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	Location:


	
	Date:
	

	Respondent:


	
	Reviewed By:
	

	Key Code:  E = Exceeds Standard    M = Meets Standard    NI = Needs Improvement    NR = Not Reviewed

	Description
	Code
	Remarks

	
	INCIDENT TIME AND ATTENDANCE
	
	

	1. 
	Incident time keeping:
A. Timekeepers are trained and available for incident timekeeping.

B. Timekeepers have established processes for timely submission of T&A’s when personnel are on incident assignment.
C. Payroll records are maintained in accordance with agency policy.

D. Incident overtime is coded correctly.

E. Work/rest and day off policy is monitored and documented

F. Management directed days off are documented.
	
	     

	
	GENERAL INCIDENT BUSINESS MANAGEMENT
	
	

	2. 
	The following publications and documents are current and readily accessible:
A. Interagency Incident Business Management Handbook and current supplements.

B. Geographical Area Supplements and IM/IBs.

C. FA, WO, State and NOC IM’s.

D. Interagency Standards of Fire and Fire Aviation Operations (Red Book).

E. National Interagency Mobilization Guide.

F. Geographic Area Mob Guide.
	
	     

	3. 
	Unit OWCP Coordinator is identified.
	
	     

	4. 
	Extended staffing and specific action plans are approved.
	
	     

	5. 
	Crew has been trained on accident/injury notification procedures (CA-1,2,16).
	
	     

	6. 
	A procedure for validating SMIS at the home unit organization is in place for casuals.
	
	     

	7. 
	Unit has identified a contact or individual to handle claims.
	
	     

	
	ACQUISITION
	
	

	8. 
	Procurement Support IIBMH Ch 20

A. Procurement capabilities of local personnel are identified (warrant levels, staffing)

B. Staff has incident business training and experience and can provide incident support as needed.

C. Process is in place to order additional support when capabilities are exceeded.

D. Staff have been identified that will work with and oversee off-unit Buying Teams.
	     

	     

	9. 
	Charge Cards:
A. A default code has been identified and procedures established to ensure incident charges are backed out and posted to the appropriate incident in a timely manner.

B. Crew chief option set has been established and personnel trained on policy.

C. A process has been established to ensure occasional crew leaders are moved to the crew chief option set.

D. Number of staff with purchase authority is adequate for incident support.
	     

	     

	10. 
	Crew supervisors are familiar with administrative issue and prepare proper documents as required:

A. Time and attendance

B. Crew time reports

C. Fire time reports

D. Travel forms

E. Accident/injury reporting (CA 1, 2, 16)

F. Credit card purchases and records

G. Fleet purchasing cards

H. Personnel are aware of the appropriate use the Working Capital Fund.
	     

	     

	
	COOPERATIVE/INTERAGENCY AGREEMENTS
	     
	     

	11. 
	Cooperative/Interagency Agreements are in place with appropriate cooperators (IIBMH Ch50, RB Ch8):  Agreements are current and maintained.  Copies are provided to Incident Mgmt teams as appropriate.
	
	

	12. 
	Procedures have been established for the payment/collection of these agreements.
	
	     

	13. 
	Cost Share Agreements Criteria for Cost Share Agreements are outlined in the Cooperative Agreement and/or the Annual Operating Plan or local agreements with local governments:

A. Signature Authority for Cost Share Agreements is identified.

B. A process is in place to monitor the billings/payments of Cost Share Agreements.
	     

	     


	14. 
	System of decision points is established to determine staffing levels for:

A. Requesting resources after closest forces have been exhausted using mob guide criteria.

B. Activation of local non-fire personnel.

C. Call-out of other local fire specialists.

D. Call out procedures for public affairs fire information officer.
	
	     

	
	CASUAL HIRING AND PAYMENT
	
	

	15. 
	Hiring and approving officials are designated.
	
	     

	16. 
	Approving official for THSP exception rates is designated
	
	     

	17. 
	A process to request casuals for local and incident support is established.
	
	     

	18. 
	Procedures are in place to validate a casual’s incident qualifications.
	
	     

	19. 
	A process is established to ensure that casuals complete the necessary payroll documents.
	
	     

	20. 
	Department of Homeland Security Form I-9 is completed within 3 business days of the appointment to verify eligibility of employment.
	
	     

	21. 
	Hiring procedure are in place to ensure the Single Resource Casual Hire Form, Incident Behavior Form and I-9 is completed at the time of each hire.
	
	     

	22. 
	Casual records are maintained in accordance with Privacy Act guidelines.
	
	     

	23. 
	Tracking process is established to identify casuals as hired, released or still under hire.
	
	     

	24. 
	Procedures have been established to track training and prescribed fire project hours.
	
	     

	25. 
	The use of Continuation of Pay is validated.
	
	     

	26. 
	Procedures have been established to handle travel reimbursement for casuals assigned off unit.
	
	     

	27. 
	Hiring official/time officer/approving official understand the role of the Casual Payment Center.
	
	     

	28. 
	The process has been established to review and audit hiring documents and timesheets prior to submission for payment.
	
	     

	29. 
	Approving officials are aware of the Casual Pay Datamart and what the system provides.
	
	     

	
	WEATHER
	     
	     

	30. 
	Spot Weather Forecasts:

A. Procedures for requested spot weather forecasts are outlined in the standard operating plan.

B. Trigger points are established showing situations needing spot weather forecasts.
	
	     

	31. 
	An individual is identified who knows the location and conditions of the fire weather stations. A current weather Station catalog available.
	
	     

	32. 
	The center has a person trained in National Fire Danger Rating System (NFDRS) or Canadian Forest Fire Danger Rating System (CFFDRS) assigned to data quality assurance responsibilities
	
	     

	33. 
	Seasonal inputs are maintained including:

A. Vegetative state.

B. Fuel moisture values.

C. Daily state of the weather observations.
	
	     

	34. 
	Weather data is being archived daily in WIMS.

	
	     

	35. 
	Weather information and observations are broadcasted and transmitted daily.
	
	     

	36. 
	Process is in place to communicate emergency weather information.
	
	     

	37. 
	Local and Geographic reference material appropriate to mission is available and current, including but not limited to:
This reference material can be available in hardcopy or electronic formats kept within the office and not requiring the web for access.

A. Local and geographic area mobilization guides

B. WIMS user guide

C. Aircraft identification guide(s). Can be government or commercially produced

D. Specific Action and Preparedness Guide

E. Vehicle/structure fire protocols

F. Request procedures for fires, EMS, SAR

G. List of burn centers identified with coordination complete

H. Hazardous materials inventories

I. Aircraft availability, ordering and authorities

J. Law Enforcement notification/dispatching procedures

K. Service/support plan

L. Local airports and heliports locations

M. Airtanker use procedures and use restrictions

N. Temporary flight restriction (TFR) procedures

O. Incident management team contacts and call-out procedures

P. Information Officer Contacts

Q. Source list for Material Safety Data Sheets
R. Local/area MAC group contacts and notification procedures
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	38. 
	National Reference Material is available or most recent version has been ordered.  All older versions are recycled.
This reference material can be available in hardcopy or electronic formats kept within the office and not requiring the web for access.

A. National Interagency Mobilization Guide, NFES 2092

B. Interagency Call-When-Needed Helicopter Contract

C. National Long-Term Fire Retardant Requirements Contract

D. National Incident Radio Support Cache (NIRSC) Users Guide, NFES 0968

E. National Fire Equipment Systems Catalog, NFES 0362 

F. Interagency Helicopter Operations Guide (IHOG)

G. Interagency Incident Business Management Handbook

H. North American Emergency Response Guidebook (DOT)

I. Interagency Airspace Guide

J. Fireline Handbook, NFES 0065 (March/2004)

K. Interagency SEAT Operations Guide (ISOG)

L. Interagency Air Tanker Base Operations Guide (IABOG)

M. Safety and Health for Field Operations, BLM Manual Handbook 1112-2

N. Airtanker Base Directory

O. National IHC Operations Guide

P. Aircraft, Crash, Search and Rescue Guide is complete and up-to-date

Q. Wildland and Prescribed Fire Qualification System Guide, 310-1 dated January 2006

R. Interagency Standards for Fire and Fire Aviation Operations, NFES 2724
	     

	

	39. 
	Operational area maps are current and accessible and include:

A. Jurisdictional boundaries

B. Aviation/flight hazards

C. Latitude/longitude/legal descriptions

D. Fire management zones
	
	The park needs to improve on the current and accessible part of this.
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