

EXHIBIT 12

BUYING TEAM TRANSITION/CLOSE OUT DOCUMENT 

The purpose of this document is to guide the team leader in preparing a transition document, which will relay to the incoming team procedures and arrangements that are already in place.

INCIDENT NAME: (Insert)
INCIDENT NUMBER: (Insert) 
INCIDENT ACCOUNTING CODE AND OVERRIDE: (Insert)

National Buying Team: (Insert) 



I. Buying Team Information: 

Team Duration Date(s):	August 1 – August 14, 2017

Roster and Contact Information:	
	
	 
	Name
	Position Code
	Last 4 of cc
	Phone
	Email

	1
	
	BUYL
	
	
	

	2
	
	BUYM
	
	
	

	3
	
	BUYM
	
	
	

	4
	
	BUYM
	
	
	

	5
	
	BUYM(T)
	
	
	

	6
	
	BUYM(T)
	
	
	

	7
	
	BUYM
	
	
	

	
	 BUYT Fax Number
	 
	 
	 
	 BUYT Email Address




BUYING TEAM SUPPLY NUMBER BLOCK ASSIGNED:	S-5000
[bookmark: _GoBack]
LAST NUMBER USED BY OUTGOING TEAM:		S-5007	

HOW ARE ORDERS BEING SENT TO THE BUYT:
(Please indicate if a direct ordering system has been established or if all orders are being sent via Expanded Dispatch)
E#’s are being issued via Expanded Dispatch; S# are being issued directly from the ORDM to Expanded Dispatch

II. Incident Command Post Address (es):  

III. INCIDENT MANAGEMENT TEAM INFORMATION (for multiple incidents copy box)


	 Incident Name (If Complex fire):
	
	

	
	Name
	Phone
	Email

	IC
	
	
	

	IBA
	 
	
	

	FIN
	 
	
	  

	LOGS
	 
	
	 

	ORDM
	 
	
	  

	PROC
	 
	
	  



IS THERE A PHONE LIST AVAILABLE?   Yes, attached.
(Please attach when possible)


IV. LAND AND FACILITY USE AGREEMENTS

	Incident Name (If Complex fire):
	
	
	
	
	

	Resource Order #
	Vendor (Name on Agreement)
	Agreement Number
	Vendor Contact
	Phone
	Email
	Status

	
	 
	
	 
	
	
	

	
	 
	
	 
	
	
	

	
	 
	
	 
	
	
	

	
	 
	
	 
	
	
	

	
	 
	
	 
	
	
	

	
	 
	
	 
	
	
	

	
	 
	
	 
	
	
	

	
	 
	
	 
	
	
	

	
	 
	
	 
	
	
	

	
	 
	
	 
	
	
	




V. UTILITY SERVICES (TELEPHONE AND SATELLITE SERVICES)
(Please list water and waste services, electricity, telephone, data lines, satellite phones, ‘cellular on wheels’, and related resources in this section)
	Incident Name (If Complex fire):
	
	
	
	

	Vendor/ Provider
	Resource Order Number
	Location on Incident
	Vendor Contact Info
Name & Phone Number
	MISC INFORMATION: (passcodes, email associated, websites, min service requirement)
	Status (payments, etc.)

	 
	
	
	
	
	

	 
	
	
	
	
	

	 
	
	
	
	
	

	 
	
	
	
	
	

	 
	
	
	
	
	




VI. EMERGENCY EQUIPMENT RENTAL AGREEMENTS: See spread sheet tab 2

VII. COMMERCIAL AGREEMENTS: PENDING & ACTIVE
(Please list all items and services procured via commercial agreement slated for payment by Government Purchase Card or check.  Please use “Status” column to indicate transfer or payment plans at transition.)

	Incident Name (If Complex fire):
	
	
	
	
	

	Resource Number
	Equipment
	Location on Incident
	Vendor Name
	Vendor Contact Information Name & Phone Number
	STATUS (date delivered, frequency of payments, date of last payment)
	Outgoing Buying Team Assigned

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	





VIII. STANDING ORDERS: OPEN
 (Please list all resources that are being delivered in intervals or resources that will remain in use after the transition.  Include items such as newspapers, propane, hotel rooms, supplemental foods, meals, etc.)

	 Incident Name (If Complex fire):
	
	
	
	
	

	
	Resource Number
	Item
	Vendor
	Vendor Contact & Phone
	Frequency
	Ordered By
	Misc. Information:  (payments process, order notes, etc.)

	1
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	



IX. PENDING ITEMS: Items ordered, paid, but not yet received
(Please list items that are pending arrival by a new Buying Team or transition to a Type 3 Support Staff as well as orders that were placed by the Buying Team, but not yet received from the vendor).

	Incident Name (If Complex fire):
	
	
	
	
	

	
	Resource Number
	Item
	Vendor
	Vendor Contact & Phone
	Expected Arrived By
	Ordered By (BUYM)
	Misc. Information

	1
	 
	 
	 
	 
	 
	 
	

	2
	 
	 
	 
	 
	 
	 
	

	3
	 
	 
	 
	 
	 
	 
	

	4
	 
	 
	 
	 
	 
	 
	

	5
	 
	 
	 
	 
	 
	 
	

	6
	 
	 
	 
	 
	 
	 
	

	7
	 
	 
	 
	 
	 
	 
	

	8
	 
	 
	 
	 
	 
	 
	


 





X. SPECIAL PROCEDURES AND ITEMS OF NOTE
(Transportation procedures, briefings, meetings, conference call, codes for buildings, buying team email/passcode, INBA Schedule, and items of special notes)



XI. CLAIMS
(List claims that the Buying Team has received – if any, and if the claim has been resolved. List none if not applicable)

none




XII. COSTS
(Please identify the name, position, and method of contact for relaying cost information.)

	Incident Name (If Complex fire):
	
	
	
	

	 
	Contact Name
	Unit
	Phone
	Email
	Frequency & Time
	Incident Name

	1
	
	 COST
	 
	
	Daily
	

	2
	 
	IBA
	
	
	Daily
	

	3
	 
	Expanded Dispatch
	
	
	Daily
	









ATTACHMENTS

[bookmark: Check1]|_| Letter of Delegation
[bookmark: Check2]|_| Phone List
[bookmark: Check3]|_| Operating Guidelines
[bookmark: Check5]|_| Supplemental Food Policy
[bookmark: Check6]|_| EERA / LUA Numbering Log
[bookmark: Check7]|_| Commercial Agreement Numbering Log
|_| Individual Team Member Transition Documents (with bilateral signatures)
[bookmark: Check4]|_| _____________________________
PLEASE NOTE ANY ADDITIONAL INFORMATION BELOW:
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