ELEMENT TITLE:  FISCAL MANAGEMENT – Park Level



             CHECKLIST #04

FISCAL MANAGEMENT – Park Level




    CHECKLIST #04


	Location:


	 
	Date:


	Respondent &
Title:
	 
	Reviewed By:
	

	Introduction:  This checklist and aide tools are used to evaluate the park’s administrative and fiscal components of the fire management program. 

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

	Element/Activity
	Code
	Remark

	1.  Review Allocation by activity to ensure expenditures and obligations meet funding authority.   Review documentation using reports to validate expenditures/obligation are with in Funding allocations and activity definitions.  Review current year expenditures/obligations against prior year accounts.  Review charges are appropriate for activity/subactivity charged.  Review that accounts are established correctly within activity guidelines.
   
	
	· 

	2.   Review Purchase Cards to ensure compliance with agency standards and policies.  Review available documentation to ensure that purchases are approved and appropriate for activity.  


	
	

	3.  Review Time/Attendance records to ensure compliance with agency standards and policies.  Review to ensure staffing charges follow the current year budget structure.  Regular time should be charged to base funding source for all preparedness.  Base funded fuels positions should charge regular hours for all fuels work to base account.  (Fuels positions can move base to emergency suppression.)  Ensure backfill authority is appropriate and charges are correct.

     Ensure that Time and Attendance records are complete.  
   
	
	

	4.  Travel management
     Ensure that documents are complete (TA and Vouchers) and appropriate for activity.  If Blanket Travel Authorizations are issued, do they meet bureau requirements?
	
	

	5.  Purchasing
Review all documents for appropriate purchases against activity.  Purchases are authorized and documented.  Agreements are valid and meet agency mandates.  Validate purchase are in support of the fire management program. 
	
	

	6.  Fleet management
     Review vehicle use and expenditures are with in activity guidelines.  Review that vehicle inventory meets agency and program management limitations.  
	
	

	7. Capitalized equipment
    Review to ensure that equipment was authorized and is appropriate for activity.  
	
	

	8. Casual Hires (ADs)

 Review paperwork and use of the AD authority for hiring emergency workers.  Rate is consistent with position as listed in the Interagency Incident Business Management Handbook.  Employees hiring ADs are aware of paperwork and documents needed to complete the emergency hire.
	
	


	Tool list

(Programs, reports and paperwork available to aid in the fiscal review process

	AFS3

	FFS Tables

	Budget Structure (Fiscal Year of review)

	RM18

	FireCode Business Rules

	Casual Hires (ADs)

	Severity authorizations

	Emergency Stabilization and Burned Area Rehab authorizations

	Purchase card logs

	Credit card statements

	Credit card receipts (Request the park have these available)

	Time and Attendance reports (time sheets)

	OF288 

	overtime authorization forms

	RNP444

	Purchase Requisition

	Third Party Drafts

	Purchase orders (liquidated or unliquidated)

	Service & supply plan

	Agreements (Interagency and Local Nonfederal)

	Property/inventory list


For the Program Review you will need to have the following items available for review.

	Checklist

Item #
	Documentation

	
	

	
	

	
	

	
	

	
	

	
	Required reference materials:

	
	Interagency Standards for Fire and Fire Aviation Operations (Review Administration Chapter)


	Personnel Interviewed
	Title
	Date Interviewed
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