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PREFACE 

Applied Interagency Incident Business Management, S-261 is a suggested training 
course in the National Interagency Incident Management System: Wildland Fire 
Qualification System Guide (PMS 310-1). 

This course was developed by an interagency group of subject matter experts with 
direction and guidance from the National Wildfire Coordinating Group (NWCG) 
Training Branch. The primary participants in this development effort were: 

NWCG INCIDENT BUSINESS COMMITTEE 

NWCG TRAINING BRANCH 

The NWCG appreciates the efforts of these personnel and all those who have 
contributed to the development of this training product. 
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COURSE INSTRUCTIONS 
 
This section contains instructions and information essential to the course 
coordinator and instructors in making an effective presentation. Cadre 
members must read this section and be thoroughly familiar with course 
procedures and material before presentation.  
 
I. INTRODUCTION 
 

The S-261, Applied Interagency Incident Business Management, course 
requires 16-20 hours for presentation. This course is designed to meet the 
training needs of the entry level finance positions (Personnel Time Recorder 
(PTRC), Equipment Time Recorder (EQTR), Compensation For Injury 
Specialist (INJR), Claims Specialist (CLMS) (on an incident as outlined in 
the Interagency Incident Management System: Wildland Fire Qualification 
System Guide (PMS 310-1) and the position task book developed for the 
position. 

 
The National Interagency Incident Management System Wildland Fire 
Qualification System Guide (PMS 310-1), developed under the sponsorship 
of the National Wildfire Coordinating Group (NWCG), is designed to 
establish minimum requirements for training, experience, physical fitness 
level, and currency standards for wildland fire positions, which all 
participating agencies have agreed to meet for national mobilization.  
 
To ensure that the most up-to-date material is being presented, instructors 
are encouraged to refer to the NWCG Training and Qualifications website. 
This website contains current updates for all NWCG courses (go to 
http://training.nwcg.gov/). 
 
This course is designed to be interactive in nature. It contains several 
exercises designed to facilitate group and class discussion. The exercises are 
designed to demonstrate the student’s ability to meet the objectives for each 
unit. 
 
Upon completion of the instructor led training, students must then take and 
pass a final assessment to receive credit for the course. Test questions may 
be added to reflect any local information that may have been added to the 
course. However, test questions in the certified course materials cannot be 
deleted to ensure accurate testing of the course and unit objectives.  
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II. COURSE OBJECTIVES 
 

Course objectives are stated in broad terms that define what students will be 
able to accomplish after completing the course. 
 
At the successful completion of this course, students will be able to describe 
roles and responsibilities, and demonstrate proficiency in the 
skills/knowledge required to perform the tasks of the following positions: 

 
• Personnel Time Recorder (PTRC) 
• Equipment Time Recorder (EQTR) 
• Compensation for Injury Specialist (INJR) 
• Claims Specialist (CLMS) 

 
III. MINIMUM INSTRUCTOR QUALIFICATIONS 
 

Refer to the Field Manager’s Course Guide (PMS 901-1) for instructor 
prerequisites specific to this course (online at http://training.nwcg.gov/). 
 

IV. INSTRUCTOR PREPARATION AND COURSE COORDINATION 
 

A. General Information 
 

The Course Coordinator’s Guide (PMS 907) contains general 
information for presentation of NWCG courses. The course 
coordinator and instructors should be thoroughly familiar with this 
guide (online at http://training.nwcg.gov/). 

 
B. Exercises and Other Pertinent Information 

 
The Interagency Incident Business Management Handbook (IIBMH), 
PMS 902 is required for presentation of this course. The IIBMH 
provides policy and direction for incident business management. 
 
Given the dynamic nature of incident business management, please 
visit the Incident Business Committee website for the most current 
material and adjust accordingly 
(http://www.nwcg.gov/branches/committees.htm). 
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The lessons in Units 2 – 5 require instructors to teach from the 
Instructor Guide, IIBMH, and PowerPoint slides. It is strongly 
recommended that instructors thoroughly review these lessons before 
presenting them. 
 
• The lessons in Units 2 – 5 are only an overview of the topics to 

be discussed using the IIBMH. Instructors must refer to the 
IIBMH to discuss the topics in more detail. 

 

 
• The lessons will direct instructors when to show the PowerPoint 

slides that corresponds with the topics being discussed. 
 
C. Course Agenda 
 

A sample agenda is on page 13. Revise the agenda as appropriate. The 
agenda can be inserted into the Student Workbook before the 
beginning of class. Consider removing timeframes from the agenda 
that is given to students. 
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V. COURSE MATERIALS 
 

The Course Materials CD contains the Instructor Guide, Student Workbook, 
and Appendixes in bookmarked files in portable document format (PDF). 
 
As of the course publication date, the forms referenced in these course 
materials are current. It is the responsibility of the instructor cadre to keep 
the course current by using up-to-date forms and other publications. Some 
materials will have to be printed from the Internet before the start of the 
course. 

 
A. Instructor Guide 
 

The Instructor Guide is designed as a teaching aid to assist instructors 
in presenting the course. 
 
Each unit begins with a Unit Overview that outlines the lesson’s 
approximate delivery time, objectives, learning strategy, instructional 
methods, required materials (instructional aids), and evaluation 
criteria. 
 
The Unit Presentation follows the Unit Overview, and contains the 
lesson plan for each unit, shown in a two-column format: 

 
• The Outline column contains the lesson content that supports 

the learning objectives. The column also contains notes to the 
instructor (directions for conducting an exercise, questions to 
ask students, etc.), which are in bold boxes. 
 

• The Aids & Cues column lists references (slide numbers, 
handouts, publications, etc.) that remind instructors to display 
or refer to specific materials.  
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B.  Appendixes 
 

The following appendixes are on the Course Materials CD:  
 

• Appendix A – Course Ordering and Support Information 
 

This appendix tells you how to order required components of 
the course and what additional support materials are needed for 
course presentation. 

 
• Appendix B – PowerPoint Presentations 

 
Test the equipment before the start of class to ensure 
compatibility with software. 
 
Refer to the READ ME file, located on the CD, which provides 
information on: 
 
– Minimum System Requirements to Successfully Run 

Microsoft PowerPoint 2010 Presentations 
 

- Editing the original PowerPoint 2010 Files 
 

- Troubleshooting 
 

- Microsoft PowerPoint Viewer 2010 
 

- References on Creating PowerPoint Slides 
 

 
• Appendix C – Student Assessment 
 

This appendix contains the Final Examination and Answer Key. 
Duplicate enough copies of the final examination for every 
student to have one copy. 
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• Appendix D – Course Evaluation Forms 
 

The Student Training Course Evaluation Form allows the 
students an opportunity to comment on the course and the 
instructors for the purpose of improving future training 
sessions. Distribute the form at the beginning or end of the 
course. 

 
The Training Course Evaluation Form is an opportunity for the 
course coordinator and instructors to comment on course 
design. These comments are used by NWCG Training to 
identify potential problems with courses and as a resource 
during the course revision process. 
 
The Online Course Evaluation Form also allows for feedback. 
Comments can also be submitted online at 
http://training.nwcg.gov by selecting the NWCG EVAL button 
in the upper right corner. 

 
C. Student Workbook 
 

In most cases, the Student Workbook contains the same course 
information as the Instructor Guide but without the instructor notes, 
aids and cues, and exercise answers. Student Workbooks should be 
ordered before the beginning of the course, one for each student.  
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VI. STUDENT TARGET GROUP 
 

This course supports development of knowledge and skills for personnel 
desiring to be qualified as one or more of the financial positions: Personnel 
Time Recorder, Equipment Time Recorder, Compensation for Injury 
Specialist, Claims Specialist.  

 
VII. COURSE PREREQUISITES 
 

Refer to the Field Manager’s Course Guide (PMS 901-1) for current course 
prerequisites. 

 
IX. COURSE SELECTION LETTER 
 

Send a course selection letter to students who are selected to attend the 
course. This letter congratulates selected students and should explain class 
times, dates, and location. Refer to the Course Coordinator’s Guide (PMS 
907) for more information on selection letters. An example course selection 
letter is located on page 11.  
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X. CADRE MEETINGS 
 

Cadre meetings are an opportunity for instructors to meet, review the 
material, and discuss concerns with the course coordinator or lead instructor. 
The meetings are critical for instructors who do not have previous 
experience with the course. A cadre meeting checklist is located in the 
Course Coordinator’s Guide (PMS 907). 
 
A cadre meeting before each day’s course presentation is recommended 
because of the interrelationship of the unit material (changing instructional 
materials in one unit may impact a later unit). 
 
After each day’s presentation, hold a cadre meeting to discuss concerns and 
progress. At the end of the course, conduct a final cadre meeting to evaluate 
instructor performance and suggest modifications for future courses. 
 

XI. RECOMMENDED CLASS SIZE 
 

The recommended class size is 25 to 30 students. The recommended 
student-to-instructor ratio is 5:1. Cadre members should be present for all 
instructional sessions. A minimum of three instructors should present this 
course; however, more instructors are required if a field exercise is 
incorporated. This is to enable strong mentorship by the cadre to the 
students. 
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XII. SPACE AND CLASSROOM REQUIREMENTS 
 

The characteristics of the classroom and supportive facilities have a 
significant impact on the learning environment. The classroom should be 
chosen and viewed well in advance of the presentation. 

 
The following characteristics should be considered when choosing a location 
and classroom: 
 
• The classroom should be free from outside interruptions and 

interferences. 
 

• Provide adequate room and flexibility for student work groups and 
equipment, including supportive facilities such as break areas, 
restrooms, etc. 
 

• The classroom should have controlled lighting, good acoustics, and 
good ventilation. 

 
• Provide adequate access to copy and printing services. 

 
• Provide adequate desk space and power outlets for laptop computers 

(one power strip for each table). 
 

• Be sure a computer with projector and screen is available to show 
electronic presentations. 
 

• If printing in the classroom, a laptop and driver for the printer will be 
needed. 
 

 
Refer to the Course Coordinator’s Guide (PMS 907) for more information. 
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XIII. STUDENT ASSESSMENT AND CERTIFICATION 
 

Students must obtain a score of 70% or higher on the student assessment 
evaluation method chosen to receive a certificate of completion for the 
course.  

 
A. Exercises and Quizzes 
 

Exercises and quizzes are designed to demonstrate students’ ability to 
meet lesson objectives. They are not graded but should be discussed 
upon completion by the entire class. 

 
B. Final Exam 

 
The final exam consists of 24 questions and should be completed 
within 2 hour(s). The final exam and answer key are in Appendix C. 
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Applied Interagency Incident Business Management, S-261 
Sample Course Selection Letter 

 
To:  Student’s Name 
 
From:  Course Coordinator’s Name 
 
Subject: Applied Interagency Incident Business Management, S-261 
 
Congratulations, you have been selected to attend Applied Interagency Incident 
Business Management, S-261, to be held at (location). The course will begin 
promptly at (time and date) and end at (time and date). 
 
The primary emphasis of this course focuses on duties of: Personnel Time 
Recorder (PTRC), Compensation for Injury Specialist (INJR), Claims Specialist 
(CLMS), Equipment Time Recorder (EQTR), within the Incident Command 
System. 
 
Please bring the following references to class: 

 
• Position Task Book (initiated at the home unit), located at 

http://www.nwcg.gov/pms/pms.htm. 
 

• Incident Response Pocket Guide (PMS 461, NFES 1077), located at 
http://www.nwcg.gov/pms/pubs/pubs.htm. 

 
If you wish to receive a certificate of completion for the course, please do not 
make travel arrangements to arrive after the scheduled start time or to depart before 
the scheduled course completion time. 
 
In the event you cannot attend the course, please contact the course coordinator 
before the beginning of the class. This allows time for notifying students who may 
who may be on the waiting list to be contacted to fill the vacancy. 
 
If you have any questions please contact the course coordinator, Name, at phone 
number, or email address. 
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Applied Interagency Incident Business Management, S-261 
Sample Agenda 

 
 
Day 1 
 

Unit 0 – Introduction  ............................................................................ 30 minutes 
 

Unit 1 – General Information....................................................................... 1 hour 
 

Unit 2 – Personnel Time Recorder ............................................................. 2 hours 
 

Lunch 
 

Unit 2 – Personnel Time Recorder (con’t) ................................................. 3 hours  
 

Unit 3 – Compensation for Injury Specialist ............................................... 1 hour  
 

Cadre Meeting (Course Review) 
 
Day 2 
 

Unit 3 – Compensation for Injury Specialist (con’t) ................................... 1 hour 
 

Unit 4 – Claims Specialist ........................................................................... 1 hour 
 

Unit 5 – Equipment Time Recorder ............................................................ 2 hours 
 

Lunch 
 

Unit 5 – Equipment Time Recorder (con’t) ................................................ 2 hours 
 

Final Exam .................................................................................................. 2 hours 
 

Issue Course Certificates 
 

Cadre Meeting (Course Closeout) 
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UNIT OVERVIEW 

Course Applied Interagency Incident Business Management, S-261 

Unit 0 – Introduction 

Time 30 minutes 

Objectives 
1. Facilitate introductions. 
2. Discuss course logistics. 
3. Present an overview of the course. 

Strategy 
This unit is an introduction to the course. It involves student and cadre 
interaction through introductions and class discussions. 

Instructional Method(s) 
• Informal lecture 
• Classroom discussion 

Instructional Aids 
□ Computer with projector, presentation software, and screen 
□ Course agenda (1 per student) 
□ Interagency Incident Business Management Handbook (1 per student) 
□ Current copy of a local geographic area supplement (1 per student) 
□ Wildland Fire Incident Management Field Guide, PMS 210 (1 per 

student) 
□ Course evaluation forms (1 per student). 

Exercise(s) 
• None 

Evaluation Method(s) 
• Participation 

0.1 



Outline 
I. Welcome and Introductions 
II. Course Logistics 
III. Course Overview 

Aids and Cues Codes 
The codes in the Aids and Cues column are defined as follows: 

IG – Instructor Guide IR – Instructor Reference 
SW – Student Workbook SR – Student Reference 
HO – Handout   Slide – PowerPoint 
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UNIT PRESENTATION 
 
Course Applied Interagency Incident Business Management, S-261 
 
Unit 0 – Introduction 
 

OUTLINE AIDS & CUES 
 

NWCG Mission Statement slide. 
 
Course title slide. 
 
Unit title slide. 

 
I. WELCOME AND INTRODUCTIONS 
 

Ask instructors and students to present the 
following information: 

 
• Name 
 
• Home unit (agency, station, etc.) 
 
• Job title and duties 
 
• Incident qualifications and incident 

experience 
 
II. COURSE LOGISTICS 
 

Hand out agenda and discuss: 
 

• Course hours 
 
• Lodging 
 
• Transportation 
 

 
Slide 0-1 
 
Slide 0-2 
 
Slide 0-3 
 
Slide 0-4 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Slide 0-5 
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OUTLINE AIDS & CUES 
 
• Breaks – vending machines, drinking 

fountains, restrooms, punctuality 
 

• Smoking policy 
 
• Cell phone etiquette 

 
• Message location and available telephones 
 
• Evacuation policy 
 
• Local information (restaurant locations, 

local map) 
 

Circulate the class registration form or a sign-in 
sheet.  

 
III. COURSE OVERVIEW 
 

This course supports development of knowledge 
and skills for: 

 
• Personnel Time Recorder (PTRC) 
• Equipment Time Recorder (EQTR) 
• Compensation for Injury Specialist 

(INJR) 
• Claims Specialist (CLMS) 

 
A. Course Objectives 

 
At the successful completion of this course, 
students will describe roles and 
responsibilities, and demonstrate 
proficiency in the skills/ knowledge 
required to perform the tasks of the above 
positions. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Slide 0-6 
 
 
 
 
 
 
 
 
 
Slide 0-7 
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OUTLINE AIDS & CUES 
 
B. Reference Material 

 
Provide each student with copies of the following: 

 
1. Interagency Incident Business 

Management Handbook (IIBMH), 
PMS 902 

 
• The IIBMH is the primary job 

aid for interagency incident 
business management and the 
primary reference for this 
course. 

 
• The IIBMH, in conjunction 

with the instructor guide and 
student workbook, is the 
foundation to this course. 

 
• Upon completion of this 

course, students should have a 
thorough understanding of the 
organization and content of the 
handbook.  

 
2. Wildland Fire Incident Management 

Field Guide (PMS 210) 
 

3. Geographic Area Supplements 
 

 
 
 
 
 
 
 

 
Slide 0-8 
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OUTLINE AIDS & CUES 
 
C. Evaluating Student Performance 

 
• Unit quizzes 

 
– There is a quiz at the end of 

each unit to help students 
evaluate their progress. 

 
– The quizzes are not graded. 

 
• Final exam 

 
– Students must obtain 70 

percent or higher on the final 
exam to receive a certificate of 
completion for the course. 

 
– Students may reference the 

IIBMH during the exam. 
 

– The final exam should take 
approximately 1½ hours to 
complete. 

 
D. Course Evaluation Forms 

 
Hand out course evaluation forms. Students can 
make comments on the form as the course 
progresses. 

 
Students will complete a course evaluation 
form and submit it at the end of the course. 

 
Answer any questions. 

 
Slide 0-9 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Slide 0-10 
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UNIT OVERVIEW 

Course Applied Interagency Incident Business Management, S-261 

Unit 1 – General Information 

Time 1 hour 

Objectives 
1. Describe common kit items. 
2. List information to obtain at the initial briefing. 
3. Describe daily briefing provided to supervisor. 
4. Describe the incident check-in and demobilization process. 

Strategy 
This unit covers the general information related to the tasks that personnel 
will encounter while on an assignment: kit building, briefings, check-in and 
demobilization. 

Instructional Method(s) 
• Instructor led training 
• Classroom and small group discussion 

Instructional Aids 
□ Computer with projector, presentation software, and screen. 

Exercise(s) 
• Unit quiz  

Evaluation Method(s) 
• Participation 
• Unit quiz 

1.1 



Outline 
I. Prepare Your Incident Kit 
II. Mobilization 
III. Incident Activities 
IV. Demobilization 

Aids and Cues Codes 
The codes in the Aids and Cues column are defined as follows: 

IG – Instructor Guide IR – Instructor Reference 
SW – Student Workbook SR – Student Reference 
HO – Handout   Slide – PowerPoint 
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UNIT PRESENTATION 
 
Course Applied Interagency Incident Business Management, S-261 
 
Unit  1 – General Information 
 
 

OUTLINE AIDS & CUES 
 

Present unit title slide.  
 
Present unit objectives. 

 
I. PREPARE YOUR INCIDENT KIT 
 

A kit will be assembled and prepared prior to 
receiving an assignment. 

 
The kit should contain: 

 
• Essential items needed for the assignment. 

 
• Items needed to function during the first 48 

hours. 
 

• Basic office supplies, forms, and reference 
materials. 

 
• A copy of the IIBMH, geographic area 

supplements, and agency-specific 
guidelines should always be included. 

 
Form quantities for the initial 48 hours will vary 
depending on the type of incident and resources 
assigned (recommended minimum forms are 
indicated in the kit content list below). 

 
The IIBMH and additional forms are available 
online at www.nifc.gov/nicc/ and www.nwcg.gov. 

 
Slide 1-1 
 
Slide 1-2 
 
Slide 1-3 
 
 
 
 
Slide 1-4 
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OUTLINE AIDS & CUES 
 

A. Kit Content List 
 

1. Supplies 
 

Pens, pencils, post-it note pads, 
stapler, staples, staple remover, 
notepad, calculator, batteries, tape, 
envelopes, clipboard, etc. 

 
2. Reference material 

 
• Interagency Incident Business 

Management Handbook, PMS 
902 

• Agency-specific guidelines 
• Geographic area supplements 

 
3. General forms 

 
• General Message, ICS-213 (10 

each) 
 
• Emergency Firefighter Time 

Report, OF-288 (own use) (1 
each) 
 

• Crew Time Report, SF-261 
(own use) (1 book) 

 
Briefly discuss kit contents relevant to the specific 
positions. Forms should be discussed more 
thoroughly in units 2-5. 
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OUTLINE AIDS & CUES 
 

4. PTRC kit 
 

• Emergency Firefighter Time 
Report, OF-288 (50 each) 

 
• Crew Time Report, SF-261 (5 

books) 
 

• Employment Eligibility 
Verification, I-9 (20 each) 

 
• Casual Hire, PMS 934 (20 

each) 
 

• Incident Behavior Form, PMS 
935 (20 each) 

 
• W-4 (20 each) 

 
• Pay Plan for Emergency 

Workers (AD Pay Plan) 
 

• Geographic area supplements 
 

• Agency-specific forms 
 

5. CLMS kit 
 

• Claim for Damage, Injury or 
Death, SF-95 (10 each) 

 
• Employee Claim for Loss or 

Damage to Personal Property, 
DI-570 or AD-382 (25 each) 

 
• Incident Claims and Accident 

Log 
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OUTLINE AIDS & CUES 
 

• Incident Claims Case File 
Envelope (25 each) 

 
• Camera and film 

 
• Agency-specific forms 

 
6. INJR kit 

 
• Report of Traumatic Injury and 

Claim for Continuation of Pay/ 
Compensation, CA-1 (10 each) 

 
• Notice of Occupational 

Disease and Claim for 
Compensation, CA-2 (5 each) 

 
• APMC Authorization and 

Medical Report, FS-6100-16 
(10 each) 

 
• Request for Examination and 

Treatment, CA-16 (10 each) 
 

• Attending Physician’s Report, 
CA-20 (5 each)  

 
• Duty Status Report, CA-17 (5 

each) 
 

• Incident Injury Case File 
Envelope (20 each) 

 
• Injury/Illness Log 

 
• APMC Treatment Log 
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OUTLINE AIDS & CUES 
 

• OWCP District Office Listing 
(mailing address and telephone 
numbers) 

 
• Agency-specific forms 

 
7. EQTR kit 

 
• Emergency Equipment Rental 

Agreement, OF-294 (10 each) 
 

• Emergency Equipment Use 
Invoice, OF-286 (25 each) 

 
• Emergency Equipment Shift 

Ticket, OF-297 (5 books) 
 

• Emergency Equipment Rental-
Use Envelope, OF-305 (25 
each) 

 
• Emergency Equipment Fuel 

and Oil Issue, OF-304 (5 
books) 

 
• Emergency Firefighter Time 

Report, OF-288 (10 each) 
 

• Crew Time Report, SF-261 (1 
book) 

 
• Casual Hire, PMS 934 (20 

each) 
 

• Incident Behavior Form, PMS 
935 (20 each) 

 
• W-4 (20 each) 
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OUTLINE AIDS & CUES 
 

• Pay Plan for Emergency 
Workers (AD Pay Plan) 

 
• Geographic area equipment 

rate supplement 
 

• Agency-specific forms 
 

B. Weight Limitation 
 

The kit must be easily transportable and 
within agency weight limitation per the 
National Mobilization Guide (NFES 2092). 
As of the course publication date, the 
weight limitations for personal gear and kits 
are: 

 
• One frameless soft pack (for personal 

gear) not to exceed 45 pounds. 
 

• Web gear or briefcase (not both) not 
to exceed 20 pounds. 

 
II. MOBILIZATION 
 

A resource order is required for all mobilizations. 
 

Review the example resource order. Discuss the 
policy regarding cell phones, car rentals, etc., as 
directed by the IIBMH. 

 
III. INCIDENT ACTIVITIES 
 

Positions described in the units of this course are 
assumed to be working under the supervision of a 
unit leader. 

 

 
 
 
 
 
 
 
 
 
Slide 1-5 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Slide 1-6 
 
 
 
Slides 1-7 to 1-8 
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A. Finance Section 
 

Review the Finance Organization Chart on slide 
1-10. 

 
1. Chain of command 

 
All personnel assigned to incidents 
follow the chain of command to 
communicate information, problems, 
issues, and order resources. 

 
2. The size and complexity of the 

incident determine the chain of 
command. 

 
• The chain of command is 

through your incident 
supervisor. For example: 

 
– Type 1 incidents will 

usually have all section 
chief and unit leader 
positions filled. 

 
– Type 2 incidents will 

usually have all section 
chief and most unit 
leader positions filled. 

 
– Type 3 incidents will 

have some section chief 
and some unit leader 
positions filled. 

 
 
 

 
 
 
Slide 1-10 
 
 
Slide 1-11 
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• The incident supervisor at the 
Type 3 level may not have 
specific knowledge of your 
duties and responsibilities. For 
example: 

 
– You could be assigned 

to a Type 3 incident as a 
PTRC (5 crews, 10 
overhead in a remote 
location). 

 
– There would be no Time 

Unit Leader or Finance/ 
Administration Section 
Chief. 

 
– You would report 

directly to the incident 
commander, who may 
have little or no 
administrative or finance 
background. 

 
3. Coordination and communication 

 
It is important at all incident levels to: 

 
• Take the initiative to gather 

pertinent information. 
 

• Coordinate with other incident 
and incident agency personnel 
as appropriate. 

 
• Communicate through the 

chain of command. 
 

Slide 1-12 
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B. Initial Briefing 
 

Upon arrival at the incident, complete the 
check-in process with the planning section 
using your resource order. 

 
1. General information 

 
When obtaining or giving a briefing, 
follow the information about common 
responsibilities in the PMS 210 
(Chapter 3). 

 
Be sure to obtain this information 
when receiving an in-briefing from 
your incident supervisor. If you are 
unsure of anything, ASK! 

 
2. Position-specific information 

 
Use the position checklist for PTRC, 
EQTR, INJR, and CLMS to assist 
you when performing your incident 
assignment (PMS 210, Chapter 3). 
Position specific tasks can also be 
found in the Position Task Book. 

 
3. Incident Action Plan (IAP) 

 
The IAP contains objectives 
reflecting the overall incident 
strategy and specific tactical actions 
and supporting information for the 
next operational period. 

 
Refer students to the IAP (SW pages 1.15–1.27, IG 
pages 1.17-1.29). 

 
Slide 1-14 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Slide 1-15 
 
 
 
 
 
 
 
 
Slide 1-16 
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The IAP: 

 
• Is prepared per operational 

period by the planning section. 
 

• Provides essential information 
relative to the location and use 
of incident resources, such as: 

 
– Personnel and 

equipment assigned 
 

– Shift lengths 
 

– Medical plan 
 

C. Special Teams 
 

1. Buying Teams work for the incident 
Agency Administrator (AA) to 
support the incident acquisition 
effort. 

 
Buying Teams are responsible for 
ensuring: 

 
• Goods and services are 

purchased in accordance with 
agency policy. 

 
• Records are complete. 

 
Acquisitions are tracked from the 
resource order request through 
payment. 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Slide 1-17 
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2. Payment Teams work for the incident 
Agency Administrator to make 
payment for: 

 
• Supplies 
• Services 
• Emergency rental equipment 
• Casuals 

 
Payment Teams may be referred to as 
an Administrative Payment Team 
(APT). 

 
3. Expanded dispatch operations are 

established when incident activity 
exceeds the local unit capability. 

 
Expanded dispatch works for the 
incident agency and facilitates the 
ordering process. 

 
D. Geographic Area Supplements 

 
Ten geographic areas have been designated 
by wildland fire protection agencies to 
coordinate and effectively utilize resources 
within these areas. 
 
• Geographic Area Coordination 

Centers (GACCs) act as focal points 
for internal and external resource 
requests not filled at the local level. 

 
• Geographic area supplements to the 

IIBMH are developed by interagency 
business management groups. 

 
 

 
Slide 1-18 
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– Supplements usually 
encompass emergency 
equipment rental rates, AD 
rates, cost accounting, etc. 

 
– Supplements can be obtained 

from the administrative staff 
on your unit. 

 
– For assignments outside the 

geographic area, supplements 
can be obtained from your 
incident supervisor or the 
incident agency. 

 
– Supplements can usually be 

obtained from the website for 
each GACC or Coordinating 
Group Incident Business 
Committee. 

 
Encourage students to download information prior 
to departure for an incident rather than obtaining 
from incident agency upon arrival. If web access is 
available, show appropriate examples. 

 
E. Brief Incident Supervisor 

 
Provide a daily briefing to your incident 
supervisor. Include information about: 

 
• Work status 
• Issues 
• Problems and concerns from the 

previous operational period. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Slide 1-22 
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F. Brief Replacement/Incident Agency 
Personnel 

 
You may be required to brief the individual 
who is assigned to the next operational 
period, your replacement, or when closing 
out with the incident agency. 

 
Include information about: 

 
• Work status 
• Issues 
• Problems 
• Concerns 
• Necessary follow-up 

 
G. Incident Business Advisor (IBA) 

 
A liaison and advisor to the Agency 
Administrator (AA) or Area Commander 
(AC) who works directly with the AA or 
AC. 

 
• The IBA serves as a bridge to the 

AA, Incident Management Team, and 
other incident support functions. 

 
• There are times you will work with 

an IBA. 
 
IV. DEMOBILIZATION 
 

The planning section develops a demobilization 
plan that outlines resource release priorities and 
demobilization procedures. 

 
 
 

 
Slide 1-23 
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• Your incident supervisor determines your 
date and time of release and notifies the 
demobilization unit. 
 

• The demobilization unit arranges 
transportation and notifies your home unit, 
through the dispatch system, of your 
estimated date and time of arrival. 

 
• Prior to your release from an incident, you 

will be given an ICS 221 Demobilization 
Checkout form to complete. 

 
Refer students to the Demobilization Checkout 
form (SW pages 1.29–1.30, IG pages 1.31-1.32). 

 
To complete the ICS 221, you must obtain 
signatures of each section/unit identified on 
the form. 

 
The signatures indicate that you: 

 
− Have nothing outstanding 

(unreturned property, etc.) 
 
 

Review unit objectives. 
 

ADMINISTER UNIT 1 QUIZ: Allow students five 
minutes to complete the quiz starting on page 1.31 
of their student workbook (IG page 1.33). Review 
answers in class. 
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 1.24 IR 1-1 
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 1.26 IR 1-1 



 

 
 

 1.27 IR 1-1 



 

 1.28 IR 1-1 



 

 1.29 IR 1-2 



 

 
 

 1.30 IR 1-2 



 

UNIT 1 QUIZ SOLUTION 
 
1. List two reference items that should always be included in your kit. 
 

• Interagency Incident Business Management Handbook 
• Geographic area supplements 
• Agency-specific guidelines 

 
2. List five items of information you should obtain during the initial briefing 

from your unit supervisor. 
 

Any five of the following: 
 

• Work schedule 
• Work location 
• Eating and sleeping arrangements 
• How to obtain additional supplies and services 
• Role and responsibilities 
• Performance standards 
• Incident agency forms, guidelines and requirements 
• Work priorities 
• Operating procedures 
• Incident Action Plan 
• Geographic area supplements 

 
3. List two items of information you should provide to your incident supervisor 

on a daily basis. 
 

Any two of the following: 
 

• Work status 
• Issues 
• Problems 
• Concerns 
• Anything out of the ordinary 

 
  

 1.31 IR 1-3 



 

4. Upon arriving at the incident, you should first check in with the planning 
section and then report to your incident supervisor. 

 
 
 
5. Who determines your date and time of release from the incident? 
 

Incident supervisor 
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UNIT OVERVIEW 

Course Applied Interagency Incident Business Management, S-261 

Unit 2 – Personnel Time Recorder 

Time 5 hours 

Objectives 
1. Demonstrate proficiency in the accurate completion of incident 

personnel time records. 
2. Establish, post and maintain time record files. 
3. Apply appropriate pay regulations when posting personnel time. 
4. Identify personnel and coordination necessary in the time recording 

process. 
5. Identify process necessary to demobilize incident personnel. 

Strategy 
This lesson requires instructors to teach from the Instructor Guide, 
IIBMH, and PowerPoint slides. It is strongly recommended that 
instructors thoroughly review this lesson before presenting it. Students 
will follow along in the student workbook for part of the lesson and then 
move strictly to the IIBMH. The transitions are noted in the lesson plan. This 
lesson contains an overview of the topics to be discussed using the IIBMH. 
Instructors must refer to the IIBMH to discuss the topics in more detail. 

Instructional Method(s) 
• Instructor led training 
• Classroom and small group discussion 

Instructional Aids 
□ Current AD/Emergency Pay Plan (1 per student; refer to 

http://www.nwcg.gov/branches/pre/ibc/documents/personnel/doi_ad_p
ayplan.pdf) 

□ Wildland Fire Incident Management Field Guide (PMS 210) 
□ Computer with projector, presentation software, and screen  

2.1 
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Exercise(s) 
• Exercise 1: Recruitment/Pay/Time 
• Exercise 2: Pay Provisions 
• Exercise 3: Personnel Timekeeping 
• Exercise 4: Firefighter Time Report 
• Exercise 5: Crew Time Report 

Evaluation Method(s) 
• Participation 
• Unit Quiz 

Outline 
I. Incident Assignment 
II. Establish and Maintain Personnel Time Records 
III. Recruitment/Pay/Time 
IV. Commissary 
V. Demobilization 

Aids and Cues Codes 
The codes in the Aids and Cues column are defined as follows: 

IG – Instructor Guide IR – Instructor Reference 
SW – Student Workbook SR – Student Reference 
HO – Handout   Slide – PowerPoint 
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UNIT PRESENTATION 
 
Course Applied Interagency Incident Business Management, S-261 
 
Unit 2 – Personnel Time Recorder 
 
 

OUTLINE AIDS & CUES 
 

Present unit title slide.  
 
Present unit objectives. 

 
I. INCIDENT ASSIGNMENT 
 

You are assigned to the time unit as a Personnel 
Time Recorder (PTRC). 
 
The PTRC establishes, records, and maintains 
incident personnel time records. 
 
On most incidents the time unit utilizes Time 
Module, a component of I-Suite, for time 
recording. Refer to the training materials on the I-
Suite website for current procedures: 
http://isuite.nwcg.gov/  

 
Refer students to the Wildland Fire Incident 
Management Field Guide for an overview of 
PTRC duties. 

 
 
 
 
 
 
 
 
 

 
Slide 2-1 
 
Slides 2-2 to 2-3 
 
Slide 2-4 
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A. Initial Supervisory Briefing 
 

The PTRC gathers incident specific 
information from the incident supervisor to 
include: 

 
1. Copy of the IAP; the PTRC reviews 

for current incident status. 
 
2. Resources on, or ordered for the 

incident. 
 
3. Incident agency requirements 

regarding documentation, forms, etc. 
 

B. Personnel Assigned to the Incident 
 
The PTRC gathers information regarding 
number and the types of resources assigned 
to the incident and the time recording 
requirements for each. 
 
The planning section can provide a listing 
of personnel by category (Federal, state, 
county). 
 

C. Working Relationships 
 

1. The PTRC is assigned a work area in 
the time unit. This facilitates 
coordination necessary to: 

 
• Obtain personnel time 

 
• Ensure document completion 

 
• Perform audits 
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2. To ensure communication and receipt 
of documentation, the PTRC 
establishes a cooperative working 
relationship with the: 

 
• Time unit leader 

 
• Compensation/claims unit 

leader 
 

• Resources unit leader 
 

• Incident supervisors 
 
II. ESTABLISH AND MAINTAIN PERSONNEL 

TIME RECORDS 
 

A. Collect Time Reports 
 

1. PTRC duties: 
 

• Arriving personnel check in 
with the status/check-in 
recorder (normally co-located 
with the planning section), 
then report to the time unit. 

 
• Resources supplies time unit 

with information to start 
Emergency Firefighter Time 
Report (OF-288) and turn in a 
Crew Time Report (CTR) with 
travel time. 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Slide 2-5 
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• PTRC initiates a time record 
for each employee in the time 
module of I-Suite. 

 
Crews turn in a crew manifest 
which will be used to assist 
with creating the time record 
in the time module of I-Suite. 

 
• If applicable, the PTRC 

obtains a copy of the crew 
agreement from the crew boss 
or crew representative. 

 
The PTRC reviews the 
agreement to ensure that the 
terms are met. 

 
• The PTRC collects and 

reviews CTRs daily to ensure 
all personnel information is 
accurate and complete. 

 
• The PTRC compares time 

records on file with a listing of 
incident resources to ensure all 
personnel are submitting CTRs 
and are assigned to the 
incident. 

 
The planning section can 
provide this information. The 
IAP or I-Suite is a source of 
information regarding 
personnel and crews assigned 
to the incident. 
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2. PTRC is responsible for: 

 
• Applying appropriate pay 

regulations. 
 

• Recognizing and resolving 
posting problems. 

 
• Performing audits on time 

records. 
 

• Referring discrepancies to the 
time unit leader. 

 
• Posting prescription, medical, 

and other deductions. 
 

• Faxing OF-288s (if 
circumstances permit). 

 
• Closing out time records. 

 
B. Resource Order Number 

 
Refer students to the completed resource order 
(SW page 2.21, IG page 2.25). 

 
All incident resources are assigned a 
resource order number. Incident resources 
are ordered and released by this number. 

 
1. Overhead are assigned an “O” 

number, such as O-10, O-15. 
 
2. Crews are assigned a “C” number, 

such as C-20, C-31. 
 

 
Slide 2-6 
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3. Equipment are assigned an “E” 

number, such as E-32, E-140. 
 
C. Contract Time 

 
Contractors and contract crews submit their 
paperwork to the procurement unit. 

 
III. RECRUITMENT/PAY/TIME (IIBMH, 

CHAPTER 10) 
 

Have students follow along in their IIBMH as you 
expand on these topics: 

 
A. Recruitment 

 
1. Responsibilities 
 
2. Organized crews 
 
3. Casuals 

 
Discuss the following forms and direct deposit 
requirements. Provide a copy of a current pay plan 
for emergency workers and discuss. 

 
Forms (Chapter 10, Exhibits) 

 
• Employment Eligibility 

Verification, Form I-9 
 

• Single Resource Casual Hire 
Information, PMS 934 

 
• Incident Behavior, PMS 935-1 

 
• W-4 Form 

 
 
 
 
 
 
 
 
 
Slide 2-8 
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4. Cooperators 
 

• Military personnel 
 

• National Guard 
 

• State and local cooperators 
 

• Federal cooperators 
 

• Permittees 
 
 
EXERCISE 1: Recruitment/Pay/Time 
 
Time:  Allow students 5 minutes to answer the questions 
then review answers. 
 
1. The time unit leader brings over three local area 

individuals who need to be hired as casuals. Two 
will be assigned to the camp crew and one will be 
a status/check-in recorder. You (as the PTRC) are 
asked to review the hiring forms. What pay rates 
will be assigned to: 

 
a. Camp crew? AD-A 
 
b. Firefighter Type 2? AD-C 

 
 
 
 
 
 
 
 
 
 

 
Slide 2-12 
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2. Jorge L. Chavez, Jr. (a FFT2) has a state issued 

driver’s license and a social security card in his 
possession. All other identification is at home. 
Can you complete the Employment Eligibility 
Verification, I-9 with this information? If yes, 
why? If no, why not? 

 
Yes, the I-9 can be completed with the 
documentation Jorge has in his possession. The 
state-issued driver license and social security 
card are acceptable documents under List B 
and List C. 

 
3. Complete Sections 1 and 2 of the I-9 (SW pages 

2.23-2.24, IG pages 2.27-2.28) for Jorge (students 
can make up an address, date of birth, social 
security number, etc.). 

 
Show solution on slide 14. 

 
4. What documents should a casual complete to 

avoid being taxed at the highest rate? 
 

Federal and state income tax withholding 
forms (W-4 and applicable state tax form).  

 
End of Exercise. 
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B. Pay Provisions 

 
1. Responsibilities 
 
2. One day assignments 
 
3. Multiple day assignments 
 

• Guaranteed hours 
 

• Spot change tour of duty 
 

• Differentials 
 

Explain guaranteed hours and differentials. 
 

Explain PTRC’s role vs. Home unit’s role as it 
relates to differentials. 

 
4. Last day of incident 
 
5. Detail assignments 
 
6. Off-site / remote incident 
 
7. On-shift time 
 
8. Travel and related waiting time 
 
9. Ordered Standby  
 
10. On-call 
 
11. Off-shift time 
 
12. Meal periods 
 

 
Slide 2-15 
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Stress the importance of documenting 
compensable meal breaks on the CTR. 

 
13. Work/Rest 
 

Refer students to the work/rest document 
examples (SW pages 2.25–2.26, IG pages 2.29-
2.30). 

 
14. Incident operations driving 
 
15. Length of assignment 
 
16. Management directed days off at 

home unit 
 
17. Supervisory personnel 
 
18. Holiday pay 
 
19. Inadequate food and lodging 
 
20. Callback provisions 
 
21. Sickness 
 
22. Medical treatment 
 
23. Hazard pay 
 
24. Environmental differential 
 

It is important to document hazard 
pay and environmental differential 
exposure on the CTR. 

 
25. FLSA exemption modifications 
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EXERCISE 2: Pay Provisions 
 
Time: Allow students 5 minutes to answer the questions 
then review answers. 
 
1. When does travel time begin? 

Travel time begins when the individual starts 
travel or when they report to a point of 
departure. 

 

2. Are individuals compensated from the time they 
are notified by dispatch of an incident 
assignment? 
No. Travel time begins when the individual 
starts travel or when they report to a point of 
departure. 

 
3. Are individuals compensated for time spent 

packing their personal gear at home? 
No. Time spent at home preparing for 
assignment is not compensable. 

 
4. Are regular government employees compensated 

for all time in travel status? 
No. Meal breaks and travel interruptions of 
more than three hours where individuals are 
free to pursue personal activities are not 
compensable. 

 
5. Are casuals compensated for all time in travel 

status? 
No. Meal breaks and travel interruptions of 
more than three hours where individuals are 
free to pursue personal activities are not 
compensable. 
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6. Are meal breaks required to be shown during 

travel? 
Yes, except for certain conditions (see 
explanation in answer to question #7). 

 
7. What constitutes a meal break while in travel 

status? 
Time spent eating during travel interruptions 
is considered a meal break and is non-
compensable, such as eating in an airport. 
Time spent eating while traveling in a vehicle is 
not considered a meal break and is 
compensable, such as eating in an airplane. 

 
8. What is the maximum shift length, after the first 

operational period that can be worked without 
requiring a written justification? 
16 hours 

 
9. What limitations are placed on drivers to perform 

their duties? 
No driver will drive more than 10 hours 
(behind the wheel) within any duty day, 
multiple drivers cannot exceed the 10 hour 
driving time in a 16 hour duty day, and each 
driver must have 8 hours off between shifts. 

 
10. List three items to be included in a personnel time 

recorder kit. 
Any three of the following: 
• OF-288 
• Crew Time Report, SF-261 
• Employment Eligibility Verification, I-9 
• AD Pay Plan 
• Agency-specific forms 

 
End of Exercise. 
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C. Personnel Timekeeping/Recording 
 
1. Objective 
 
2. Responsibilities 
 
3. Definitions (SF-261 vs. OF-288) 
 

Review the Crew Time Report and Emergency 
Firefighter Time Report forms. 

 
4. Crew Time Report, SF-261 
 
5. Emergency Firefighter Time Report, 

OF-288 
 
6. Closing out Emergency Firefighter 

Time Reports 
 

• Time Unit reviews 
 

• Resources signs 
 

• PRTC maintains copy for files 
 

• Original to home unit 
 

7. Common timekeeping issues 
 

• Local residents on site 
 

• Multiple camps 
 

• Crossing time zones 
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EXERCISE 3: Personnel Timekeeping 
 
Time: Allow students 5 minutes to answer the questions 
then review answers. 
 
1. List three items that should be indicated on a 

Crew Time Report, SF-261. 
 

Any three of the following: 
 
• Employee name 
• Incident number 
• GS/WG/AD classification 
• Dates 
• Crew name 
• On-shift time 
• Travel time 
• Hazard 
• Environmental differential 
• Incident name 

 
2. List three items that should be noted in the 

remarks section of the Crew Time Report. 
 
Any three of the following: 
 
• Transfers 
• Position or rate change 
• Reason discharged 
• Reason quit 
• Reason for compensable meal period 
• Environmental differential with 

percentage of entitlement 
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3. List three items of information you (as the PTRC) 

should provide to Jorge (casual employee) during 
the hiring process. 

 
Any three of the following: 
 
• Pay rate 
• Payment procedures 
• Not entitled to overtime, sick leave,  or 

annual leave 
• No life insurance coverage 
• Covered under worker’s compensation 
• Wages not reported to state employment 

office 
• Subsistence/lodging provisions 
• On-shift/off-shift time 

 
Note: The incident supervisor will provide 
information regarding shift times, meal breaks, 
sleeping area, eating facilities, and job specific 
requirements (clothing). 

 
 
EXERCISE 4: Firefighter Time Report 
 
Time: Allow students 5 minutes to complete the exercise 
then review answers. 
 
Jorge Chavez (from Exercise 1) was contacted 8/1 at 
1800, left home at 2000, and arrived at the incident at 
0130. He was told to report for duty 8/2 at 1800. 
 
1. Establish an Emergency Firefighter Time Report, 

OF-288 for Jorge (students can make up 
information as necessary, SW page 2.27, IG page 
2.31). 
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2. Record the travel time. 
 

Show solution on slide 31. 
 
EXERCISE 5:  Crew Time Report 
 
Exercise Preparation: For this exercise, students will use 
the forms on pages SW 2.29–2.33, IG 2.33–2.37. They 
will also use the Emergency Firefighter Time Report 
from Exercise 4.  
 
Time: Allow 10 minutes for completion then review 
answers. 
 
1. The Crew Time Report shows hazard pay for 

Jorge L. Chavez, Jr. Is Jorge entitled to hazard 
pay? Why or why not? 

 
Jorge is a casual and not entitled to hazard 
pay. 

 
2. If Jorge is not entitled to hazard pay, show how 

this would be documented on his Crew Time 
Report. 

 
Show solution on slide 33. 

 
Refer this situation to either the employee or 
the supervisor and make a note on the CTR 
that Jorge is not entitled to hazard pay. 
 
The CTR should have PTRC’s signature and 
date. 
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3. Post the Crew Time Report for Jorge to the 

Emergency Firefighter Time Report from 
Exercise 4. Complete all steps of the posting 
process. 

 
Show solution on slide 34. 

 
4. There are only six hours of work time recorded 

for Jorge on 8/2. What actions should be taken? 
 

Six hours of work time plus 1.5 hours of travel 
time on 8/2 equal 7.5 hours. Record .5 hours of 
guarantee on the OF-288 to equal eight hours 
for this day. 

 
5. All members of the crew for Engine 206 worked 

16 hours on 8/3 (this was their third shift on the 
incident). What documentation is required for 
work shifts exceeding 16 hours after the first 
operational period? 

 
Justification for work shifts exceeding 16 
hours, including travel time after the first 
operational period shall be documented, 
approved, and included in the daily incident 
records. For one or several individuals 
documentation could be made on the Crew 
Time Report. A letter or justification form 
listing all individuals and excess hours may be 
more advantageous. 

 
Who approves the excess hours? 
 
The incident commander or agency 
administrator approves the excess hours. 
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6. Samantha Snyder, engine crew boss, consistently 

shows more work time than any of the other 
engine personnel. Is this cause for concern? Why 
or why not? 

 
As a crew supervisor, Samantha may 
participate in briefing sessions and complete 
paperwork required of a supervisor, both 
before and after the engine crew shift. This 
time is compensable. 

 
7. No meal breaks are shown on the Crew Time 

Report for Engine 206 on 8/04. What action 
should be taken? 

 
Explain criteria for compensable meal breaks 
to incident supervisor. If the supervisor verifies 
that the criteria have been met, request 
documentation on the Crew Time Report. 

 
8. Indicate on the Crew Time Report for Engine 206, 

if anything else is missing. 
 

Show solution on slide 35. 
 

Environmental differential category for 
Alexander Smith and the incident supervisor 
signature. If compensable meal break is 
justified (question 7) it should be documented 
also. 

 
9. Post the Crew Time Report for all members of 

Engine 206 to their Emergency Incident Time 
Report. Complete all steps of the posting process. 

 
Show solution starting on slide 2-36. 
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The PTRC audits the Crew Time Report and 
Emergency Firefighter Time Report each time 
posting occurs. Missing information should be 
completed at this time. 

 
End of exercise. 
 

Instruct students to return to the student 
workbook for the remainder of the unit. 

 
IV. COMMISSARY 
 

Commissaries may be hired locally under an 
Incident Only EERA. In addition, some states 
may utilize an agency-provided commissary. 
Follow local guidelines for implementation of 
agency-provided commissary units and contract 
provisions for EERA commissaries. 

 
A. Personal Purchase 
 
 An employee may have a need for a critical 

item to be purchased while on the incident. 
Possible examples: 

 
• Boot replacement 
• Eye glass repair 
• Prescription refill 

 
B. Process 
 

1. Employee completes request for the 
purchase with specific details of 
item. If the Commissary Issue 
Record (OF-287) form is not 
available, General Message Form, 
ICS-213 is acceptable. 
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Slide 2-40 
 
 
 
 
 
 
 

2.21 



OUTLINE AIDS & CUES 
 
2. Time Unit Leader (or designee) 

submits the request to the Ordering 
Manager to fill. It should be clearly 
identified that it is a personal 
commissary purchase. 

 
3. If employee is a contractor, the 

individual must obtain contract 
owner approval. 

 
4. PTRC will make a deduction on the 

OF-288. If contracted employee, 
PTRC provides documentation to 
EQTR to make a deduction on the 
OF-286. 

 
5. The home unit is responsible for 

making the commissary deduction 
for regular government employees in 
their applicable time keeping system. 

 
V. DEMOBILIZATION 
 

A. Demobilization Plan 
 

1. The demobilization unit provides a 
demobilization schedule. A copy is 
given to the time unit. 
 
The demobilization schedule lists 
crews and single resource 
demobilization dates and times. 
 

2. The demobilization unit provides 
each crew or single resource with a 
Demobilization Checkout, ICS 221. 
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The time unit leader may designate 
the PTRC to complete the 
demobilization process and sign the 
Demobilization Checkout. 
 

B. Checklist for Closing Out Time Reports 
 

1. Time unit requests crew bosses 
review time records prior to 
demobilization. This allows for early 
resolution of problems. If applicable, 
time unit ensures commissary 
purchases are deducted from OF-288 

 
2. Upon completion of the final 

operational period, the incident 
supervisor submits the CTR, 
including beginning travel time.  

 
3. The PTRC posts work and beginning 

travel time in accordance with 
IIBMH guidelines.  

 
4. Demobilizing personnel review the 

time report to ensure accuracy. All 
resources must sign the time report. 

 
5. The PTRC distributes Emergency 

Firefighter Time Reports and CTRs 
in accordance with IIBMH and 
incident agency guidelines. The 
PTRC ensures all other appropriate 
documentation is attached. 

 
C. Incident Finance Package and Payments 

 
1. Follow incident agency guidelines 

for final incident finance package. 
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2. If there are casuals to be paid, submit 

the OF-288 and original hiring forms 
(if applicable) to the incident agency 
or payment center as appropriate. 

 
Review unit objectives. 

 
ADMINISTER UNIT 2 QUIZ:  Allow students five 
minutes to complete the quiz on pages 2.35–2.37 of 
their student workbook (IG pages 2.39–2.41). 
Review answers in class. 

 
 
 
 
 
 
Slide 2-43 to 2-44 
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SRV #2                                  C-2 
ID-PNF         River Road          ID-PNF-030 

H    Jorge L. Chavez, Jr. AD-C 18002400 00010800 

08/02         08/03 

Uncontrolled fireline – No meal break taken. 
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UNIT 2 QUIZ SOLUTION 
 
 
1. A regular government employee submits a Crew Time Report for 10 hours 

of work and rest. You, as the PTRC, question the 10 hours and he informs 
you that his tour of duty at his home is Monday through Thursday, 10 hours 
each day; therefore, he is guaranteed 10 hours per day, Monday through 
Thursday. He wants you to record 10 hours for his R&R day. How do you 
respond? 

 
The home unit is responsible for applying emergency pay regulations 
regarding the tour of duty. The PTRC only records ‘day off’ on the 
Emergency Firefighter Time Report. 

 
2. Who is entitled to be in pay status when in an inadequate food and lodging 

situation? 
 

Nonexempt regular government employees and casuals. 
 
3. List two examples of off shift time. 
 

Sleeping 
Eating 

 
4. How many hours are guaranteed to casuals? 
 

Eight hours per day (when away from the point of hire). 
 
5. Who is responsible for maintaining the filing system in the time unit? 
 

PTRC 
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6. List three sections/units/positions the PTRC coordinates with. Specify what 
coordination occurs. 

 
Any three of the following: 

 
• Time unit leader to obtain operating procedures, briefing, 

incident priorities. 
• Planning section (resource unit leader) to obtain listing of 

personnel and crews. 
• Incident supervisors (all sections) to obtain personnel time and 

provide information on pay regulations. 
• Compensation/claims unit for injury compensation documents. 

 
7. AD rates are established at the point of hire and will not change if the 

individual is sent to a different geographical rate area. 
 

a. True 
b. False 

 
8. Individuals may sign their Crew Time Report with permission of the 

incident supervisor. 
 

a. True 
b. False 

 
9. Crew supervisors get paid for attending briefings. 
 

a. True 
b. False 

 
10. PTRC should only audit time records prior to demobilization.  
 

a. True 
b. False 
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11. The time unit leader resolves all personnel time posting problems. 
 

a. True 
b. False 

 
12. Casuals must sign the OF-288 during the demobilization process. 
 

a. True 
b. False 

 
13. Casuals must be given the opportunity to complete income tax withholding 

forms before they are hired. 
 

a. True 
b. False 
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UNIT OVERVIEW 

Course Applied Interagency Incident Business Management, S-261 

Unit 3 – Compensation for Injury Specialist 

Time 2 hours 

Objectives 
1. Demonstrate proficiency in the accurate completion and distribution of 

compensation for injury forms. 
2. Establish and maintain compensation for injury records. 
3. Identify categories of appropriate medical treatment. 
4. Identify personnel involved in the injury/illness reporting and 

documentation process. 

Strategy 
This lesson requires instructors to teach from the Instructor Guide, 
IIBMH, and PowerPoint slides. It is strongly recommended that 
instructors thoroughly review this lesson before presenting it. Students 
will follow along in the student workbook for part of the lesson and then 
move strictly to the IIBMH. The transitions are noted in the lesson plan. This 
lesson contains an overview of the topics to be discussed using the IIBMH. 
Instructors must refer to the IIBMH to discuss the topics in more detail. 

Instructional Method(s) 
• Instructor led training 
• Classroom and small group discussion 

Instructional Aids 
□ Wildland Fire Incident Management Field Guide (PMS 210) 

Exercise(s) 
• Exercise 1: Injury Specialist 
• Exercise 2: Compensation for Injury/Illness 
• Exercise 3: Pay Provisions 

 3.1  



Evaluation Method(s) 
• Participation 
• Unit Quiz 

Outline 
I. Incident Assignment 
II. Compensation for Injury/Illness 
III. Pay Provisions for Injuries and Illnesses 
IV. Demobilization 

Aids and Cues Codes 
The codes in the Aids and Cues column are defined as follows: 

IG – Instructor Guide IR – Instructor Reference 
SW – Student Workbook SR – Student Reference 
HO – Handout   Slide – PowerPoint 
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UNIT PRESENTATION 
 
Course Applied Interagency Incident Business Management, S-261 
 
Unit 3 – Compensation for Injury Specialist 
 
 

OUTLINE AIDS & CUES 
 

Present unit title slide.  
 
Present unit objectives. 

 
I. INCIDENT ASSIGNMENT 
 

You are assigned to and supervised by the 
Compensation/Claims Unit Leader (COMP) as a 
Compensation for Injury Specialist (INJR). 
 
The INJR is responsible for authorizing medical 
treatment and ensuring that necessary paperwork 
is completed. Close coordination is required with 
the Medical Unit. 

 
Refer students to the Wildland Fire Incident 
Management Field Guide (PMS 210) for an 
overview of INJR duties. 

 
A. Initial Supervisory Briefing 

 
Additional incident specific information to 
obtain from your incident supervisor 
include: 

 
1. Copy of the IAP; the INJR reviews 

for current incident status. 
 
 
 

 
Slide 3-1 
 
Slide 3-2 
 
Slide 3-3 
 
 
 
 
 
 
Slide 3-4 
 
 
 
 
 
 
 
 
Slide 3-5 
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2. Medical plan; the INJR reviews for: 

 
• Information on medevacs 
• Nearest medical facility 
• Nearest burn unit 

 
3. Information regarding 

injuries/illnesses reported to date. 
 
4. Information regarding potential for 

injury/illness 
 

• Steep terrain may precipitate 
sprains 

 
• Weather changes may 

precipitate cold/flu symptoms 
 

5. Names and locations of safety officer 
and medical unit personnel. 

 
6. Availability of Agency Provided 

Medical Care (APMC). 
 
7. Incident agency requirements 

regarding documentation, forms, etc. 
 
The incident agency confirms the 
process for: 
 
• Submitting original 

documentation to home units. 
 

• Documentation and treatment 
authorization requirements for 
personnel covered under state 
workers’ compensation. 
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• Incident finance package 
requirements. 

 
B. Personnel Assigned to the Incident 

 
The INJR gathers information regarding the 
types of resources assigned to the incident 
and the workers’ compensation 
requirements for each. 
 
1. The planning section, or I-Suite, can 

provide a listing of personnel by 
category (federal, state, county, etc.). 

 
2. The incident is required to provide 

emergency medical treatment to all 
assigned resources, including 
contractors and military personnel. 

 
3. Agreements and contracts specify 

responsibility of medical cost 
repayment. 

 
• Contractors are responsible for 

providing workers’ 
compensation coverage to their 
employees. 

 
The incident may provide 
emergency medical treatment 
and will deduct the cost from 
the contractor invoice. 
 
Documentation will be 
provided to the procurement 
unit from INJR. 
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• Military support units usually 
provide medical facilities and 
treatment to military personnel 
assigned to an incident. 

 
Coverage is under the 
Department of Defense. 

 
C. Working Relationships 

 
The INJR is usually assigned a work area in 
or adjacent to the Medical Unit. 
 
This facilitates coordination necessary to 
track injuries/illness, and ensure document 
completion and follow-up. 
 
1. To ensure communication and receipt 

of documentation, the INJR 
establishes a cooperative working 
relationship with the: 

 
• Compensation/Claims Unit 

Leader 
 

• Medical Unit 
 

• Safety Officer 
 

• Medical Facilities 
 

• Time Unit Leader 
 

• Facilities Unit Leader 
 

• Ground Support Unit Leader 
 

• Supply Unit 
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2. The INJR: 
 

• Notifies the COMP and 
Medical Unit of sleeping area 
location in the event of night 
medevacs. 

 
• Supports the SOF with the 

initial investigation and initial 
documents for: 

 
- Serious injury/illness 
 
- Fatality 
 
- Motor vehicle accident 

with personal injury 
 

Law Enforcement and special 
teams may be called in to 
complete the investigation. 

 
• Provides information to the 

SOF regarding injury/illness 
trends. 

 
Example: Five people working 
in Division C on the day shift 
have reported being stung by 
yellow jackets. INJR would 
notify the safety officer. Safety 
officer would investigate, and 
if warranted, would notify 
incident personnel, through the 
IAP, of the hazard. 
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EXERCISE 1:  Injury Specialist  
 
Time:  Allow students 5 minutes to answer the questions 
then review answers. 
 
1. List five items to be included in the INJR kit. 

 
Any five of the following: 
 
• Report of Traumatic Injury and Claim 

for Continuation of Pay/Compensation, 
CA-1 

• Notice of Occupational Disease and 
Claim for Compensation, CA-2 

• APMC Authorization and Medical 
Report, FS-6100-16 

• Authorization for Examination and/or 
Treatment, CA-16 

• Attending Physician’s Report, CA-20 
• Duty Status Report, CA-17 
• Incident Injury Case File Envelope 
• Injury/Illness Log 
• APMC Treatment Log 
• OWCP District Office Listing (mailing 

addresses and telephone numbers) 
• Agency specific forms 

 
2. How do you determine what resources are 

assigned to the incident? 
 
Obtain a list of resources from the planning 
section (resource unit), or look in I-Suite. 
 
Why is this necessary? 
 
To determine the types of resources and the 
compensation requirements for each. 
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3. All personnel assigned to an incident are provided 

first aid treatment at no cost. 
 

a. True 
b. False 

 
Note: Medical treatment (non-first aid) 
provided to contractors or their personnel 
would be deducted from the invoice. 

 
End of Exercise. 
 
II. COMPENSATION FOR INJURY/ILLNESS 

(IIBMH, CHAPTER 10) 
 

Have students follow along in their IIBMH as you 
expand on these topics: 

 
A. Authorities 

 
• Federal workers’ compensation 

program 
 

• Agency Provided Medical Care 
(APMC) 

 
• State workers’ compensation 

program 
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B. Responsibilities 
 

• Incident Agency 
 

• Incident Management Team 
 

• Finance/Administration Section 
Chief 

 
• COMP or INJR 

 
• Supervisor 

 
• Employee 

 
• Home unit 

 
C. Definitions 

 
• First Aid Case 
 
• Medical Care 
 
• Occupational Illness/Disease 
 
• Physician 

 
• Third-Party Cases 
 
• Submission Requirements 

 
• Traumatic Injury 
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D. Federal Workers’ Compensation 
 

• The Federal Employees’ 
Compensation Act (FECA) 

 
- Provides compensation 

benefits to civilian employees 
 

• Coverage under FECA 
 

- Covered: civilian federal 
employees 

 
- Not covered: contractors, 

inmate crews, military 
personnel 

 
E. Authorizing Medical Care 

 
• Traumatic Injuries 

 
- OWCP has authorized 

agencies to issue form CA-16 
(Request for Examination 
and/or Treatment) 

 
• Occupational Disease or Illness 

 
- OWCP rarely allows treatment 

related to disease/illness 
 

F. Continuation of Pay (COP) 
 

• Definition and entitlement 
 

- Intent of COP is to avoid 
interruption of income 
 

 
Slide 3-14 
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- 45 day maximum 
 

• Controvert 
 

• COP recording procedures 
 

- Begins the day following 
injury 
 

- Document on OF-288 
 

G. Selection of Physician 
 

• FECA entitles employee to select 
physician of their choice 

 
• Emergency incident based on 

proximity of services 
 

H. Agency Provided Medical Care (APMC) 
 

• Separate from the provisions of 
FECA 

 
• COMP/INJR is responsible to 

counsel employee 
 

• Authority for APMC 
 

- Department of Agriculture 
Organic Act 
 

- Granger-Thye Act 
 

• APMC coverage 
 

- Medical visit and one follow-
up 
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• Employee choice of processes 
 

- Use of APMC instead of 
FECA is voluntary 

 
• APMC use for traumatic injuries 

does not cover non-first aid 
treatments 
 

• APMC should not be authorized for 
non-work related injuries/illness 
(including dental treatment) 

 
• Contractors may not use APMC  

 
• State may not utilize APMC 

 
• Military medical units provide 

treatment for military personnel 
 

• The FSC coordinates with incident 
agency to establish APMC 

 
• Incident personnel/agency pays 

authorized costs 
 
• M# assigned for treatment under 

APMC 
 
• Authorize medical treatment with 

FS-6100-16 
 
• Document APMC and M# on all 

injury forms 
 
• Document services on Incident 

Injury/Illness Log  
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• Do not issue CA-16 form for APMC 
 

I. Procedures and Documentation Required 
for FECA or APMC 
 
• Traumatic Injury (laceration, back 

strain from picking up one heavy 
box, etc.) 

 
- Form required: CA-1 

 
- Complete as soon as possible 

 
• Occupational Illness/Disease (camp 

crud, smoke inhalation over several 
shifts, etc.) 

 
- Form required: CA-2 

 
- Complete as soon as possible 

 
• Prescriptions should be obtained 

using local pharmacies that accept 
OWCP 
 

• Fatality 
 
- Home unit processes claim 

 
- Forms: CA-1, CA-16 

 
J. Forms Distribution 

 
• Submit to OWCP within 10 days of 

signing 
 

• COMP utilizes the Incident Injury 
Case File Envelope for forms 
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• Incident Injury/Illness Log should be 
used to document injuries/illnesses 

 
• ALL compensation for injury 

documents are protected by the 
Privacy Act 
 

K. State and Cooperators Workers’ 
Compensation Coverage 

 
• State workers’ compensation 

 
- Utilize state specific 

injury/illness form  
 
- If state form is not initially 

available, appropriate CA-1 or 
CA-2 can be used 

 
- State employee is responsible 

to contact home unit 
 

- Do not issue CA-16 
 

• Cooperators 
 

- Usually covered under home 
unit workers’ compensation 
program (state, county, etc.) 

 
- Utilize home unit specific 

forms 
 

- Follow FECA or APMC if 
cooperator is hired as federal 
casual 
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L. Example Forms 

 
Refer students to the Exhibits section in 
Compensation for Injury/Illness (IIBMH, Chapter 
10). Explain which forms to complete for reporting 
and authorizing treatment. 

 
• Examples of the following forms are 

located at Chapter 10, Exhibits: 
 

- CA-1 
 

- CA-2 
 

- CA-16 
 

- FS-6100-16 
 
- Incident Injury/Illness Log 

 
- OF-288 (showing COP) 

 
- OF-313 

 
EXERCISE 2:  Compensation for Injury/Illness 
 
Time:  Allow students 5 minutes to answer the questions 
then review answers. 
 
1. When does COP terminate for a casual? 
 

• Complete recovery is realized. 
• The 45 calendar days are complete. 
• They are released from the incident 

assignment because the incident is over 
and/or their crew is demobilized to the 
home unit. 
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2. For each example below, indicate whether it 

would be classified as a “T” for Traumatic Injury 
or “O” for Occupational Disease/Illness. 

 
  T   Finger laceration 
  O   Bronchitis 
  T   Broken arm 
  O   Back strain (moving furniture for three 

days) 
  O   Tendonitis (loading airplanes on 14 day 

incident assignment) 
  T   Sprained ankle 
  T   Smoke inhalation (one day exposure to 

smoky conditions) 
  T   Metal particle in eye 
  O   Carpal tunnel syndrome (operating chain 

saw over an eight week period) 
 
3. Who is involved in the initial injury/illness 

documentation process? 
• Injured individual 
• Supervisor 
• Witness 
• INJR 

 
End of Exercise. 
 

Instruct students to return to the student 
workbook for the remainder of the unit. 
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III. PAY PROVISIONS FOR INJURIES AND 

ILLNESSES 
 

A. Time Loss 
 

The INJR coordinates with the time unit to 
ensure documentation of time loss. 

 
1. Light or limited duty 

 
Incident personnel may be afforded 
light or limited duty at the incident 
based on medical documentation and 
the availability of light duty. 

 
• This does not apply to contract 

personnel. 
 

• The INJR, incident supervisor, 
and medical unit coordinate 
this effort. 

 
• The incident supervisor 

documents light duty and 
hours on the individual’s CTR 
and the individual is paid 
accordingly. 

 
2. Sick leave 

 
• A regular government 

employee, who is 
incapacitated for incident work 
due to illness, receives 
guarantee hours on the first 
day. 
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- Sick leave is taken for 
subsequent days, if 
within the normal tour 
of duty. 

 
- The incident supervisor 

documents sick 
leave/guarantee on the 
individual’s CTR. 

 
• Casuals are not entitled to sick 

leave. 
 

- Casuals receive eight 
guarantee hours for each 
day held at the incident. 

 
- The incident supervisor 

documents guarantee 
hours on the casual’s 
CTR. 

 
3. Continuation of pay (federal) 

 
• Regular government 

employees and casuals are 
entitled to Continuation of Pay 
(COP) if incapacitated for duty 
as the result of a traumatic 
injury. 

 
- COP begins the day 

after the date of injury. 
 

- The incident supervisor 
documents COP on the 
individual’s CTR. 
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- Generally, personnel in 
COP status are released 
from the incident. 

 
B. Travel and Waiting Time for Medical 

Treatment 
 

• Time spent traveling to/from 
medical facility is considered 
compensable travel time. 

 
• Time spent receiving medical 

attention is also compensable. 
 
EXERCISE 3:  Pay Provisions 
 
Time:   Allow students 15 minutes to answer the 
questions then review answers. 
 
1. An eight-person camp crew from the Riggins 

Ranger District consisting of federal casuals and 
federal regular government employees is assigned 
to the Rocky Road (#1001) incident. The camp 
crew is exposed to an influenza virus and 
becomes ill. APMC is authorized at a local clinic. 
The physician recommends light duty for eight 
hours, then return to regular duty. 

 
a. What form is necessary to document the 

illness? 
 

CA-2 
 
b. What form is used to authorize agency 

provided medical care at the local clinic? 
 

APMC Authorization and Medical 
Report (FS-6100-16), APMC Treatment 
Log (M#) 
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c. How is the light duty noted on the Crew 
Time Report, SF-261? 

 
Incident supervisor documents eight 
hours light duty for both the regular 
government employees and the casuals in 
remarks (block 11). 

 
d. How many “M” numbers will you need to 

authorize APMC treatment for all affected 
crew members? 

 
Eight “M” numbers, one for each person. 

 
e. Complete the APMC Treatment Log (SW 

page 3.21, IG page 3.25.) for three of the 
camp crew members: John Black, Sally 
Morgan, and Isaac Winters (students can 
make up information as necessary). Start 
with M#1.  
(EXPLAIN TO STUDENTS THAT THE 
‘TREATMENT’ COLUMN IS THE 
NAME OF THE MEDICAL 
PROVIDER, I.E., NAME OF CLINIC) 

 
Show solution on slide 27. 

 
f. On what documents do you record the “M” 

number? 
 

• Notice of Occupational Disease and 
Claim for Compensation, CA-2 

• APMC Authorization and Medical 
Reports, FS-6100-16 

• APMC Treatment Log 
• Incident Injury Case File Envelope 
• Billing documents 
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2. Kathy March, status/check-in recorder (from the 

Riggins Ranger District), fell and injured her right 
hand. She is being treated in the medical unit. You 
are the only person, other than the medical unit 
leader and the witness that is aware of the injury. 

 
a. Who should be contacted? 

 
Report the injury to Kathy’s incident 
supervisor. The severity of the injury 
determines if you immediately notify the 
compensation/claims unit leader and 
safety officer. 

 
b. What form should be completed to 

document Kathy’s injury? 
 

Report of Traumatic Injury and Claim 
for Continuation of Pay/Compensation, 
CA-1. 

 
c. The medical unit leader does not think the 

hand is broken, but it is severely bruised. 
X-rays are necessary to confirm this 
suspicion. The incident is using APMC. 
What do you need to consider before 
authorizing APMC? 

 
Number of potential medical treatments. 
Potential time loss or COP. 

 
d. The physician advises Kathy not to return 

to work for two days. Since Kathy is right-
handed, she is not able to perform her 
duties, and wants to be released from the 
incident if she cannot work. What forms 
should you issue to authorize medical 
treatment? 
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Due to the potential for time loss beyond 
the date of injury, and the potential for 
more than two medical appointments, 
issue an Authorization for Examination 
and Treatment, CA-16. 

 
e. Assist Kathy in completing the employee 

portion of the CA-1 (SW page 3.23, IG 
page 3.27), as she is unable to write. Make 
up information as necessary. 

 
Show solution on slide 28. 

 
f. Authorize medical treatment on the 

Authorization for Examination and/or 
Treatment, CA-16 (SW page 3.25, IG page 
3.29). The medical provider is Memorial 
Hospital. Make up information as 
necessary. 
 
Show solution on slide 29. 

 
g. Establish an Incident Injury Case File 

Envelope (SW page 3.27, IG page 3.31) for 
Kathy March. 

 
Show solution on slide 30. 

 
h. Document the injury on the Injury/Illness 

Log (SW page 3.29, IG page 3.33). 
 

Show solution on slide 31.  
 

End of Exercise. 
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IV. DEMOBILIZATION 
 

A. Demobilization Plan 
 

The demobilization unit provides a 
demobilization schedule to the Finance 
section. 

 
The demobilization schedule lists incident 
resource demobilization dates and times. 

 
B. Closing Injury Compensation Records 

 
The INJR completes reporting forms, 
finalizes logs, and notes follow-up needed 
(hospitalized personnel, outstanding 
medical treatment documents). 

 
C. Incident Finance Package 

 
Compensation for injury documents are 
protected by the Privacy Act and 
documents should be handled accordingly. 
The Incident Injury/Illness Log should be 
retained in the incident records. 

 
Review unit objectives. 

 
ADMINISTER UNIT 3 QUIZ: Allow students five 
minutes to complete the quiz on pages 3.31–32 of 
their student workbook (IG pages 3.35–3.37). 
Review answers in class. 

 

 
Slide 3-32 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Slide 3-33 
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COMPLETE FORM FOR QUESTION 1e 
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COMPLETE FORM FOR QUESTION 2e 

 3.27 IR 3-2 



 3.28  



COMPLETE FORM FOR QUESTION 2f 
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COMPLETE FORM FOR QUESTION 2g 
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COMPLETE FORM FOR QUESTION 2h 
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UNIT 3 QUIZ SOLUTION 
 
 
1. List five things the INJR must consider when closing out compensation for 

injury records. 
 

Any five of the following: 
 
• Ensure reporting forms are complete. 
 
• Finalize logs. 
 
• Follow-up on hospitalized personnel. 
 
• Provide documents to time unit to attach to time records. 
 
• Provide medical treatment cost to procurement unit for 

contractor invoice deductions. 
 
• Document any follow-up needed. 
 
• Submit receipts and APMC documentation to incident agency. 
 
• Advise injured/ill incident personnel to notify home unit 

compensation specialist. 
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2. Place the corresponding letter of the position next to the appropriate 
statement on the following page. A position may be used more than once. 
 
A. Injured/ill government employee/casual 
 
B. Safety officer 
 
C. Incident agency 
 
D. Medical providers 
 
E. Compensation/claims unit leader 
 
F. Medical unit leader/personnel 
 
G. Incident procurement unit 
 
H. Incident time unit 
 
I. Incident supervisor 
 
J. INJR 
 
K. Home unit or hiring agency 
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D Completes medical documentation forms. 
 
A Reports injury/illness to incident supervisor. 
 
B Obtains information from the INJR on injury/illness trends. 
 
J Communicates with medical providers to ensure prompt completion 

of paperwork. 
 
K Submits reportable cases to OWCP/state workers’ compensation 

office. 
 
D Bills incident agency for APMC treatment expenses. 
 
J Advises incident personnel of their compensation rights and 

responsibilities. 
 
E Supervises the INJR. 
 
F Provides first aid to incident personnel. 
 
G Deducts medical treatment costs from contractor invoices. 
 
H Records COP, time loss, sick leave on personnel time reports. 
 
I Completes required reporting documents for subordinates. 
 
C Processes final payment to APMC providers. 
 
J Follows up on hospitalized incident personnel. 
 
F Recommends additional medical treatment (beyond what the incident 

can provide). 
 
J Authorizes off-incident medical treatment. 
 
C Establishes APMC agreements with local medical providers. 
 
B Coordinates investigation of serious injuries, motor vehicle accidents, 

fatalities.

 3.37 IR 3-6 
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UNIT OVERVIEW 

Course Applied Interagency Incident Business Management, S-261 

Unit 4 – Claims Specialist 

Time 1 hour 

Objectives 
1. Identify types of claims. 
2. Identify claim forms and supporting documentation required to submit 

a claim. 
3. Identify personnel and coordination necessary in the claims 

investigation process. 

Strategy 
This lesson requires instructors to teach from the Instructor Guide, 
IIBMH, and PowerPoint slides. It is strongly recommended that 
instructors thoroughly review this lesson before presenting it. Students 
will follow along in the student workbook for part of the lesson and then 
move strictly to the IIBMH. The transitions are noted in the lesson plan. This 
lesson contains an overview of the topics to be discussed using the IIBMH. 
Instructors must refer to the IIBMH to discuss the topics in more detail. 

Instructional Method(s) 
• Instructor led training 
• Classroom and small group discussion 

Instructional Aids 
□ Wildland Fire Incident Management Field Guide (PMS 210) 

Exercise(s) 
• Claims 

Evaluation Method(s) 
• Participation 
• Unit Quiz 

4.1 



 
Outline 

I. Incident Assignment 
II. Claims 

Aids and Cues Codes 
The codes in the Aids and Cues column are defined as follows: 

IG – Instructor Guide IR – Instructor Reference 
SW – Student Workbook SR – Student Reference 
HO – Handout   Slide – PowerPoint 
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UNIT PRESENTATION 
 
Course Applied Interagency Incident Business Management, S-261 
 
Unit 4 – Claims Specialist 
 
 

OUTLINE AIDS & CUES 
 

Present unit title slide.  
 
Present unit objectives. 

 
I. INCIDENT ASSIGNMENT 
 

You are assigned to and supervised by the 
Compensation/Claims Unit Leader (COMP) as a 
Claims Specialist (CLMS). 
 
The CLMS is responsible for managing all 
claims- related activities (other than injury) for an 
incident. 

 
Refer students to the PMS 210 for an overview of 
CLMS duties. 

 
A. Initial Supervisory Briefing 

 
Additional incident specific information 
from the incident supervisor to include: 

 
1. Copy of the IAP. The CLMS reviews 

for: 
 

• Number of resources 
• Contractors/Agency 
• Current incident status 

 
 

 
Slide 4-1 
 
Slide 4-2 
 
Slide 4-3 
 
 
 
 
 
 
 
 
 
 
 
 
 
Slide 4-4 
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2. Information regarding existing and 
potential claims. 

 
3. Incident agency requirements 

regarding claims. 
 

B. Working Relationships 
 

The CLMS is assigned a work area in the 
compensation/claims unit. This facilitates 
communication with the 
compensation/claims unit leader. 
 
The CLMS establishes a cooperative 
working relationship with the: 

 
• COMP 
• Procurement Unit Leader 
• Safety Officer 
• Security/law enforcement 
• Ground Support Unit Leader 
• Facilities Unit Leader 
• Supply Unit Leader 

 
II. CLAIMS (IIBMH, CHAPTER 70) 
 

Have students follow along in their IIBMH as you 
expand on these topics: 

 
A. Authorities 

 
• Contract Disputes Act of 1978 

 
• Federal Tort Claims Act 

 
• Non-Tort Act of May 27, 1930 

(Property Damage) 

 
 
 
 
 
 
 
Slide 4-5 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Slide 4-6 
 
 
 
 
Slide 4-7 
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• Military Personnel and Civilian 
Employees Claims Act 

 
B. Responsibilities 

 
• Agency Administrator 

 
• Incident Commander 

 
• Finance/Administration Section 

Chief 
 

• Compensation/Claims Unit Leader 
 

• Incident personnel 
 

• Supervisor 
 
• Safety Officer 

 
• Contracting Officer 

 
• Claimant 

 
C. Definitions 

 
• Claim 

 
• Claimant 

 
• Contract 

 
• Government vehicle 

 
• Negligence 

 
• Solicitor/Office of the General 

Counsel 

 
 
 
 
Slide 4-8 
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• Tort and Non-Tort 
 

D. Claims Investigations 
 
Ideally, the investigation is completed by 
law enforcement personnel coordinated 
with SOF. Serious accidents will be 
investigated by an investigation team. 

 
E. Claims Filing 

 
When explaining the following claims, refer 
students to the exhibits in the IIBMH and discuss 
documentation form. 

 
1. Contract Claims 

 
• No specific form is required 

for Contract Claims but must 
be documented by contractor. 

 
• Incident Contracting Officer 

can adjudicate on site and 
compensate or deduct from 
OF-286. 

 
• Must be filed within six years. 

(Contract Disputes Act of 
1978) 

 
• Example: Contract water 

tender transmission becomes 
inoperable and vendor wants it 
repaired. 

 
 
 

 
 
 
Slide 4-10 
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2. Tort/Non-Tort Claims 

 
• Provide SF-95 to claimant 

when requested. 
 

• DO NOT assist claimant with 
form. 

 
• Compile claims package. 

 
• Submit claim to incident 

agency. 
 

• Claim must be filed within two 
years. 

 
• Tort claim example: Private 

citizen is involved in a motor 
vehicle accident with a 
government vehicle. The 
private citizen would file a tort 
claim to seek reimbursement 
for damages. 

 
• Non-tort claim example: 

Government contracted dozer 
destroys a fence owned by 
private party while accessing a 
fire. Non-Tort Claims apply 
only to the Forest Service. 

 
3. Employee Claims 

 
• Employee completes AD-382 

or DI-570 and attaches 
supporting documentation 
such as receipt, two repair 
estimates, etc. 

 
Slide 4-12 
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• Employee must file a claim 
according to home unit 
procedures to document loss 
and request reimbursement. 

 
• Compile claims package. 

 
• Employee claim example: A 

crew member's gear is stolen. 
The individual may file an 
employee claim to seek 
compensation. 

 
4. Government Claims 

 
• Document the damage. 

 
• Compile claims package. 

 
• Process according to incident 

agency procedures and policy. 
 

• Government claim example: A 
private vehicle damages a 
government vehicle. 

 
5. Government Property Damage 

 
• Employee documents property 

damage (OF-289 or 
appropriate incident or home 
unit form) 

 
• Submit to logistics for 

approval. 
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• Item may be replaced by the 
incident cache, by incident 
personnel that have been given 
proper authority, or upon 
return to home unit. 

 
• Government property damage 

example: Government GPS 
unit damaged while on fireline. 
Document on AD-112 and 
submit to logistics section. 

 
Refer students to the AD-112 example (SW page 
4.9; IG page 4.11). 

 
EXERCISE:  Claims 
 
Exercise Instructions:  Students are to place the 
corresponding letter of the claim type next to the 
appropriate description.  
 
Time:  Allow five minutes to complete the exercise then 
review solutions. 
 
E = Employee Claim, C = Contract Claim, T = Tort 
Claim, N=Non-Tort 
 
T A landowner has irrigation pipes damaged by 

incident personnel backing up without a 
spotter. 

E A casual loses an expensive portable 
electronic device. 

C Contract water tender transmission becomes 
inoperable and the owner wants it replaced. 
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End of Exercise. 
 

Review unit objectives. 
 

ADMINISTER UNIT 4 QUIZ: Allow students five 
minutes to complete the quiz on pages 4.11–4.12 of 
their student workbook (IG pages 4.13–4.14). 
Review answers in class. 

 

 
T/C Dozer rollover results in the death of an 

owner/operator during team transition. The 
widow files a claim for the death of her 
spouse. 

 Note: Contract claims are for equipment 
damage. A tort claim would be filed for the 
dozer operator (private citizen). 

N On a Forest Service incident a landowner files 
a claim for a burnt fence. 

E Employee’s personal tent is damaged in a 
wind event. 

C A contract sawyer’s chain saw is left on the 
fireline and is burned over.  

E Casual’s personal pack is dropped out of a 
helicopter sling load in remote area and not 
recovered. 

E Regular government employee’s laundry is not 
returned from the laundry contractor. 

C A refrigeration unit on the catering truck burns 
out and the owner wants it to be repaired or 
replaced. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Slide 4-18 
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UNIT 4 QUIZ SOLUTION 
 
1. List two items to be included in a claims specialist kit. 
 

Any two of the following: 
 
• Claim for Damage, Injury or Death, SF-95 
• Employee Claim for Loss or Damage to Personal Property, DI-

570 or AD-382 
• Incident Claims and Accident Log 
• Incident Claims Case File Envelope 
• Camera and film 

 
2. List two individuals the CLMS would coordinate with regarding claims 

investigations.  Explain their responsibilities in the investigation process. 
 
Any two of the following: 
 
• Security/law enforcement conducts investigations and provides 

security. 
 
• Safety officer coordinates investigations with security personnel. 
 
• Investigation teams lead investigations, review procedures, and 

provide written documentation of findings. 
 

3. List three supporting documents for an employee claim. 
 

Any three of the following: 
 
• Purchase receipt 
• Receipt for repair or replacement 
• Repair estimates 
• Copies of catalog descriptions for same or like items 
• Witness statement 
• Supervisor statement 
• Investigation reports 
• Photographs 
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4. All claims and potential claims must be promptly investigated and reported. 
 

a. True 
b. False 

 
5. Incident personnel should advise individuals to file a claim if they feel 

reimbursement will be made. 
 

a. True 
b. False 

 
6. Incident-related claims must be filed at the incident site.  
 

a. True 
b. False 

 
7. What form (name and number) would a Department of Interior employee 

use to file an employee claim? 
 

Employee Claim for Loss or Damage to Personal Property, DI-570. 
 
 
8. Match the type of claim with the claimant. 
 

T = Tort/Non Tort 
C = Contract 
E = Employee 
G = Government Claim or Property Damage 
 
E Casual 
T Landowner NOT working on the incident 
C Caterer 
E Regular government employee 
G Government employee with damaged government GPS unit 
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UNIT OVERVIEW 

Course Applied Interagency Incident Business Management, S-261 

Unit 5 – Equipment Time Recorder 

Time 4 hours 

Objectives 
1. Demonstrate the ability to accurately initiate and complete incident 

equipment time records. 
2. List forms required to document contract usage. 
3. Apply applicable contract provisions when posting equipment time. 
4. Identify personnel and coordination necessary in the contract 

use/payment process. 
5. Describe the process to close out records and demobilize contractors. 

Strategy 
This lesson requires instructors to teach from the Instructor Guide, 
IIBMH, and PowerPoint slides. It is strongly recommended that 
instructors thoroughly review this lesson before presenting it. Not all of 
the information in Section III. Acquisition, applies to the EQTR; 
however, students need to comprehend the acquisition process. Students 
will follow along in the student workbook for part of the lesson and then 
move strictly to the IIBMH. The transitions are noted in the lesson plan. This 
lesson contains an overview of the topics to be discussed using the IIBMH. 
Instructors must refer to the IIBMH to discuss the topics in more detail.   

Instructional Method(s) 
• Instructor led training 
• Classroom and small group discussion 

Instructional Aids 
□ Wildland Fire Incident Management Field Guide (PMS 210) 
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Exercise(s) 
• Exercise 1:  Contract Records 
• Exercise 2:  Document Submission  
• Exercise 3:  Emergency Equipment 

Evaluation Method(s) 
• Participation 
• Unit Quiz 

Outline 
I. Incident Assignment 
II. Establish and Maintain Contract Records 
III. Acquisition 
IV. Demobilization 

Aids and Cues Codes 
The codes in the Aids and Cues column are defined as follows: 

IG – Instructor Guide IR – Instructor Reference 
SW – Student Workbook SR – Student Reference 
HO – Handout   Slide – PowerPoint 
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UNIT PRESENTATION 
 
Course Applied Interagency Incident Business Management, S-261 
 
Unit 5 – Equipment Time Recorder 
 
 

OUTLINE AIDS & CUES 
 

Present unit title slide.  
 
Present unit objectives. 

 
I. INCIDENT ASSIGNMENT 

 
You are assigned to and supervised by the 
Procurement Unit Leader (PROC) as an 
Equipment Time Recorder (EQTR). 
 
The EQTR is responsible for the recording of time 
for all equipment assigned to an incident. 
 

Refer students to the PMS 210 for an overview of 
EQTR duties. 

 
On most incidents the procurement unit utilizes 
the time module of I-Suite for time recording. 
There may be times, due to the size of the incident 
(Type 2 or below) when there is no procurement 
unit leader on the incident. 
 
The Finance/Administration Section Chief (FSC) 
or other incident supervisor will designate the 
location and reporting chain of the EQTR. 
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A. Initial Supervisory Briefing 
 
Additional incident specific information 
from the incident supervisor to include: 
 
1. Copy of the IAP; the EQTR reviews 

for current incident status. 
 
2. Information regarding contract 

resources ordered and assigned. 
 
3. Copy of geographic area equipment 

rates which provide information 
regarding equipment rates, payment 
procedures, etc. 

 
4. Incident agency requirements 

regarding contract documentation, 
forms, etc. 

 
The incident agency identifies the process 
for submitting payment documentation and 
incident finance package requirements. 

 
B. Personnel Assigned to the Incident 

 
The EQTR gathers information regarding 
contract resources assigned to the incident, 
and the timekeeping and recording 
requirements for each. The planning section 
or I-Suite can provide this listing. 
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C. Working Relationships 

 
The EQTR is assigned a work area in the 
procurement unit. This facilitates 
coordination necessary to obtain contractor 
time, ensure document completion and 
follow-up. 
 
To ensure communication and receipt of 
documentation, the EQTR establishes a 
cooperative working relationship with: 
 
• Procurement unit leader 
 
• Time unit leader 
 
• Resource unit leader 
 
• Ground support unit 
 
• Facility unit personnel 

 
II. ESTABLISH AND MAINTAIN CONTRACT 

RECORDS 
 

A. Collect Contract Documentation 
 

1. Arriving contractors: 
 

• Check in with the 
status/check-in recorder. 

 
• Report to the appropriate unit 

for inspections before 
reporting to the procurement 
unit. 

 
 

 
Slide 5-7 
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• Supply the procurement unit 
with contract paperwork to 
start OF-286 and turn in a shift 
ticket with travel time. 

 
2. The EQTR: 

 
• Initiates OF-286 for each 

contractor. 
 

• Initiates the equipment 
envelope, if necessary. 

 
• Collects and reviews shift 

tickets daily to ensure all 
information is accurate and 
complete. 

 
• Compares contract records on 

file with a listing of incident 
resources to ensure all 
resources are submitting shift 
tickets and are assigned to the 
incident. 

 
The planning section or I-Suite 
can provide this information. 
The IAP is a source of 
information regarding 
resources assigned to the 
incident. 
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• Directs contractors without 
appropriate paperwork to the 
procurement unit leader. 

 
The EQTR does not have the 
authority to establish a 
contract without delegated 
procurement authority. 

 
• Applies appropriate contract 

terms and conditions. 
 

• Recognizes and resolves 
posting problems. 

 
• Performs audits on time 

records. 
 

• Refers discrepancies to the 
procurement unit leader. 

 
• Posts prescription, medical, 

and other deductions. 
 

• Closes out time records. 
 

3. Documentation forms 
 

Briefly explain the use of each form. Mention that 
the forms will be covered in detail later in the unit. 

 
• Incident Blanket Purchase 

Agreement (I-BPA), SF-1449 
 

• Emergency Equipment Rental 
Agreement (EERA), OF-294 
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Refer students to the EERA, OF-294 (SW pages 
5.21–5.24; IG pages 5.29–5.32). 

 
• Vehicle/Heavy Equipment 

Inspection Checklist, OF-296 
 

• Resource Order 
 

• Emergency Equipment Rental-
Use Envelope, OF-305 

 
• Contracts as applicable 

 
- Contract crews 

 
- National interagency 

contractors 
 

4. Resource Order number 
 
All incident resources are assigned a 
resource order number. Incident 
resources are ordered and released by 
this number. 
 
a. Equipment is assigned an “E” 

number, such as E-32, E-140. 
 

“E” numbers are posted on the 
equipment (usually on the 
windshield). 

 
b. Contract crews are assigned a 

“C” number, such as C-20, C-
31. 
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c. Services are assigned an “S” 

number (telephone systems, 
laundry, etc.). 

 
The EQTR obtains a listing of 
resources and order numbers from 
the logistics section (supply unit). 
 
Incident agency expanded dispatch 
and/or the buying team can provide a 
listing of resources processed 
through those functions. 
 
This listing is used to determine if 
arriving equipment has been ordered. 
 
Equipment may arrive without a 
resource order number, or have a 
duplicate resource order number with 
another piece of equipment. 
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EXERCISE 1:  CONTRACT RECORDS  
 
Time:  Allow students 5 minutes to answer the 
questions. Review answers. 
 
1. List five forms to be included in an equipment 

time recorder kit. 
 
Any five of the following: 
 
• Emergency Equipment Rental 

Agreement, OF-294. 
• Emergency Equipment Use Invoice, OF-

286. 
• Vehicle/Heavy Equipment Inspection 

Checklist, OF-296. 
• Emergency Equipment Shift Ticket, OF-

297. 
• Emergency Equipment Rental-Use 

Envelope, OF-305. 
• Emergency Equipment Fuel and Oil 

Issue, OF-304. 
• Emergency Equipment Rental Log. 
• Emergency Firefighter Time Report, OF-

288. 
 

2. List two specific pieces of information an 
equipment time recorder should obtain at the 
initial briefing. 

 
Any two of the following: 

 
• Copy of the Incident Action Plan. 
• Information regarding contract 

resources ordered and assigned. 
• Incident agency requirements regarding 

documentation, forms, etc. 
• Geographic area equipment rate 

supplement to IIBMH. 
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3. What forms should the equipment hiring official 

initiate or complete and forward to the incident 
procurement unit with the contractor? 

 
• Emergency Equipment Rental 

Agreement, OF-294. 
• Emergency Equipment Use Invoice, OF-

286. 
• Vehicle/Heavy Equipment Inspection 

Checklist, OF-296. 
• Emergency Equipment Shift Ticket, OF-

297. 
• Emergency Equipment Rental-Use 

Envelope, OF-305. 
• Emergency Firefighter Time Report, OF-

288. 
 
4. Should a contractor start work without an 

inspection?  
 
No.  
 
Why?  
 
Due to potential claims and/or safety concerns. 

 
5. An equipment contactor arrives at the 

procurement unit to check in. The contractor tells 
you that he had received a call from dispatch and 
was told to report to the incident. The contractor 
has no hiring paperwork, but does have an 
Emergency Equipment Rental Agreement,  
OF-294, that expired last year and is willing to 
complete a new agreement. Ground support did 
not complete an inspection since his contract was 
not current. The contractor does not have the 
name of the person that contacted him or an “E” 
number. 
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What actions would you take? 
 
Review the resource order listing to see if this 
contractor is listed. Brief the procurement unit 
leader on the situation and refer the contactor 
to the procurement unit leader. If there is no 
procurement unit leader at the incident brief 
your incident supervisor on the situation and 
refer the contractor to your incident 
supervisor. 

 
End of Exercise. 
 

B. Time Reporting Procedures 
 

1. The procurement unit leader: 
 

Establishes contract time/use 
submission procedures and 
designates a drop-off point for the 
shift tickets (“In Box”) in the 
procurement unit area. 

 
2. The EQTR: 

 
• Informs contractors of time 

submission procedures. 
 

- The government official 
supervising the 
equipment is responsible 
to submit contract 
equipment and operator 
time. 
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- Contract equipment time 
is submitted on an 
Emergency Equipment 
Shift Ticket, OF-297 
(Shift Ticket). 

 
- CTR is not required for 

an equipment operator 
when the equipment is 
under contract and the 
operator is provided. 

 
- Contract crews submit 

time or use per contract 
provisions (on CTR, SF-
261). 

 
• Reviews agreement provisions 

with the contractor and the 
contractor’s incident 
supervisor to facilitate correct 
recording of time/use on the 
shift ticket. 

 
- Shift tickets and CTRs 

must be signed and 
submitted daily. 

 
- Contractors and the 

government official 
supervising the 
equipment must sign the 
shift ticket. 
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- Ground support unit 
supervises transportation 
related equipment 
(buses, pickups, fuel 
trucks). 

 
- Operations personnel 

supervise equipment 
assigned to the 
operations section 
(dozers, lowboys, 
tenders, engines). 

 
- Facilities unit supervises 

contractor services 
(portable toilets, shower 
units, potable water, 
laundry service.) 

 
- Food unit supervises 

caterer. 
 

• Audits shift ticket/CTR prior 
to posting to ensure complete 
information and adherence to 
contract terms and pay 
regulations. 

 
• Notifies procurement unit 

leader of excessive shift 
lengths. 

 
- Excessive shift lengths 

will be documented in 
accordance with the 
IIBMH. 
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C. Maintaining Contract Records 
 
The procurement unit leader establishes the 
unit filing system. In the absence of, or as 
requested by the procurement unit leader, 
the EQTR sets up the filing system. 
 
1. The filing system: 

 
• Facilitates the posting process, 

information retrieval, and the 
demobilization process. 

 
• Provides documentation for 

the incident finance package. 
 

Files will be easily transportable if it 
becomes necessary to move the camp 
or if a weather event occurs. 

 
2. The contract filing system includes: 

 
• Emergency Equipment Use 

Envelope, OF-305, and all 
contents. 

 
- Filed alphabetically by 

contractor name or by 
E-number. 

 
- Depending on incident 

size, envelopes may be 
grouped by type of 
equipment and filed 
alphabetically (buses, 
suppression equipment, 
pickups). 

 
• Logs and other supporting 

documents. 
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EXERCISE 2:   DOCUMENT SUBMISION 
 
Time:  Allow students 5 minutes to answer the 
questions. Review answers. 
 
1. Four pickup trucks (with operators) have been 

contracted from Mistletoe Construction. The 
Emergency Equipment Rental Agreement, OF-
294, specifies a mileage rate plus guarantee. What 
document is submitted to report time/use for the 
pickups? 

 
Emergency Equipment Shift Ticket, OF-297, 
for each pickup. 
 
What document is submitted to report time for the 
drivers? 
 
Time for the drivers should be recorded on the 
Equipment Shift Ticket. 
 

2. A dozer and transport have been hired from TW 
Trucking. Incident Blanket Purchase Agreement, 
SF-1449, specifies a daily rate for the dozer and a 
mileage rate and guarantee for the transport. The 
transport driver will also operate the dozer. Can 
time/use for both pieces of equipment be reported 
on the same document? 
 
Yes, if they are on the same E#. 
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What document(s) are submitted to report 
time/use? 
 
Emergency Equipment Shift Ticket, OF-297. 
Since the transport is only paid for the 
mobilization (unless requested to remain at the 
incident) the mileage may be recorded on the 
shift ticket on a separate line or in the remarks 
block. It will generally have the same E-
number as the dozer. If the two pieces of 
equipment have different E-numbers, separate 
forms must be completed. 

 
3. List three sections/units/positions the EQTR 

coordinates with. Specify what coordination 
occurs. 

 
Any three of the following: 
 
• Ground support unit to obtain 

equipment time, inspection forms, 
fuel/oil issues, and repair/supply 
deductions. 

• Planning section to obtain resource 
information. 

• Procurement unit (leader and other 
personnel) to exchange information 
regarding contracts, equipment. 

• Supply unit to obtain resource order 
numbers and listing of equipment, crews, 
and services ordered for the incident. 

• Facilities unit to obtain time and 
inspection forms. 

• Time unit for contractor/agency crew 
coordination. 

• Operations section for equipment time. 
• Contractors for paperwork and time.  

End of Exercise. 
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III. ACQUISITION (IIBMH, CHAPTER 20) 
 

Have students follow along in their IIBMH as you 
expand on these topics: 

 
A. Authority 

 
• Federal agencies authority is derived 

from the Federal Property and 
Administrative Services Act of 1949, 
41 U.S.C. 253 as amended. 

 
• State authorities are derived under 

the specific statutes for each state. 
 

B. Policy 
 

• Promote competition to the 
maximum extent possible. 

 
• Request quotations/offers from as 

many potential sources as is 
practical. 

 
• Federal agencies shall use simplified 

acquisition procedures. 
 

C. Responsibilities 
 

• Incident Agency 
 

• Procurement Unit Leader 
 

• Buying Team 
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D. Definitions 

 
• Contracting Officer’s Technical 

Representative (COTR or COR) 
 

• Dry 
 

• Emergency Equipment Rental 
Agreement (EERA) 

 
• Incident Blanket Purchase 

Agreement (I-BPA) 
 

• Incident Contract Project Inspector 
(ICPI) 
 

• Wet 
 

• Work Rate 
 
– Daily rate 

 
– Single shift 

 
– Double shift 

 
E. Requisitioning Procedure 

 
• Incident Agency Procedures 

(Requisition or Resource Order) 
 

• Incident Requisitioning Procedures 
(Resource Order) 

 
F. Incident Agency Service and Supply Plan 

 
• I-BPA and Dispatch Priority List 

(DPL) 
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Slide 5-24 
 
 
 
 
 
 
 
Slide 5-25 
 
 
 

5.19 



OUTLINE AIDS & CUES 
 

• Land Use and Facility Rental 
Agreements 

 
• Blanket Purchase Agreements  

 
• Other agency contracts 

 
• Available local open-market sources 

 
• Local interagency agreements and 

annual operating plans 
 

• Geographic area supplement for rates 
 

• Geographic area supplemental food 
policy 

 
• Geographic area AD rates 

 
G. Sources of Supply 

 
• National Cache System 

 
• General Services Administration 

(GSA) 
 

• Defense Logistics Agency (DLA) 
 

• National Interagency Fire Center 
Contracts 

 
H. Acquisition Methods 

 
Refer students to the Appendix Tool Kit, Chapter 
20 - Exhibits (IIBMH), and Equipment and 
Method of Hire chart (Exhibit 23) when discussing 
the following: 
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• Government charge cards and 
convenience checks 

 
• Land Use and Facility Rental 

Agreements 
 

• Equipment rental 
 

• Ordering equipment (EERA/I-BPA) 
 

• General guidelines for equipment 
hire 

 
• Hiring methods 

 
Explain guidelines for method of hire for specific 
pieces of equipment. 

 
I. Unique Items 

 
• Government telephone systems 

 
• Agency Provided Medical Care 

(APMC) 
 

• Subsistence and lodging provisions 
 

• Military 
 

• Water 
 

• Awards 
 

J. EERA and I-BPA Administration 
 

1. Ordering 
 

 
 
 
 
 
 
 
Slide 5-29 
 
 
 
 
 
 
Slide 5-30 
 
Slide 5-31 
 
 
Slide 5-32 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Slide 5-33 to 5-34 
 
 
 

5.21 



OUTLINE AIDS & CUES 
 
2. Inspections 

 
Ensure students understand who is responsible for 
completing inspections. 

 
3. Documentation 

 
Record resource order number (E#) 
on all contractor documents, even if 
block is not provided on the form. 

 
• Forms 
 

Slides 35 – 40 show examples of the forms. 
 

- I-BPA, SF-1449 
 
- EERA, OF-294 
 
- Vehicle/Heavy 

Equipment Inspection 
Checklist, OF-296 

 
- Emergency Equipment 

Shift Ticket, OF-297 
 
- Emergency Equipment 

Use Invoice, OF-286 
 
- Emergency Equipment 

Fuel And Oil Issue, OF-
304 
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• Other supporting documents 
 

- Resource Order form 
 

- Repairs, parts, and 
supply invoices 

 
- Contract claim 

documentation 
 

- OF-288 (if applicable) 
 

- Performance evaluations 
 

- Equipment Vendor 
Deduction Log 

 
- Fuel receipts 

 
• Emergency Equipment Rental-

Use Envelope, OF-305 
 
4. Forms distribution 
 
5. Equipment release 
 
6. Contract claims 
 

K. Payments 
 

• EERA 
 

• I-BPA 
 

• National Contracts 
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EXERCISE 3:  EMERGENCY EQUIPMENT  
 
Time:  Allow students 30 minutes to answer the 
questions then review answers.  
 
1. Prepare an Emergency Equipment Use Invoice, 

OF-286 for a BUS and an ENGINE using the 
provided information. 

 
• Emergency Equipment Rental Agreement, 

OF-294 (SW page 5.25, IG page 5.33) 
 
• Emergency Equipment Shift Tickets,  

OF-297: 
 
- Bus: SW page 5.26, IG 5.34  
- Engine: SW page 5.28, IG 5.36 

 
Complete an OF-286 for each of the following: 
 
Bus–page SW 5.27, IG 5.35 
Engine –page SW 5.29, IG 5.37 
 
(all equipment was hired in Twodot, MT) 
 
Show solutions on slides 46 – 49. 

 
2. What other information should have been 

included on the shift tickets? 
 

Serial number (block #9) is missing on the 
Emergency Equipment Shift Tickets for both 
the bus and engine.  

 
Equipment start and stop times should also be 
documented on the Shift Ticket for the engine. 
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3. After posting equipment use (time) to the 

Emergency Equipment Use Invoice, OF-286, 
what should the equipment time recorder indicate 
on the Emergency Equipment Shift Ticket, OF-
297? 

 
Initial block 16 (invoice posted by) on the 
Emergency Equipment shift Ticket. 

 
For question 4, refer to the Emergency Equipment 
Rental Agreement, OF-294 (page SW 5.25, IG 5.33) 
 
4. The following items are in the Emergency 

Equipment Rental-Use Envelope for the Dodge 
4x4 pickup truck (MT Lic. No. 44-9795). What 
actions need to be taken for the following items? 

 
a. Vehicle/heavy equipment inspection 

checklist (pre-use). 
 

Review to ensure information is 
complete. Retain in envelope. 

 
b. Sales receipt from local auto parts store for 

a battery. 
 

Pickup truck is hired wet (operating 
supplies furnished by the contractor). 
Post the charge to the deduction log.  

 
c. Prescription for the driver of pickup truck. 

 
If the driver is a contractor, post the 
charge to the deduction log.  If the driver 
is a casual, contact compensation claims 
unit leader for guidance. 

 
End of Exercise. 
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Instruct students to return to the student 
workbook for the remainder of the unit. 

 
IV. DEMOBILIZATION 
 

A. Demobilization Plan 
 

1. The demobilization unit establishes a 
demobilization schedule and a copy 
is given to the procurement unit. The 
demobilization schedule lists 
contractor demobilization dates and 
times. 

 
2. The demobilization unit provides 

contractors a Demobilization 
Checklist, ICS-221, for each piece of 
equipment. 

 
The procurement unit leader may 
designate the EQTR to complete the 
demobilization process and sign the 
Demobilization Checklist. 

 
B. Closing Out Contractor Records 

 
1. Upon completion of the final 

operational period, the incident 
supervisor submits the shift 
ticket/CTR including estimated 
return travel. 

 
The EQTR posts work and travel 
time in accordance with IIBMH 
guidelines and agreement provisions 
(last day provisions for guarantee and 
daily rate apply). 
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2. Based on the demobilization 
schedule, the ground support unit 
restricts access to fuel/oil issues. 

 
The EQTR records deduction total in 
block 26 of the Emergency 
Equipment Use Invoice. 

 
3. The ground support unit performs a 

release inspection on all equipment. 
 

The contractor submits the original 
inspection to the procurement unit. 
Contractors are not demobilized 
without a release inspection. 

 
4. Have demobilizing contractors 

review and sign payment documents. 
 

Casuals must sign the Emergency 
Firefighter Time Report, OF-288. 

 
5. Contract claims may be reported 

during demobilization. 
 

The EQTR notifies the procurement 
unit leader of any reported or 
potential claims. 

 
6. Obtain performance evaluation 
 

Ensure evaluation is complete and 
given to Finance Section Chief. 
Provide a copy to the contractor and 
retain a copy for the incident 
documentation package. 
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7. Document distribution 

 
The EQTR provides documentation 
for the incident finance package in 
accordance with incident agency 
guidelines. 

 
The incident agency may specify pay 
procedures (payment team). The 
EQTR completes, signs and dates the 
Emergency Equipment Rental-Use 
Envelope, OF-305. 

 
8. Equipment going to a new incident 

 
Record in the Remarks block of the 
OF-286 (Use Invoice) that the 
resource has been reassigned. 
Document the new incident 
information (incident name, incident 
number, and resource order number.) 
 
The resource is paid by the receiving 
incident for costs associated with the 
new incident (e.g., travel).  Receiving 
incident is responsible for ensuring 
accurate costs. 

 
Review unit objectives. 

 
ADMINISTER UNIT 5 QUIZ: Allow students five 
minutes to complete the quiz on pages 5.31-5.32 of 
their student workbook (IG pages 5.39-5.40). 
Review answers in class. 
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EXERCISE 3, QUESTION #1 – SHIFT TICKETS FOR BUS 

 
DoRight Construction AG-03K0-C-X-9295 

AG-03K0-C-X-9295 

AG-03K0-C-X-9295 

DoRight Construction 

DoRight Construction 

Bad Bear 

Bad Bear 

Bad Bear 

Bus 

Bus 

Bus 

MT-LCF-020 

MT-LCF-020 

MT-LCF-020 

40 pass 

40 pass 

40 pass 

44-388 

44-388 

44-388 

Eager Beaver 

Eager Beaver 

Eager Beaver 

x 
x 

x 

x 
x 

x 

x 
x 

x 

0600 under hire 
E-3 

E-3 

E-3 

/s/ Eager Beaver 

/s/ Eager Beaver 

/s/ Eager Beaver 

/s/ Jo North 

/s/ Jo North 

/s/ Jo North 

8/05/XX 

8/06/XX 

8/07/XX 

201 

201 

205 

8/5/XX 

8/6/XX 

8/7/XX 
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EXERCISE 3, QUESTION #1 – INVOICE FOR BUS 
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EXERCISE 3, QUESTION #1 – SHIFT TICKETS FOR ENGINE 

       

DoRight Construction 

DoRight Construction 

DoRight Construction AG-03K0-C-X-9295 

AG-03K0-C-X-9295 

AG-03K0-C-X-9295 

Bad Bear MT-LCF-020 

8/05/XX 

8/5/XX 

Bad Bear 

Bad Bear 

MT-LCF-020 

MT-LCF-020 

Bill Moore 

Bill Moore 

Bill Moore 

Type 6 

Type 6 

Type 6 

8/6/XX 

8/7/XX 

8/06/XX 

8/07/XX 

Engine 

Engine 

Engine 

44-1051 

44-1051 

44-1051 

1st day of fire 
E-4 

E-4 

E-4 

Travel 1 

1 

1 

/s/ Bill Moore 

/s/ Bill Moore 

/s/ Bill Moore 

/s/ Sam Sneed 

/s/ Sam Sneed 

/s/ Sam Sneed 

x 

x 

x 

x 

x 
x 

x 

x 

x 

xx - xx 

xx - xx 

xx - xx 
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UNIT 5 QUIZ SOLUTION 
 
1. List four equipment forms an EQTR uses. 

 
Any four of the following: 
 
• Emergency Equipment Rental-Use Envelope, OF-305 
• Emergency Equipment Use Invoice, OF-286 
• Vehicle/Heavy Equipment Inspection Checklist, OF-296 
• Emergency Equipment Shift Ticket, OF-297 
• Emergency Equipment Fuel and Oil Issue, OF-304 
• Incident Blanket Purchase Agreement, SF-1449 

 
2. Name three units the EQTR coordinates with to verify contract resources 

assigned to the incident. 
 

Any three of the following: 
 

• Resource unit 
• Supply unit 
• Ground support unit 
• Facilities unit 

 
3. What is assigned a resource order number? 
 

All resources assigned to the incident (personnel, crews, equipment, 
services, supplies, aircraft). 

  
4. The full guarantee applies to the first, second and last calendar days the 

equipment is assigned to the incident. 
 

a. True 
b. False 

 
5. A dozer transported to an incident on a lowboy is compensated under the 

daily rate. 
 

a. True 
b. False 
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6. A piece of equipment may be paid both the guarantee and daily rate. 
 

a. True 
b. False 

 
7. How does the EQTR determine if the contractor or government pays for 

fuel? 
 

Review blocks 6 and 7 of the Emergency Equipment Rental Agreement, 
OF-294 or Section B of the Incident Blanket Purchase Agreement, SF-
1449 

 
8. Check the steps below that apply to contractor record close-out. 
 

  X   Estimate travel time back to the point of hire. 
 
  X   Release inspection. 
 
        Verify equipment has resource order number. 
 
  X   Claims 
 
        Establish Emergency Equipment Rental-Use Envelope. 
 
  X   Post deductions. 
 
NOTE:  Items not checked are done upon mobilization. 
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