2003 INTERAGENCY INCIDENT

BUSINESS MANAGEMENT GUIDELINES

For

Wasatch-Cache National Forest

Bureau Of Land Management

State of Utah

State of Wyoming

Following are Interagency Incident Business Management Guidelines for Incident Business Administration (IBA) activities for the Wasatch-Cache National Forest (W-C NF), Bureau of Land Management, State of Utah, and State of Wyoming.  These guidelines are provided to support Incident Management Team (IMT) operations and to provide consistency in incident business management operations throughout the units. Deviation from these guidelines will be negotiated with the Incident Business Advisor or Agency Administrator prior to use of a different procedure or guideline.

Incident Business Advisor (IBA)

Delegation of Authority. The following personnel or assigned IBA/s are the delegated Incident Business Advisors for their organizations:

Wasatch-Cache Forest Administrative Officer, Gloria McCabe - work phone (801) 524-3910; cell phone (801) 231-6142; home phone (801) 568-7750 or assigned IBA, is the delegated IBA for the Wasatch-Cache NF.

BLM Administrative Officer, Nancy Allen - work phone (801) 977-4320; cell phone (801) 201-2205; home phone (801) 568-1241 or assigned IBA, is the delegated IBA for the Bureau of Land Management.

State of Utah Incident Business Advisor, Jane Martinez – work phone (801) 538-5427; cell phone (801) 541-6764, or assigned IBA, is the delegated IBA for the State of Utah.

State of Wyoming Business Advisor, Lynda Berckefeldt – (307) 777-6549,

1100 W. 22nd St., Cheyenne, WY  82002-0486  FAX (307) 777-5986, is the business management contact for the State of Wyoming.

During above primary IBA absence’s, any of the following may be delegated Incident Business Advisor responsibilities, depending on their availability: 

Name

Position
Work Phone #
   Home Phone #           Cell #
Paul Gauchay         Uinta NF, A.O.
       (801) 342-5136
   (801) 226-3371      (801) 361-6448

Marylea Lockard     W-C NF, B&F Offcr          (801) 524-3918
   (801) 968-6817      (801) 643-4774

Murl Rawlins
     UT ST, FEPP Mgr            (801) 538-7487
   (435) 654-4148      (801) 560-7783

Don Allen
     BLM, Equip/Supply          (801) 977-4321  
   (801) 250-1103      (801) 971-6594

Rita Criger
     BLM, Fire Bus Mgmt        (801) 977-4340
   (435) 723-2429      (801) 230-1295

An off-unit Incident Business Advisor may be called in to assist during periods of excessive fire activity.

In-Briefing/Closeout

The Incident Business Advisor (IBA) and/or Agency Representatives will participate in the team briefing and closeout of each assigned Incident Management Team. The IBA and Agency Representative will meet with the Incident Management Finance Section at the beginning of an incident to discuss expectations and local protocol. At the end of the incident, the Incident Business Advisor and/or Administrative Officer will provide a verbal assessment of (1) commendable performance, (2) things that went well, and (3) things needing improvement.

The final Incident Finance Package will meet the standards outlined in Chapter 40 of the Interagency Incident Business Management Handbook.
Responsibilities.

The focus of the Incident Business Advisor is as a liaison between the Interagency Unit and Incident Management Team. She/he will make visits to any established incident command post, R&R facilities, staging areas, expanded dispatch, buying unit centers, and other incident support centers to facilitate communication and successful incident business practices.  Most visits will be prearranged with the perspective personnel at each site.  Technical specialists will accompany the Incident Business Advisor to assist in specific areas of concern. For example, the Budget and Finance Officer and/or Acquisition personnel would attend a visit concerned with equipment rental agreement payments.

The Incident Business Advisor will provide all incident support activities with telephone number(s) to ensure 24-hour service for any business management assistance. 

Organization and Communications

Names of the individuals responsible for counterpart activities on the incident are to be provided to the Incident Business Advisor for contact purposes.  (See Appendix B)

As a minimum, the Finance/Administration Section Chief (FSC) and Incident Business Advisor will establish a set time for daily communications for information exchange and to report current progress of incident business management operations.

Note: It is recommended that the FSC contact the Incident Business Advisor after the Incident Management Team has been notified of release from the incident, to ensure all transitioned financial processes have been finalized, and to check on the status and condition of payments processed by the Finance Section. Follow-up will also be made following fire payments to provide information on fiscal, procurement, etc.

The Procurement Unit Leader (PUL) should communicate with the Supply Unit Leader and Buying Team leader throughout the incident. The open flow of communication between these parties will facilitate acquisition needs, as well as property tracking.

Procurement

Upon arrival on incident unit, the Finance Section (PUL) will be given a Forest Incident Service and Supply Plan. If available, W-C Forest Purchasing Agent-JoAnn Sanders, BLM-Don Allen or Utah State-Murl Rawlins will deliver the book, in person, to discuss information provided in the plan.

Name


  Work


     Cell

                    Home

JoAnn P. Sanders     (801) 524-3922    

(801) 510-2888

Don Allen                  (801) 977-4321 

(801) 971-6594 
   
 (801) 250-1103 

Murl Rawlins 
        (801) 538-7487 

(801) 560-7783
    
 (435) 654-4148

Rita Criger
        (801) 977-4340

(801) 230-1295
    
 (801) 723-2429 
Included in the Fire Service and Supply Plan are:

· Forest Procurement Procedures 

· Interagency Procurement Organization Info

· Emergency Services information (including APMC information) 

· Listing of Emergency Equipment Rental Agreements (EERAs)**
· Local interagency agreements and operating plans

· Personnel (Interagency Incident Business Management HB, Chapter 10)

· Acquisition/Procurement (Interagency Incident Business Management HB, Chapter 20)

· National Wildlife Coordinating Group HB (Rocky Mtn/Great Basin Supplement)

· Blank Forms

· Local Service/Supply Vendors (including Blanket Purchase Agreements) 

**Copies of the individual emergency equipment rental agreements can be obtained from Acquisition after it is determined what agreements are being used on a specific incident.

Many of the normal restrictions on purchasing supplies and services apply when buying for incident operations. Some exceptions exist, such as commissary items and items in lieu of per diem necessary for operating an incident camp. Procurement personnel should consult with the Incident Business Advisor before purchasing items of questionable nature or questionable quantities.

The agencies, interagency units have a list of supplies and services that are either restricted from purchasing, or limited in some manner.  This list is included as Appendix A.

Meals and motel rooms will be purchased on a BPA or on a government credit card and cross-referenced with an S# from an Incident Supply Resource Order.

Buying Team Procedures

As a minimum, when an Incident Management Team is assigned to the area, a unit Buying Team will be established.

The Administrative Officer and/or Incident Business Advisor will determine when a Geographic Area Buying Team will be ordered to replace the unit’s Buying Team. The unit’s Buying Team members may be included in the organization of the Geographic Area Buying Team, depending on availability. When a Geographic Area Buying Unit is assigned, the operating procedures described in the National Interagency Buying Team Guide will be followed, along with any applicable Geographical Area supplements.

The Incident Business Advisor and/or appropriate official will consult with the Incident Management Team/expanded dispatch to decide when to release a Buying Team. 

Buying Team Leader should visit the incident administrative sites and establish open lines of communication with the incident supply unit and the incident procurement unit leader. Establish a direct ordering system between the supply unit and the buying team to expedite procurement resource orders. On those incidents where a direct ordering system is not practical, orders should be processed through expanded dispatch. Items available through the national cache system should be ordered through established channels.

The Buying Unit Team/s will be physically located in the Conference Room at the Salt Lake Interagency Fire Cache Center/W-C Work Center, 1729 West 500 South, Salt Lake City.  The telephone number is (801) 908-1900.

Cellular Phones:  If an individual (whether on team or single resource) has a cellular phone with them from their home unit, approval for the use of the phone during the assignment must be received from the incident agency in order for the cost of the telephone charges to be billed back to the incident.  A resource order number must be issued for documentation and approval, and a copy attached to any billings submitted for reimbursement.  Reimbursement will not occur without the proper documentation.

Rental Cars:  Rental cars may not be leased or rented without prior authorization and a resource order number.  The Agency Administrator (or representative) has authority to limit the number of rental cars.
Land Use Agreements:  Before land use agreements are finalized, coordination will take place with the host unit including the designated Agency Representative and the Contracting Group Leader or designee.  This is particularly important because of local relations and that final closeouts of these agreements fall back to the local Forest to administer after the Team leaves.

Equipment Inspections and Releases:  Equipment ordered for the incident will normally report to the Wasatch-Cache Work Center located at 1729 West 500 South, SLC where inspections will be performed and paperwork will be signed prior to reporting to the incident.  Operators should report with inspections papers.  If not, coordination needs to take place with Expanded before putting them to work. Release inspections will be performed by the team and payment invoices signed by the Contractor prior to release from the Incident or transfer to another incident.  If the team cannot complete this, Expanded will be notified so coordination can take place with the Forest.

PUL’s, with delegated authority, are responsible for settling all claims involving equipment agreements at the incident. The PUL or finance/administration section chief shall coordinate with the buying team any claims that cannot be resolved at the incident.

OUT OF “GEOGRAHPIC AREA” EQUIPMENT:  DUE TO A NUMBER OF PRE-SEASON AGREEMENTS IN OUR ZONE OF INFLUENCE (which includes the Uinta NF/Utah Valley area) WITH OUR CONTRACTORS, NO “OUT OF GEOGRAPHIC AREA” CONTRACTORS (I.E. FIRE CHASERS) ARE ALLOWED.  If the Buying Team is unable to procure the needed equipment within a reasonable timeframe, and prior approval is obtained from the IBA, the IMT will not sign up any non-dispatched equipment that show up at fire camp.  If the IMT determines they need the equipment because it is already on the fire and it meets their needs, an order will be placed with Expanded Dispatch with a notation it is already on the fire and is outside the zone of influence.  The Buying Team will check local sources for possible replacement and if no local equipment is available, the PUL or Buying Team will complete the necessary paperwork to sign up the equipment utilizing the Rocky Mountain/Great Basin equipment rental rates (unless current EERA rates are determined to be reasonable), perform the inspections, and bring the shift tickets up-to-date. 

Property Management

The Interagency units expect the Incident Management Team to place a high priority on property management. Included in this expectation is the need for the Finance Section to review property issuance (including gas/oil/wcf/other), sign out, and return procedures to ensure proper accountability. The buying team leader should assume responsibility for coordinating with the incident on property tracking. Buying teams are responsible for ensuring that accountable property, which they have purchased, is tracked and that information is available to the Forest for record keeping purposes.

During the demobilization process, Forest Service form AD-112 or agency specific form will be processed for items not returned to supply. The employee’s supervisor prior to demob will sign these forms.

For property items not returned by vendors assigned to the incident, a system will be incorporated to ensure the value of missing items is deducted from the payment invoices.

All property treated as replacement will be so described on Forest Service form AD-112, Waybill, or left on the incident for rehab or mop up (manifest to the incident unit). All property left on the Forest at the close of the incident, will be properly transferred on Forest Service form AD-107 or agency specific form.

Commissary

National Contract commissaries are established and available through the resource ordering process. Due to the need for efficiency and cost effectiveness, contract commissary operations should be used whenever available. Force account commissaries should be used only when contract commissaries are not available. The commissary process may also be used on a case-by-case basis if individuals need emergency replacement, such as prescriptions or required personal items. 

The FSC is designated as the contract commissary Contracting Officer's Representative (COR). The FSC should establish a commissary-operating plan with the contractor when the commissary arrives at the incident. The contractor should have a copy of the current contract for the FSC's use. If not, a copy of the contract should be obtained from the appropriate Contracting Officer (CO). Near the end of the commissary operations the FSC should complete the evaluation form in the contract and forward a copy of the evaluation to the appropriate CO for use in future contract award evaluations.

The commissary contract lists mandatory items, optional times (which may be supplied at the discretion of the contractor), and prohibited items.

Additional items, such as tents and logo t-shirts, hats, etc. may be supplied with the approval of the FSC.

Force account commissary operations will supply items described in the Interagency Incident Business Management Handbook. Toiletries (toothpaste, shampoo, deodorant, etc.) will be sold in the force account commissary items; however, some personal hygiene items may be issued, free of charge, in the Medical Units. 
Compensation for Injury and Agency-Provided Medical Care (APMC)
The agency specific representatives to contact for compensation and medical treatment issues are:

Name



Position

Work Phone #

Home Phone #
Jane Martinez
  
UTS Revenue Tech
(801) 538-5427
     
(801) 968-6338    C# 541-6764

Elayne Broadhead    
FS Pers Mgmt Speclst
(801) 524-3911

(801) 773-6375

Sandy Percorella      
FS Pers Mgmt Speclst
(801) 524-3912

(801) 280-9649

Melanie Whitesides 
FS Pers Mgmt Speclst
(801) 342-5123

(801) 465-0666    C# 710-2450

Rita Criger

BLM Fire Bus Mgmt 
(801) 977-4340
 
(435) 723-2429    C# 230-1295

Don Allen

BLM Equip/Supply
(801) 977-4321

(801) 250-1103    C# 971-6594

Nancy Allen

BLM Admin. Officer
(801) 977-4320

(801) 568-1241    C# 201-2205

Lynda Berckefeldt
Wyo. State Forestry       (307) 777-6549

Office locations are as follows: USFS Supervisor’s Office, 125 South State St., Fed Bldg. Room 8219, Salt Lake City; BLM Salt Lake Field Office, 2370 S 2300 W, Salt Lake City; and UTS Utah Division of Forestry, 1504 W North Temple, Suite 3520, Salt Lake City.  All required copies of injury compensation forms will be forwarded to appropriate agency, as soon as possible, for disposition. The Incident Management Teams Comp/Claims Unit Leader ensures all original documents are forwarded to the employee's home unit.

All medical services, APMC agreements, physicians, burn center; forms, etc. are included in the Emergency Incident Acquisition Plan that will be given to all Finance Sections. If the plan is not readily available, contact the assigned Buying Unit, Forest Human Resources or Forest Purchasing Agent, in the same office for a copy of the information.

Information Systems Management

The Forest will provide the requested computer needs available to them. Although the computer system may be used in support of the incident, it remains under the control of the Administrative Officer and Computer Specialist.                                                

Following is a list of Interagency computer personnel and their home telephone numbers.  They are available as needed and can be contacted at home or the office.  The Forest Computer Specialist, Stephanie Chandler should be contacted first.

Name

       Position                    Work #                     
Home #

    Cell #
 
Stephanie Chandler
   FS Computer Spec.    (801) 524-3924
       (801) 484-0306

Diane Harley

   FS Computer Ass’t     (801) 524-3925         (801) 476-9582
(801) 554-3545
 

Jonathan Higbee
   FS Computer Ass’t
(801) 524-3927
       (801) 278-4249
(801) 824-0938
 

Gina Bald

   FS Computer Analy    (801) 908-1919

David Hollins

   Eastern Great Basin   (801) 531-5320
       (801) 363-4257
(801) 560-8042

Jay Cram

   BLM Computer Spec. (801) 977-4324
       (801) 572-4393
(801) 201-2205

Roger Nichols

   BLM Computer Tech
(801) 977-4346
       (801) 756-9383
(801) 558-8055

Cost Containment Practices/Procedures

The following guidelines are to aid in ensuring a more effective method for tracking fire costs and increasing accountability.

· Incident Business Advisors will be assigned to all Type I incidents and Type II incidents 

· Additional cost containment support positions (in addition to the Incident Business Advisor) will be assigned to the incident when the incident exceeds $12-15 million.

· Action will be taken where necessary to ensure costs are appropriate and reasonable.

· Ensure timely reporting of costs and that obligations and payments are accurately captured and reported in the appropriate accounting systems.

· Provide administrative and financial information as a regular part of daily briefings with the Incident Management Teams, Agency Administrator, Incident Business Advisor and Buying Team.

· The use of rental cars for single resources should be the exception.

· Properly documented incident accruals (RC documents) will be entered into FFIS within 72 hours of the beginning of an incident and updated daily when new activity occurs.

· Incident Teams will send daily cost information to the incident unit.

· Incident teams, incident units, paying units, and payment centers will work together to capture and monitor all accruals in the FFIS system within 72 hours.  

Agency Payments Process

A representative from the Budget/Fiscal Section and Acquisition will visit all assigned Finance Sections to ensure accuracy of payment processes. If available, these employees may actually work in the Finance Section as time permits. 

Invoices are to be forwarded to Budget/Fiscal or Acquisition, as soon as completed, to ensure timely payment to vendors and contractors. Invoices submitted at closeout of the incident are to be hand-delivered to the Budget/Fiscal Section by a Finance Section employee who will be able to discuss incomplete payments or those requiring additional clarification.  After review, ALL EERA payments will be sent to the R4 Payment Center in Ogden, UT for processing.

AD-5 Rates

AD-5 rates will be determined on the basis contained in the Interagency Incident Business Management Handbook and pre-established rates in the Geographic Area AD-5 supplement to Chapter 10.

Any deviations from these established rates will be rare and will be submitted in writing by the Incident Commander. The IC, IBA, or Agency Representative must have made prior approval.

End of Pay Period Time & Attendance Reports

All assigned Finance Sections will contact the Incident Business Advisor to determine the most efficient and effective means for processing/communicating pay information at the end of each pay period.

Law Enforcement  All criminal investigations will be conducted by the assigned criminal investigators and law enforcement officers, and can be supervised by one of the Interagency Law Enforcement Officers.  Names and district coverage are as follows:

Name


    Units Covered
           Work #              
Cell #
Linda Peterson       
 Ogden RD
                  (801) 745-1660       
        (801) 726-2360     

Daryl Scheidel       
 (Kamas,Ev/MtnV RDs)       (801) 733-2667
        (801) 

Cheri Lang      

 Logan RD   

     (435) 755-3620
        (435) 756-0612

Greg Knox                 
 Salt Lake RD

     (801) 733-2668 
        (801) 643-4759

Randy Griffin          
 BLM-13B21

     (801) 977-4314
        (801) 550-1007

Aaron Kania

 BLM-13B22

     (801) 977-4315
        (801) 541-8799

(add State LEOs)     

Law Enforcement (claims, motor vehicle accidents, etc.) will by done by law enforcement or finance personnel assigned to the incident. Also, other law enforcement work (security, traffic control, etc.) will be assigned to the incident.
(Updated 4/8/03)
Appendix A

LIST OF RESTRICTED OR LIMITED SUPPLIES/SERVICES

FOR

WASATCH-CACHE N.F. – INCIDENT OPERATIONS

The following items are either restricted from purchasing, or limited in some manner, during incident operations on the Wasatch-Cache NF.  Any assigned Buying Unit Team will refer to this list when purchasing supplies and services for incident operations.

1. Restricted from purchasing for incident operations:

a. Alcoholic beverages of any type

b. Clothing with special or specific printing or coloring (logo T-shirts, hats, etc.).  Also, bathing suits or other special clothing to be worn in R&R centers and/or incident camps.

c. Pillows or sleeping bags (other than regular GSA type).

d. Orchestra, bands, or other paid entertainment.

e. Flowers or plants

f. Orders for specific magazines, newspapers, or other literature.  Newspapers will be limited to 25 copies/incident/day.

g. Mounted storage boxes or tires for WCF vehicles or rentals (unless damaged during incident operations.

h. Motor homes

i. Extravagant or specialty foods (for force account kitchen operations):

(1) Expensive steaks, when less expensive cuts are available.

(2) Seafood or fish.

(3) Specialty or exotic foods

(4) Special brands of foods

(5) Ice cream, birthday cakes, or other special occasion foods.

j. Barbers and beauticians (hired under AD Pay Plan)

2. May be purchased or rented, but with the following limitations:

a. Chairs (keep orders to minimum numbers – recommend benches if possible

b. Movies – VCR’s, films, projectors, screens, etc.  (May be rented in a limited number upon approval of Incident Business Advisor or Administrative Officer.

c. Pickups or sedans without operator (may be rented in a limited number for Overhead personnel use only).

d. Trailers (to be used for office use only; not for sleeping purposes).

e. Cots (additional to those supplied through the cache system).  Any order will be approved by the I.C. or Safety Officer, and will be justified for health and safety purposes.

f. Laundry service (may be purchased after approval by Incident Business Advisor – justification will be based on health and safety reasons.

NOTE:  Exceptions to this policy will be approved by the Agency Administrator, Forest Administrative Officer, or assigned Incident Business Advisor.

PAGE  
1

