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Payment Procedures

The Unit’s Fire Management Officers (FMOs) are responsible for:

· Determining who is eligible for the stipend.
· Offering the stipend to all eligible employees including AD’s.
· Tracking who receives the boot stipend each calendar year.  

To ensure that duplicate payments are not made, supervisors of transferred employees should check with the employee’s previous home unit before issuing the annual stipend.  

The boot stipend payment is considered a taxable fringe benefit and shall be processed as follows:

Permanent Full Time Employees (PFT), Term, Career Seasonal, Pathways, and Temporary Employees

Preparedness and Hazardous Fuels Reduction (HFR) funded employees, submit boot stipend requests by mailing a completed FWS Form 3-206 (See Attachment 3) to the Interior Business Center (IBC) identifying the home unit cost center and the sub-activity used to fund the employee’s base salary with “00” as the regional identifier and the project code of FFBT0 for preparedness or use a W (WUI) or an N (Non-WUI) in front of FFBT (e.g. WFFBT or NFFBT) for HFR (FF.F31) project code.  

For eligible collateral duty employees whose base salary is non-fire funded, the annual stipend will be paid for using the applicable Preparedness or HFR funds.  If a collateral duty employee’s home unit does not receive preparedness or HFR funding, then the cost center for that employee should reflect the zone FMO’s home unit.  

Administratively Determined (AD) Employees

It is required to offer the boot stipend to AD employees hired into a position requiring a moderate or arduous fitness rating.  To process the boot stipend for an AD, the home/hiring unit should follow the steps below.

· Complete FWS Form 3-206 with authorized signature.  A digital signature is acceptable.
· Attach FWS Form 3-206 to casual’s Emergency Firefighter Time Report (OF-288). 
· Indicate in the Remarks/Commissary section of the OF-288 the current year, “Boot Stipend” and the amount of the reimbursable ($100). 
· Identify the cost string used to charge the boot stipend. 
· Send the FWS Form 3-206 and the OF-288 to the DOI Casual Payment Center (CPC).  

The Home/Hiring Unit Cost Accounting Code on the OF-288 shall include the hiring unit’s cost center, “00” as the regional identifier of Home/Hiring Unit, and the project code of ADBT0.  The Work Breakdown Structure (WBS) should reference either suppression (FF.F2) with project code ADBT0 or use a W (WUI) or an N (Non-WUI) in front of ADBT (e.g. WADBT or NADBT) for HFR (FF.F31) project code.

The CPC will track the entry to eliminate duplicate reimbursement in the same calendar year.
