZ or NM. 

 
If dispatch is busy, leave a message and call them back if you don’t hear from them soon.  If you don’t get a 
dispatcher or the SWCC voicemail, there’s probably something wrong with your phone or your cell phone service. 

 

Submit finance documents ASAP 

The Crew Boss should ensure someone from their team or company emails nmswc_finance@firenet.gov with the 
contract, current rates & crew manifest ASAP upon receiving a 2025 SWCC Support assignment. 

 
 

 

Travel CTRs 

Upon crew mobilization from the Designated Dispatch Point, compensable travel to the reporting location starts. 

TRAVEL shifts must show 
• Start & Stop Travel TIMES 
• Start & Stop LOCATIONS 
• Time Zones 

 

All CTRs must be signed by the Duty Officer 

The SW IFG is a virtual finance section not physically present at an incident nor mobilization center.  For all 
incidents invoiced by the SW IFG for 2025 SWCC Support or otherwise, the CTRs will have concurrence with 
Operations by getting signed by the Duty Officer or if not applicable then SWCC or FS R3 Operations. 

 

mailto:nmswc_finance@firenet.gov
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Compensable Travel Time 

Finance can’t invoice more than 110% of the Google Map travel time.  If your crew encounters road blocks or 
traffic, best practice is to document the delay, for example by taking a screen shot with your phone of the map 
while you’re in route. 

 
 

 

No M&IE - 1st Day of Dispatch from DDP 
 

 
 

 

Lodging Receipts 

 Reimbursement can’t exceed double the GSA locality lodging rate for double occupancy www.gsa.gov 
 REQUEST E-RECEIPT FROM HOTEL – Unless they are handwriting a receipt, the hotel can email a receipt! 
 Must be valid proof of payment, not reservation hold notice 
 Must be itemized showing daily room rates, dates, and amount paid 
 If unable to submit valid lodging receipts during the assignment, wait until returning to your home office to 

scan and submit them all together 

http://www.gsa.gov/
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Lodging Rates 

Can be reimbursed up to double GSA locality rate for double occupancy. 

 
 

 

Meal breaks – Compensable while traveling to incident.  NOT compensable on 
STAGING, Severity, Prepo, etc. 

 
 

 

Local Travel 

 
 

 


