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  Fiscal 2006 Year
Budget and Finance 

Annual Closing Procedures
(WILDLAND FIRE AND OTHER EMERGENCIES Incident Accrual and Obligation Procedures Only)
Incident Job Codes – Emergency incident job codes (P, G, H, S, and F) are established by Incident Finance Branch.  Incidents that start in FY 2006 and carryover into FY 2007 will retain the same job code; however, incident units must notify Incident Finance Branch 
5 – WILDLAND FIRE AND OTHER EMERGENCIES Incident Accrual and Obligation Procedures 
Incident Finance Branch processes all emergency incident related accruals, payments and billings.   

Incident Units (Incident Forests, Dispatch and Mobilization Centers, Caches, air bases and Incident Management Teams) should make every effort to assure reportable incident accruals and obligations are submitted at year-end.  

5.1 Incident Accruals and Payment Procedures

All emergency incident pay documents not received by Incident Finance Branch by September 24 must be reported as outlined below.

1. Incidents Utilizing ISUITE

Incident Management Teams are responsible to assure accurate reporting of Forest Service accruals daily to the Incident Finance Branch, ASC 

(asc ipc@fs.fed.us or Fax 1-866-816-9532) through 9/30 by submitting the COST Accrual Summary and Accrual Detail Reports to Incident Finance, ASC. 

On September 27 the IMT or the Incident Unit tracking costs via ISUITE COST Module will submit projected costs for September 26 through September 30.  Utilize the current Accrual Summary report to calculate projections for September 26 through September 30 and submit to the IPC. 

September 27 through September 30, continue submitting accrual reports daily to the Incident Finance Branch, ASC (asc_ipc@fs.fed.us or Fax 1-866-816-9532).  The Incident Finance Branch will adjust differences between the yearend estimates received on 9/27 and daily estimates on all Accrual Summary and Detail reports and post the Accruals in FFIS.

2.  Misc ABCD Incidents and other Incident Support Costs not tracked by ISUITE COST Module 

Miscellaneous ABCD incidents and other incident support costs incurred when no Incident Management Team is assigned are not being accrued on a daily basis (except for fixed-wing aircraft and full-service retardant).  However, all units must report yearend outstanding obligations and project costs to yearend.  R/S/As (WO/RO/SO headquarters) must insure that all FS costs are reported from Caches, Dispatch Centers, Mobilization/Demob Centers, air bases and any other units incurring reportable emergency incident costs not tracked in ISUITE COST Module at yearend.

Units are responsible for ensuring that reportable accruals and yearend estimates are submitted by COB September 27.  Report goods and/or services received and not paid (billed or unbilled goods and services) from individual vendors, regardless of dollar value.  Include goods and services received through September 26 and project costs for September 27 through September 30.

Use the enclosed Incident Obligation form to capture reportable cost information paid by Incident Finance.   

Workbook Links:

Please save the file to a local computer before inputting information.
FY2006 YEAR END INCIDENT OBLIGATION ACCRUALS WORKSHEET.xls
DO NOT report obligation and/or accrual costs information to Incident Finance that are reported to other payment branches in the Albuquerque Service Center.  Please follow yearend close procedures documented herein for any payments processed by the applicable ASC payment branches (such as utilities, leases and so forth).

Submit the Incident Obligation/Accrual form via e-mail to asc_ipc@fs.fed.us  by September 27.  Send supporting cost documentation WITH THE FORM under separate cover to ASC, Incident Finance, 101B Sun Ave NE, Albuquerque, NM  87109.

Following are examples, but not all inclusive, of reportable costs for obligation/accrual.

· State and Local Government Costs under Cooperative Fire Agreements (emergency suppression related costs for State, County, City or Rural departments) supporting emergency incidents must be estimated and reported as accurately as possible.  Units are strongly encouraged to start now working with trading partners to determine FS liabilities to assure all outstanding billings from partners are recorded prior to yearend.  

· Helicopter use costs (except required availability) including Call-When-Needed and Exclusive Use Flight Time, Extended Stand by for Pilots, RON, etc. contracted and paid by the FS regardless of jurisdictional agency.

· Department of Interior Aviation Management Directorate (previously OAS) costs utilized on Forest Service Incidents.

· Emergency Equipment Use Invoices not reported already via ISUITE COST Module

· Cache Transportation Contracts paid by the Incident Payment Center, Ogden, UT (some of these contracts are paid by the ASC) 

NOTE:  Accruals related to Military and International Personnel will be captured by NIFC and report to Incident Finance for proper recording.

5.2 CASUAL PAY (Emergency Firefighter Time Report – OF-288)

1.  Casual Pay Incident Unit Responsibilities

Incident Units shall close out all Emergency Firefighter Time Reports - OF-288’s (partial or final) by September 22 and overnight mail (Mark Saturday Delivery) to:

USDA Forest Service

Casual Pay Center – Room 1114, 

324 25th St.

Ogden, UT  84401 

Phone 801-625-5493

Estimated costs for all casual time earned and not submitted by September 30 shall be reported in the attached Excel format and emailed to EFF Pay@fs.fed.us (note space between EFF and Pay) or faxed to 801-625-5862.    Ensure the estimates are e-mailed with the phrase “casual estimates” in the subject line of the e-mail. 

Workbook Links:

Please save the file to a local computer before inputting information.
FY2006_YEAR_END_INCIDENT_OBLIGATION.xls
Do not include casuals hired and paid by other agencies in your estimates.  

After September 22, units may continue to express mail OF-288’s to the Casual Pay Center.  For each batch submitted from 9/22 to 9/30, submit the Casual Estimate spreadsheet via e-mail to EFF_Pay@fs.fed.us (note space between EFF and Pay).  The subject line should include the batch number that matches the batch number in the approving memo for OF-288’s submitted.   Include a copy of your casual estimate spreadsheet with the approving memo and batch of OF-288’s submitted.  The list should match what is submitted in the batch.  Incident Finance will use these spreadsheets to estimate the obligation if the payments aren’t processed by September 30. Submit estimates only once.  The CPC will use the e-mailed spreadsheets to develop a master spreadsheet to use for year-end obligation.
The Casual Pay Center will continue to process casual payments until the cutoff for DOI’s Casual Pay System – estimated date September 27, 2006.  The turnaround for processing payment for casual pay has been two days and every effort will be made to process all payments received prior to the cutoff date.  OF-288’s not processed for payment will be obligated by the CPC.
5.3 Reimbursable Incidents

Incident Finance (asc_ipc@fs.fed.us) has the primary responsibility for emergency incident billings under State Cooperative Agreements and the National Response Plan for FEMA.  

1.  Reimbursable Incidents - Incident Unit Responsibilities:

Validate all reimbursable and cost share incidents to the IB, ASC by August 1 and September 15.  Include a copy of the cost share agreement when reporting cost share incidents.

Incident Finance will provide a spreadsheet listing all unbilled FY06 job codes from October 1, 2005 through June 30, 2006 and distribute to Regional contacts for validation.    Regional Contacts will validate which job codes represent reimbursable activity on the spreadsheet and return to Incident Finance no later than August 1.  A second spreadsheet representing all July and August 2006 FY06 codes will be distributed to Regional contacts for validation by August 30.  Regional Contacts will validate which job codes represent reimbursable activity on the spreadsheets and return to Incident Finance no later than September 15.    A final spreadsheet identifying job codes set up in September will be distributed September 15th for reimbursable incident validation.   The Regional contacts will identify all possible billable/reimbursable job codes not on the Incident Finance spreadsheet which include, but are not limited to, cost share incidents settled and unsettled and add those to the September spreadsheet which is to be sent to the ASC via fax (505-563-7996) no later than September.25th

FEMA yearend activity will be coordinated as appropriate between Incident Finance and Regional contacts as needed.
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