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1. Overview 

 User 
This Job Aid is for anyone assigned to an incident as 
Finance Section Chief (FSC) working within the 
National Incident Management System (NIMS) 
Incident Command System (ICS).  
 

Note:  In the context of this Job Aid, the word 
incident means an occurrence, event, or exercise, 
unless otherwise noted. 
 

 Purpose of this Job Aid 
This Job Aid is a tool to understand the complex ICS 
tasks and processes for the FSC position. 
Job Aid 

 Disclaimers 
This Job Aid:  
• Is not a policy document, nor is it intended to act 

as or replace official policy, required training, or 
direction from higher authority. It is rather 
guidance for response personnel requiring 
application of judgment. 

• Provides guidance to Coast Guard personnel and 
is not intended to, nor does it impose legally 
binding requirements on any party outside of the 
Coast Guard. 

 Major Responsibilities 
The FSC’s primary responsibility is to track 
operational resources and prepare the Incident 
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Action Plan (IAP). The major responsibilities listed in 
Figure 2 are expanded further below and with 
checklists and sections in this Job Aid. 
 

Figure 2: FSC Major Responsibilities 

 
 

• Ready for deployment - Pre-assignment 
• Ready for operational tasking 
o Pre-deployment actions 
o Check-In to the incident 
o Obtain situation assessment  
o Receive initial brief 
o Activate Finance Section 

• Manage Section personnel  
o Task and employ staff 
o Support personnel  
o Evaluate staffing level 
o Evaluate personnel 
o Evaluate Section  
o Conduct after action review 
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• Manage Finance Processes 
o Ensure time recording needs of the incident 

personnel and equipment are met - Time Unit  
o Ensure cost needs the incident personnel and 

equipment are met - Cost Unit 
o Ensure procurement needs of the incident are 

met - Procurement Unit 
o Ensure compensation and claims needs of the 

incident are met – Compensation/Claims Unit 
o Ensure administration needs of the incident are 

met - Administration Unit 
o Ensure property management needs of the 

incident are met – Property Management Unit 
o Coordinate with IMT members  
o Complete documentation 

• Support the planning process by supporting 
o Tactics meeting  
o Planning meeting 
o Operations briefing 

• Support transition and demobilization 
o Section  
o Personnel 

 

 References 
The references listed below are not all 
encompassing. Links for many of these are found on 
Homeport at: https://homeport.uscg.mil/  
• Incident Management Handbook (IMH), 

COMDTPUB P3120.17 (series).  

https://homeport.uscg.mil/
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• National Incident Management System (NIMS) 
• National Response Framework (NRF) - Financial 

Management Support Annex 
• USCG Type 3 Finance Section Chief (FSC3) 

Performance Qualification Standard (PQS) 
• Government Accounting Office Rule Book for 

appropriation law (the Red Book). 
• USCG Financial Resource Management Manual 

(FRMM), COMDINST M7100.3 (series) 
• National Pollution Funds Center (NPFC) eUser 

Reference Guide (eURG) 
http://www.uscg.mil/NPFC/URG/ 

• National Pollution Funds Center (NPFC) Technical 
Operating Procedures (TOPS) for Incident and 
Cost Documentation on FPN, CPN and DPN 
Cases 

• USCG Standard Rates, COMDTINST 7310.1 
(series) 

• Justification For Other than Full and Open 
Competition (JOTFOC) 

• Applicable Coast Guard Policy, agency and/or 
company policy, contingency plans, geographic 
supplements, and manuals. 

• Classified Material and Sensitive Security 
Information (SSI) guidance at http://www.uscg.mil/ 

 

 Materials and Forms 
Section 9.2 FSC Deployment kit contains a 
suggested list of materials to take with you to an 

http://www.uscg.mil/NPFC/URG/
http://www.uscg.mil/
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incident. Maintain an adequate supply of these 
materials throughout your assignment. Submit an 
ICS 213RR-CG Resource Request for supplies in 
accordance with the incident’s resource request 
process.  
 
The ICS forms are be found on the Coast Guard ICS 
web pages on Homeport at: 
https://homeport.uscg.mil/. The FEMA or CG version 
of forms may be used interchangeably unless noted. 
Common forms the FSC encounters include: 
• Incident Action Plan Cover Sheet 
• ICS 201 Incident Briefing 
• ICS 202 Incident Objectives  
• ICS 202A-CG Command Direction 
• ICS 202B-CG Critical Information Requirements 
• ICS 203 Organization Assignment List 
• ICS 204 Assignment List 
• ICS 204A-CG Assignment List Attachment  
• ICS 205 Incident Radio Communications Plan 
• ICS 205A-CG Communications List 
• ICS 206 Medical Plan 
• ICS 207 Incident Organization Chart 
• ICS 208-CG Site Safety and Health Plan (not 

FEMA form) 
• ICS 209-CG Incident Status Summary (not FEMA 

form) 
• ICS 210 Status Change Card 
• ICS-211 Check-In List 

https://homeport.uscg.mil/
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• ICS-211a-CG Daily Sign-In Sheet 
• ICS 213 General Message 
• ICS 213RR-CG Resource Request Message 
• ICS 214 Activity Log 
• ICS 214A-CG Chronology of Events Log 
• ICS 215 Operational Planning Worksheet 
• ICS 215A-CG Incident Action Plan Safety Analysis 

(not FEMA form) 
• ICS 219 Resource Status Card (T-Cards) 
• ICS 220 Air Operations Summary 
• ICS 221 Demobilization Check-Out 
• ICS 225-CG Incident Personnel Performance 

Rating 
• ICS 230-CG Daily Meeting Schedule 
• ICS 232-CG Resources at Risk Summary 
• ICS 233-CG Incident Open Actions Tracker 
• ICS 234-CG Work Analysis Matrix 
• ICS 235-CG Facility Needs Assessment 

Worksheet 
• ICS 236-CG Tentative Release List 
• ICS 237-CG Incident Mishap Report 
• ICS 238-CG Demobilization Tracking Table 
• ICS 261-CG Incident Property Tracking Table 

 

Other Forms/Documentation 
• Resource Request/Order Tracking Spreadsheet 
• AF-538 Personal Clothing & Equipment Record  
• DD-1149 Requisition and Invoice/Shipping 

Document 
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 Questions 

 
Direct questions about this Job Aid to the Coast 
Guard Office of Emergency Management (CG-OEM) 
at ICS-ProgramCoordinator@uscg.mil. 
  

mailto:ICS-ProgramCoordinator@uscg.mil
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2. Checklists 

 Ready for Deployment - Pre-Assignment 
Checklist  

 Ensure personal readiness for assignment  
(See detail on page 19) 
 Assemble Personal Deployment Kit 

(See detail on page 20) 
 Assemble FSC Deployment Kit 

(See detail on page 20) 
 

 Ready for Operational Tasking Checklists 
2.2.1. Pre-Deployment Actions Checklist 

 Receive assignment (See detail on page 21) 
 Receive travel orders and order number  

(See detail on page 21) 
 Verify reporting information  

(See detail on page 21) 
 Finalize personal readiness for assignment 

(See detail on page 21) 
 Make travel arrangements  

(See detail on page 22) 
 Verify/update personal deployment kit  

(See detail on page 22) 
 Verify/update FSC deployment kit  

(See detail on page 22) 
 Gain incident awareness  

(See detail on page 22) 
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2.2.2. Check-In to the Incident Checklist 

 Check-in on ICS 211 (See detail on page 23) 
 Receive assignment/tasking  

(See detail on page 23) 
 Check-In with Finance/Admin Section  

(See detail on page 23) 
 Check-In with Finance Section  

(See detail on page 24) 
 Review and sign ICS 208-CG Site Safety and 

Health Plan (See detail on page 24) 
 

2.2.3. Obtain Situation Assessment Checklist 
 Review the current ICS 201 and/or IAP to 

determine the following (See detail on page 25) 
 What kind of incident? (See detail on page 25) 
 Who are key players? (See detail on page 25) 
 When incident occurred?  

(See detail on page 26) 
 Where is incident location/AOR?  

(See detail on page 26) 
 What is the incident organization?  

(See detail on page 26) 
 Obtain a meeting and briefing schedule  

(See detail on page 27) 
 Determine Finance Section information 

(See detail on page 27) 
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2.2.4. Receive Initial Brief Checklist 
 Define your role (See detail on page 28) 
 Obtain Incident Commander (IC)/Unified 

Command (UC) expectations  
(See detail on page 28) 

 Identify any limitations and/or constraints  
(See detail on page 29) 

 

2.2.5. Activate Finance Section Checklist 
 Determine staffing requirements 

(See detail on page 31) 
 Establish Finance Section work location(s) 

(See detail on page 34)  
 Organize and brief subordinates 

(See detail on page 35)  
 Acquire work materials 

(See detail on page 35)  
 Forecast requirements and establish Finance 

Units (see detail on page 36) 
 Establish finance processes  

(See detail on page 36)  
 Begin Support of ICS planning process 

(see detail on page 38) 
 Begin Section documentation  

(See detail on page 38) 
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 Manage Section Personnel Checklist 

 Task and employ staff (See detail on page 39) 
 Support personnel (See detail on page 40) 
 Evaluate staffing level (See detail on page 39) 
 Evaluate personnel (See detail on page 41) 
 Evaluate Section (See detail on page 42) 
 

 Manage Finance Processes Checklist 
 Ensure time recording needs of the incident 

personnel and equipment are met - Time Unit 
(See detail on page 44) 

 Ensure cost needs the incident personnel and 
equipment are met - Cost Unit  
(See detail on page 44) 

 Ensure procurement needs of the incident are 
met - Procurement Unit (See detail on page 45) 

 Ensure compensation and claims needs of the 
incident are met – Compensation/Claims Unit 
(See detail on page 47) 

 Ensure administration needs of the incident are 
met - Administration Unit (See detail on page 47) 

 Ensure property management needs of the 
incident are met – Property Management Unit 
(See detail on page 48) 

 Coordinate with IMT members  
(See detail on page 49) 

 Maintain documentation (See detail on page 49) 
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 Support the ICS Planning Process 

Checklist 
 Support Command and General Staff meeting 

(see detail on page 51) 
 Prepare for Tactics meeting  

(see detail on page 51) 
 Support the Tactics meeting  

(see detail on page 54) 
 Prepare for Planning meeting  

(see detail on page 56) 
 Support the Planning meeting  

(see detail on page 58) 
 Post Planning meeting actions  

(see detail on page 58) 
 Support the Operations briefing  

(see detail on page 59) 
 

 Transition-Demobilization Checklist 
 Transition/relief of personnel or Section  
(See detail on page 61) 
 Provide input to the Demobilization Plan  
(See detail on page 61) 
 Review approved Demobilization Plan  
(See detail on page 61) 
 Supervise demobilization of Section personnel 
(See detail on page 64) 
 Supervise demobilization of Section  
(See detail on page 64) 
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3. Ready for Deployment - Pre-Assignment  

 Ensure personal readiness for 
assignment: 

Deploying without being personally ready affects 
your performance and may make you a liability to 
the incident management team (IMT). Deployment 
lengths can vary, so plan for a 30-day deployment. 
Personal readiness includes:  
• Medical/dental readiness  
o For active duty and reserve members ensure 

that CG Business Intelligence (CGBI) shows 
“green” in all categories. 

o For civilians and Auxiliarists, ensure are ready 
to be deployed (e.g., have enough medications 
for the entire period of the deployment). 

• Training and Certification readiness: 
o FSC training and certification is current. 
o Mandated training is current and “green“ in 

CGBI. 
o Complete incident specific training prior to 

deployment (e.g. HAZWOPER, area 
familiarization, etc.) 

• Financial Readiness – Ensure personal financial 
situation is in order.  
o Government travel credit card (GTCC) – check 

your GTCC limit and activation. If deployed 
more than 30 days, your limit should be 
increased (e.g. to $10,000).  

o Plan for bill paying while deployed. 
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o Ensure TPAX account is active. 

• Family Readiness 
o Have a Dependent Care/Pet Care plan for when 

deployed.  
o www.militaryonesource.com may be helpful. 

 
 Assemble Personal Deployment Kit 

• If your job requires regular or short-notice 
deployments, a Personal Deployment Kit can 
ease the stress of deployment. See 9.1 Personal 
Deployment kit for an example of kit contents. 

 
 Assemble FSC Deployment Kit 

• Once certified as an FSC, you may be called to 
support large events outside your AOR.  An FSC 
Deployment Kit can ease the burden of 
deployment. See 9.2 FSC Deployment kit for 
example kit contents. 
  

http://www.militaryonesource.com/
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4. .Ready for Operational Tasking 

  Pre-Deployment Actions 
4.1.1. Receive assignment  
Assignments can come via message traffic, by 
phone call, through a supervisor, or by Direct Access 
(DA) orders.  
4.1.2. Receive Travel Orders and order number 
Ensure you have received your orders and order 
number for the incident. 
• As per Federal Travel Regulations (FTR), a written 

order issued by a competent authority is required 
for reimbursement of travel expenses. Consult the 
FTR to ensure all conditions are met when 
traveling under verbal orders. 

• The travel order number (TONO) and order 
number are different. The order number is 
assigned by the incident (usually Logistics) to 
both order and track each resource on the 
incident and is used at check-in to verify the 
position you will fill. 

• Order number is generally in the following format: 
O374 where O is for Overhead and the unique 
three-digit number is assigned by Logistics. 

4.1.3. Verify reporting information 
Verify reporting location, date and time, order 
number, as well as contact information for the 
Incident Command Post (ICP) in case you need 
assistance with travel or check-in. 
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4.1.4. Make travel arrangements 
Obtain counseling on entitlements and 
responsibilities from a travel authorizing official and 
review the FTR as necessary. 
• Request cash advances, if needed. 
• Make travel arrangements using approved CG 

travel method. 
4.1.5. Finalize personal readiness for assignment. 
Review chapter 3 “ready for deployment” to ensure 
readiness for assignment. 
• Communicate any readiness issues with your 

Command and request assistance as necessary. 
This may mean delaying deployment to resolve 
an issue. 

4.1.6. Verify/update personal deployment kit. 
See 9.1 Personal Deployment kit, which outlines 
personal items needed for the deployment. 
4.1.7. Verify/update FSC deployment kit  
• Ensure manuals, forms and guides are current 

versions (electronic and paper). 
• Ensure supplies are restocked from last 

deployment. 
• See 9.2 FSC Deployment kit for list of items. 
4.1.8. Gain incident awareness 
Learn as much as your can about the incident prior 
to arrival. This includes gaining local area 
knowledge, reviewing plans, and reviewing the ICS 
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201 Incident Briefing or Incident Action Plan (IAP). 
These typically can be obtained from an already 
established IMT on the incident. 
 

 Check-In to the Incident 
4.2.1. Check-in on ICS 211 
Upon arrival at the incident, check-in at the ICP 
using the ICS 211. 
• Have your Order Number available. This enables 

the Check-in Recorder (SCKN) to validate your 
assignment to the incident quickly. 

• In some cases, the incident may be using the 16-
digit government TONO assigned to you as the 
Order Number. 

• Obtain credentials (badges), if the incident is using 
them. 

• Provide your cell phone number, home base, 
lodging arrangements, travel method, as well as 
any additional qualifications you have. 

4.2.2. Receive assignment/tasking 
The Check-In Recorder (SCKN) can direct you to the 
ICP or the area where you will be working. 
4.2.3. Check-In with Finance/Admin Section 
If you are replacing the FSC, the following 
processes should be in place, but otherwise will 
need to be established by the FSC when stood up. 
• Travel Orders: Provide a copy of orders or other 

travel documents with FSC. Take care of this soon 
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so there are no delays when you are ready to 
leave. 

4.2.4. Check-In with Logistics Section 
• Berthing assignment: The incident will provide 

adequate berthing, unless you are locally based. If 
the incident is small, you may be allowed to make 
your own arrangements, or they may have already 
contracted with a local hotel for incident personnel. 
Regardless, Logistics typically tracks where 
personnel are lodging. 

• Meal schedule: The size, complexity and location 
of an incident affects the availability of meals. On 
most Coast Guard responses, meals are not 
provided and are the responsibility of the 
individual. Provided meals are tracked and the 
individual is required to make the appropriate 
modifications to their travel claim. 

• Consumables: Determine where to obtain 
necessary materials for the Section (e.g. copy 
paper, pens, markers, etc.). 

4.2.5. Review and sign the ICS 208-CG Site 
Safety and Health Plan 

All incident personnel must review the incident 
specific ICS 208-CG Site Safety and Health Plan 
and sign the Worker Acknowledgement Form. 
• A copy of the ICS 208-CG may be found at Check-

In, Staging Areas, and in the ICP in the Operations 
Section and Safety Officer’s work area. 
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• On large incidents, the ICS 208-CG may also be 

posted in areas such as the meal area and where 
large groups of people congregate. 

• Periodically review the ICS 208-CG to learn about 
any additions and updates to the Plan. 

 
 Obtain Situation Assessment 

Perform the following tasks after checking in to the 
incident and prior to meeting with your supervisor. 
4.3.1. Review the current ICS 201 and/or IAP 
Acquire additional background on the incident prior 
to starting your assignment.  Regardless of when 
you arrive at an incident there is usually very little 
time for someone to brief you. 
• You need to find out the Who, What, When, 

Where, Incident Organization, and Resources 
related to the incident. The “how” and “why” for the 
incident will be determined by the investigation. 

4.3.2. Determine the kind of incident  
Determining the kind of incident (search and rescue, 
oil/hazmat, law enforcement, natural disaster, etc.) 
provides an idea of the resources that should be 
operating in theatre. 
4.3.3. Determine the key players  
Determining the key players (Federal, State, local, 
industry) gives insight into why Command is setting 
particular objectives as well as the boundaries of the 
incident Area of Responsibility (AOR). 
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• Consider the local community. Know their goals 

and expectations. 
4.3.4. Determine when the incident took place 
An incident changes character over time including 
survival rates, weathering of oil, potential 
contaminants, vessel stability, etc. 
4.3.5. Determine where the incident took place  
Determine the incident Area of Responsibility (AOR). 
This helps you understand relationships, geography, 
local plans, etc. Spend time getting to know the 
area. 
• Be aware of any community issues, sensitive 

areas, and endangered species within the incident 
AOR.  

4.3.6. Determine the incident organization, size 
and complexity 

• Determine incident organization (review the ICS 
201 page 3 or ICS 207). 

• Determine incident complexity, Type 1, 2, or 3. 
• Identify for whom you work (e.g. IC/UC). You must 

also know who is in your direct chain of command 
(e.g. Incident Commander(s) (IC/UC)) as well as 
other key players such as the Planning Section 
Chief (PSC), Operations Section Chief (OSC), 
Intelligence/Investigation Section Chief (ISC) - if 
staffed, Finance/Admin Section Chief (FSC), 
Liaison Officer (LOFR), and Safety Officer 
(SOFR). 
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• Determine whether expanding or contracting. 
• Determine if there are any political considerations. 
 
4.3.7. Obtain a meeting and briefing schedule 
Look for the ICS 230-CG daily meeting schedule. If 
not posted, the Situation Unit should have it 
available  
• Determine the next meeting or briefing you need 

to attend. 
• Look for the ICS 230-CG daily meeting schedule.  
 
4.3.8. Determine Finance Section information 
Before meeting with the IC/UC, determine general 
finance section information.  
• Finance Section process and procedures in place. 
• Authority given from the IC/UC to request and 

order resources. 
• Funding sources and ceilings. 
• Timelines for a financial updates/reports. 
• Pollution Removal Funding Authorizations (PRFA) 

issued. 
• Contracts issued. 
• Authorization to Proceed (ATP) issued. 
• Purchases made. 
• See 9.28 Transition/Relief Checklist for more 

information. 
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 Receive Initial Brief 

The initial briefing is your opportunity to receive 
additional details about your incident assignment. 
You may or may not get a chance to spend time with 
the IC/UC and/or Deputy IC before you start 
working. If you are NOT able to have this brief, meet 
with the current FSC or other Planning Section 
personnel. 
4.4.1. Define your role 
• Determine the role you are filling. Are you playing 

the role of FSC and LSC (multi-hatted)? 
• Determine your experience level for the role you 

are filling. Are you experienced for the position? If 
not, consider requesting a Deputy FSC (DFSC) 
with that experience. 

• If you are relieving an already established Finance 
Section, have a transition meeting with the off-
going FSC.  Review 9.28 Transition/Relief 
Checklist. 

4.4.2. Obtain the expectations of the IC/UC 
ICs have different levels of expertise and 
experience. In a multi-hazard, multi-jurisdictional 
incident, it is possible that the IC/UC does not have 
expertise in Finance Section activities. At a 
minimum, clarify the following expectations from the 
IC: 
• Determine if Command want a briefing from you 

on the process and procedures you typically use 
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as FSC. 

• Determine how often the IC/UC wants to be 
updated. 

• Determine IC/UC trigger points and Immediate 
Reporting Thresholds for the Finance Section. 

• Determine your authority from the IC/UC to 
request and order resources. 

• Determine how often the IC/UC wants a financial 
updates/reports. 

• Determine the following if not already known: 
o Funding sources and ceilings  
o Pollution Removal Funding Authorizations 

(PRFA) have been issued. 
o Contracts issued. 
o Authorization to Proceed (ATP) issued. 
o Purchases made. 

4.4.3. Identify any limitations and constraints 
• Staff size, wall space, and battle rhythm/reporting 

requirements. 
• Fund ceiling imitations for ordering. 
• Specific financial limitations for the incident. 
4.4.4. Determine the resource request process 
Identify the resource requesting process 
established. If this has not been established yet, a 
resource request process must be developed with 
the LSC and RESL.  
• FSC plays a key role in the requesting and 
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ordering of operational resources. 

• FSC must know the process limitations and 
constraints established by Command for the 
incident.  

• See chapter 6, Manage Finance Processes for 
more information. 

• See 9.12 Example Resource Request Process for 
more information. 

• Clarify the long-term view for resource utilization 
for the incident. 
o Clarify operational resource requirements with 

OSC beyond the next operational period that will 
affect procurement and contracts. 

o Determine how much and/or how long a 
resource will be needed, as it will influence cost. 

4.4.5. Determine the Funding and Resource 
Ordering Process 

If this has not been established yet, the funding and 
resource ordering process must be completed.  See 
9.14 Incident Funding and 9.17 Resource Order 
Process for more information. 
 

 Activate Finance Section 
Activation of the Finance Section begins with 
management of the Section (staffing and organizing 
the Finance Section workspace), and includes 
starting the Finance services and support 
processes. 
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4.5.1. Determine Staffing Requirements 
Figure 1 (inside front cover) provides a sample 
Finance Section Organization. Table 1 below is 
taken from USCG IMH, Chapter 13 Organizational 
Guides. Keep in mind the recommendations are 
based on 12-hour work schedules and may need to 
be doubled for round the clock response. Table 2 is 
a Finance Section Staffing Worksheet to help 
develop Section staffing needs based on the 
incident. 
Table 1: Finance Section Organizational Guide 
 Size of incident (# of 

Divisions/Groups) 
Position 2 5 10 15 25 
Deputy FSC     1 
Time Unit Leader (TIME)  1 1 1 1 
Time Recorder, Personnel (PTRC)  1 3 3 5 
Time Recorder, Equipment (EQTR)  1 2 2 3 
Cost Unit Leader (COST)  1 1 1 1 
Cost Analyst   1 1 1 
Procurement Unit Leader (PROC)  1 1 1 1 
Compensation/Claims Unit Leader 
(COMP) 

 1 1 1 1 

Administrative Unit Leader (ADMN)   1* 1* 1* 
Property Unit Leader (PROP)      

* With the introduction of Direct Access Mobilization 
(DA MOB), this position will be required at the ICP 
for larger incidents. 
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Table 2: Finance Section Staffing Worksheet 
Staff Shift #1 Shift #2 
FSC   
Deputy FSC   
TIME   
PTRC    
EQTR   
COST   
Cost Analyst   
PROC   
   
COMP   
ADMN   
PROP   
   
   
Sub-total   
Total Shift 1 + Shift 2  

 

• Determine Finance Section staffing needs 
considering incident response activities, command 
expectations of the Finance Section, planning 
support needs of the Command and General Staff 
and Operational Planning Process needs. 

• The number of Finance Section personnel needed 
may change based on the IMT services and 
support demand. 

• Consider the addition of Deputy FSCs to manage 
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span of control within the Section. DFSCs can be 
utilized in many different ways, and can be 
invaluable to multiplying the FSC's efforts in 
effectively managing the Finance Section's 
responsibilities. DFSCs should be fully qualified 
(e.g. have a FSC qualification). They may 
specialize and can support specific aspects of the 
overall Finance effort. DFSCs may also be used to 
manage and/or lead extended or round-the-clock 
Finance Section activities. 

• Technical Specialists. THSPs can be placed 
anywhere within the organization, at any time, in 
order to maximize the benefit of their expertise. 
Consider these people to be your subject matter 
experts for a particular aspect of incident Finance 
efforts. 

4.5.2. Request Staff 
Determine optimal assignment for section personnel 
and develop ICS 213RR-CG Resource Requests to 
fill gaps and projected Finance Section needs. 
• If the ICS 201 is complete and available, you can 

determine the assignment and status of personnel 
assigned to the Finance Section. This can be done 
by reviewing the ICS 201 Page 3 Current 
Organization, and ICS 201 page 4 Resource 
Summary.  

• If the ICS 201 is not complete, obtain your 
information from the IC, check-in lists, organization 
charts and personal observations. 
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• Assign Finance Section personnel based on 

availability and qualifications as determined in the 
above two bullets. Determine additional personnel 
needs based on the incident using Tables 1 and 2. 

• Submit an ICS 213RR-CG in accordance with the 
incident resource requesting process. 

• Ensure your calculations consider work shifts and 
hours of operation. 

4.5.3. Establish a work location(s) 
The Finance Section should be located within the 
ICP and near the Logistics Section.  
• Ensure adequate workspace for number of 

personnel and equipment, including the possibility 
for expansion. The ICS 235 Facility Needs 
Assessment Worksheet is a tool to help determine 
space needs.  

• You have a very close relationship with the LSC 
and your Procurement Unit Leader (PROC) has a 
very close relationship with the Supply Unit Leader 
(SPUL). Your Cost Unit Leader (COST) and Time 
Unit Leader (TIME) work closely with the 
Resource Unit Leader (RESL). Ideally, all sections 
will be collocated in one space. Think about how 
big your organization (the Finance section) may 
get and plan accordingly. Moving is disruptive but 
typical during the early stages of the incident. 
Moving once the organization settles in can be 
very problematic. Factor in flow of information to 
your design. Ensure your space is a safe place to 
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work.  

• A virtual Finance Section could work from any 
location as long as appropriate financial support 
functions are completed properly and have 
appropriate communications with customers in the 
ICP. 

4.5.4. Acquire work materials 
• Identify appropriate work materials based on 

Finance Section needs. See 9.2 FSC Deployment 
kit for list of items. 

• Submit an ICS 213RR-CG Resource Request in 
accordance with incident resource request 
process. See 9.13 Example ICS 213 RR-CG 
Resource Request Message. 

4.5.5. Organize and brief subordinates 
Identify the immediate incident service and support 
demands and organize your personnel to meet 
those demands until additional personnel report. 
Conduct the initial Section meeting as outlined in 9.5 
Section Meeting Guidelines to establish guidelines, 
expectations, work schedule, meeting schedules, 
and incident service and support needs. This also 
includes information flow within the Section.  
• Explain resource request and ordering process to 

subordinates. 
• Develop a Section organization chart to identify 

roles and highlight span of control issues.  
• Evaluate the span of control with the Section and 
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request/assign additional personnel to maintain 
proper management ratios, if needed. 

• See 9.4 Section Standard Operating Guide. 
4.5.6. Forecast Requirements and Establish 

Finance Units 
Forecasting requirements and establishing Finance 
Units is one of the most critical points in the work 
that you (the FSC) do to help the Incident 
Management Team move from a crisis to managed 
phase.  
• Time Unit. For more complex incidents beyond a 

very simple Type 3, you will need a TIME to help 
track equipment and personnel records. See 6.2 
“Ensure time recording needs for incident 
personnel and equipment are met – Time Unit” for 
more information.  

• Cost Unit. For more complex incidents beyond a 
very simple Type 3, you will need a COST to track 
incident costs. See 6.3 “Ensure cost needs for the 
incident personnel and equipment are met - Cost 
Unit” for more information. 

• Procurement Unit. Every incident needs 
personnel, supplies and equipment to keep it 
running. FSC will be supporting all procurement 
requirements or will need a PROC. See 6.4 
“Ensure procurement needs of the incident are 
met - Procurement Unit” for more information. 
o Determine if agency cost sharing agreements 

are in place or are needed. 
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o Determine Incident Funding. Determine if 

adequate funding exist for the next 72 hours. 
You should always project out at least this far. 
See 9.14 Incident Funding and 9.15 Ceiling 
Calculation for more information. 
 Does existing funding match the incident type 

AND current operations? 
 Is the current ceiling on a particular fund 

projected to pass a point requiring extra 
documentation? 

• Compensation/Claims Unit. Determine the incident 
compensation/claims requirements. See 6.5 
“Ensure compensation and claims needs of the 
incident are met – Compensation/ Claims Unit for 
more information. 

• Administrative Unit. Determine the incident 
administration requirements. See 6.6 “Ensure 
administration needs of the incident are met - 
Administration Unit” for more information. The 
ADMN position is required for larger incidents to 
help manage Direct Access Mobilization (DA 
MOB). 

• Property Management Unit. Determine the 
incident property management requirements. 
Determine if this function will be managed by the 
SPUL or PROC. Coordinate with the LSC and 
SPUL to determine if a property management plan 
is needed. See 6.7 “Ensure property management 
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needs of the incident are met – Property 
Management Unit for more information. 

4.5.7. Establish finance processes  
The success of the Finance Section is measured by 
IMT customer satisfaction with incident financial 
support functions. See Chapter 6, Manage Finance 
Processes and See 9.10 Financial Management 
Processes for more information.  
• Establish a system for receiving status updates 

and information from resources on status of 
procurement and contracts equipment. (e.g. 
sourced ICS 213RRs from PROC). This may be in 
the form of inboxes, envelopes or an easel chart. 

• Establish a timeline to ensure the Finance Section 
is able to meet the reporting/briefing requirements 
(i.e. LSC information needs for resource requests). 

• Determine resource request and ordering 
processes.  

4.5.8. Begin Support to the ICS Planning Process  
See Chapter 7 Support the ICS Planning Process for 
more information.  
4.5.9. Begin Section Documentation  
Start proper documentation for the Section. This 
includes periodic Finance Section documentation of 
the incident as it stands at a specific time.  
• See 6.9 Maintain Documentation for more 

information. 
• Begin ICS 214 Activity Log.   
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5. Manage Section Personnel 
After initial set up of the Finance Section, the FSC 
must manage the Section and personnel.  
 

 Task and Employ Staff 
Once your staff has been identified and are either in 
route or assigned to the incident, they will need 
direction and guidance, even if they are self-starters. 
It will be beneficial to provide consistent and 
appropriate tasking with clear expectations.  
 

While the responsibility for the Finance Section 
functions is yours, you cannot do all of it yourself. 
Identify and task Unit Leaders and personnel in your 
Section to support your efforts.  
• Develop a Finance Section Standard Operating 

Guide. Handout/post this guide for Section 
personnel to review. See 9.4 Section Standard 
Operating Guide for more information. 

• Schedule Section Meetings  
o At least one per operational period. 
o If necessary, one per Finance Section shift. 
o Brief subordinates on work assignments. 
o See 9.5 Section Meeting Guidelines for more 

information. 
• Brief subordinates on work assignments and 

provide direction. Use the 9.4 Section Standard 
Operating Guide as the starting point.  

• Conduct staff debriefings.  
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o At least one per operational period. 
o If necessary, one per Finance Section shift. 
o See 9.6 Finance Staff Debrief for more 

information. 
 

 Support Personnel  
The personnel working for you require support. You 
have already started this support by ensuring you 
have enough workspace/facilities and equipment 
(e.g. the ICS 235 Facilities Needs Assessment 
worksheet). Working on incidents is highly stressful 
and your personnel need your support to function 
well. 
• Keep personnel informed and be honest with 

them. 
• Obtain their feedback.   
• Ensure they have basic needs met such as food 

and lodging. 
• Establish an equitable work schedule. 
• Provide safe working conditions. 
• Provide Section staff appropriate On-the-Job 

Training (OJT) support as needed to gain skills 
and knowledge in the section.  
o ICS position specific training. 
o Equipment training (computers, systems, etc.). 

• Use a Section Standard Operating Guide to set 
the direction, expectations, and guidelines for the 
Section. 
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 Evaluate Staffing Level 

Continually evaluate section staffing level to ensure: 
• Future personnel requirements. 
• Rotations – Identify need for replacements as 

soon as possible. 
• Shift work –Expand and contract the number of 

shifts depending on incident needs (e.g. multiple 
vs. daytime only, etc.). 

• Work-life (e.g. stress reduction, time-off, morale 
events, etc.). 

 
 Evaluate Personnel 

Continuous evaluations of personnel should be 
performed to ensure the Section is operating 
properly and effectively. Personnel need to know 
how they measure up.  
• Evaluate personnel against established 

expectations and provide feedback/guidance 
where needed.  

• Document as required. Consider using the ICS 
225-CG Incident Personnel Performance Rating. 
This can be used at any time. See 9.30  ICS 225-
CG Incident Personnel Performance Rating. 

• Submit Section/personnel for recognition, as 
required. 

• Invite feedback on yourself. 
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 Evaluate Section  

You should routinely evaluate your section. See 9.26 
Finance Section Self-Evaluation Checklist and 9.27 
Personnel Evaluation Criteria to help evaluate how 
your Section is performing. This evaluation should 
be part of your Section Standard Operating Guide. 
Ask the IC/UC and other IMT members about the 
service your Section is providing. Confirm that the 
Section is: 
• Functioning as a team. 
• Producing the products required.  
• Providing the correct information. 
 

 Complete Action Review 
Complete after action review (AAR) at any time to 
help improve Section activities. This can be 
performed individually or as a group.  
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6. Manage Finance Processes 

 Finance Process Overview 
Decide how you want information to flow within your 
Section and you maintain an up-to-date status of all 
Finance activities.  This helps you understand the 
incident financial support needs. 
• Establish an INBOX/OUTBOX area for the section.  
o The INBOX will be the place for personnel to 

provide updates to the following type of input; 
o The OUTBOX will be the location that historical 

data will flow to the Documentation Unit once it 
is updated with current data.  

• Determine method to log and track Finance 
activities.  
o ICS 213 General Message. Any incident 

data/information coming into the Section not on 
a form should be documented on an ICS 213 
General Message form. This creates a record of 
correspondence.  

o ICS 214 Activity Log – used by Unit Leaders and 
the FSC to document the four A’s: attendees, 
actions, accidents and agreements.  

o Track open issues for Finance Section on an 
ICS 233-CG Open Actions Tracker until action is 
complete. For example, waiting for status of one 
resource order. 
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 Ensure time recording needs for incident 

personnel and equipment are met – Time 
Unit  

The FSC is responsible to ensure incident 
equipment and personnel time recording are 
completed properly. The FSC may use a TIME to 
manage this requirement. Below are some key 
actions for TIME: 
• Ensure collection of time data in coordination with 

RESL. 
• Coordinate with AREPS for time recording 

requirements. 
• Ensure daily personnel and equipment recording 

documents prepared in accordance with 
organizational requirements. 

• Release time reports as appropriate. 
• Submit time reports to COST. 
• Implement procedures to safeguard Personally 

Identifiable Information (PII). 
• See 9.25 Tracking Time and Costs for more 

information. 
 

 Ensure cost needs for the incident 
personnel and equipment are met - Cost 
Unit 

The FSC is responsible for tracking all costs 
associated with the incident. This will typically done 
by the COST. This includes collecting all cost data, 
conducting cost effectiveness and cost savings 
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analysis, and providing cost estimates for the 
incident. Below are some key actions for COST: 
• Ensure collection of cost data. 
• Ensure proper cost documentation for the incident 

(e.g. CG-5136 for CG costs). 
• Ensure proper cost ceiling management. 
• Provide cost analysis/reports/summaries and/or 

burn rates as requested. 
• Implement procedures to safeguard Personally 

Identifiable Information (PII). 
• See 9.25 Tracking Time and Costs for more 

information. 
 

 Ensure procurement needs of the 
incident are met - Procurement Unit 

The FSC is responsible for administering all financial 
aspects of contracts, leases and fiscal agreements. 
This is typically managed by the PROC. This also 
includes the request process and ordering process 
working with the LSC/SPUL. The PROC may have 
additional staff to support this requirement 
depending on the size of the incident. Below are 
some key actions for PROC:  
• See 9.10 Financial Management for overall 

discussion. 
• The overall lifecycle of a resource on an incident is 

shown on 9.11 Life Cycle of a Resource – 
Resource R. 

• Develop a resource request process for the 
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incident with the RESL and LSC/SPUL. See 9.12 
Example Resource Request Process for an 
example process that can be modified for the 
incident and 9.13 Example ICS 213 RR-CG 
Resource Request Message. 

• Determine funding sources. See 9.14 Incident 
Funding for more information. 

• Develop a resource order process for the incident 
with the LSC. See 9.17 Resource Order Process 
for an example process that can be modified for 
the incident. 

• Ensure proper funds management. See 9.15 
Ceiling Calculation for more information.  

• Ensure proper procurement in support of the 
incident. See 9.17 Resource Order Process for 
more information. 

• Establish contracts as appropriate to support the 
incident. 

• Ensure funding obligation documents properly 
prepared/completed. See 9.16 Document Control 
Number (DCN) Log for more information. 

• Ensure obligations properly entered in financial 
recording software. 

• Coordinate with SPUL and PROP to ensure 
accountable/reportable property accountability. 

• Provide cost data to COST. 
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 Ensure compensation and claims needs 

of the incident are met – Compensation/ 
Claims Unit 

The FSC is responsible compensation and injury 
claims related activities for the incident. This is 
typically managed by the COMP. The COMP may 
have additional staff to support this requirement 
depending on the size of the incident. The USCG 
typically does not manage this function. Below are 
some key actions from the IMH chapter 11 for 
COMP: 
• Ensure collection of compensation/claims data. 
• Coordinate with MEDL, SOFR, and LOFR for 

injuries and claims. 
• Coordinate procedures for claims with 

procurement unit.  
• Determine claims process and whether using 

internal Claims for responders vice OPA-90 
claims. Contact NPFC case manager for claims 
support. 

 
 Ensure administration needs of the 

incident are met - Administration Unit 
The FSC is responsible for managing administrative 
personnel issues for the incident. The ADMN, if 
assigned, would be responsible for this function. 
Below are some key actions from the IMH chapter 
11 for ADMN: 
• Ensure collection of administrative data. 
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• Provide pay and travel support to incident 

personnel as appropriate. 
• Validate time cards for CG civilian personnel.  
• Ensure personnel understand how to document 

overtime. 
• Implement procedures to safeguard Personally 

Identifiable Information (PII). 
• Manage Direct Access Mobilization (DA MOB) as 

required.  See 9.17.4 Resource Order Source 
Options for information on DA MOB. 

 
 Ensure property management needs of 

the incident are met – Property Management 
Unit 

The FSC is responsible for all accountable property 
procured, leased or loaned for the incident. If the 
PROP position is not staffed, the responsibility 
would be assigned to the SPUL or PROC. Below are 
some key actions for PROP: 
• Coordinate with PROC and SPUL to ensure all 

orders and purchases are screened to identify 
accountable or reportable property and what items 
need to be entered on CG accountable property 
systems. 

• Ensure proper documentation for accountable 
property (e.g. ICS 261). 

• Ensure all accountable property is appropriate 
marked and identifies ownership. 

• Ensure property assigned to incident is transferred 
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back or disposed of according to policy. 

• Determine accountable property tracking process. 
Since the PROP will be tracking distribution and 
use of accountable property, there must be a 
process in place to track these items.  
o The ICS 261 Incident Property Tracking Table is 

a simple spreadsheet that can be modified to 
meet the incident needs for tracking accountable 
property. See 9.19 ICS 261-CG Example 
Incident Property Tracking. 

o The ICS 219-9 Accountable Property 
Assignment Record is an excellent tool to track 
property assignment. See 9.18 Example ICS 
219-9 Accountable Property Assignment Record 
for more information on how to use this tool.  

 
 Coordinate with IMT members 

Understand the interactions the FSC has with other 
IMT members and need to keep them information of 
significant changes in Finance status. See functional 
interactions 9.3 Functional Interactions for more 
information. The FSC may be involved with IMT 
members at other meetings or events like a town hall 
meeting. 
 

 Maintain Documentation 
Maintain proper documentation for the Section. This 
includes periodic documentation of the incident as it 
stands at a specific time. Some of the 
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documentation includes: 
• ICS 213 General Message  
• ICS 213RR-CG Resource Request Message 
• ICS 214 Activity Log 
• ICS 214A-CG Chronology of Events Log, if used 
• ICS 219-9 Accountable Property Assignment 

Record T-Cards 
• ICS 225-CG Incident Personnel Performance 

Rating 
• ICS 233-CG Open Actions Tracker for Finance 

Section activities  
• ICS 235 Facility Needs Assessment 
• ICS 237 Incident MISHAP 
• Documented decisions (see 9.21 Example 

Decision Memo) 
• Resource Request/Order Tracking Spreadsheet 
• AF-538 Personal Clothing & Equipment Record  
• DD-1149 Requisition and Invoice/Shipping 

Document 
• Report of Survey  
• Purchase Requests (PR) 
• Contracts  
See also 1.6Materials and Forms for other forms and 
information. 
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7. Support the ICS Planning Process 
The FSC must support the ICS Planning Process. 
See 9.31 Finance Section Chief Activities in the ICS 
Planning Process for a visual of the resources 
activities using the planning process “P.”  
 

 Attend Command and General Staff 
Meeting 

This is a key meeting for the 
FSC to meet with Command 
and General Staff.  
• The FSC will receive the 

IC/UC Command Direction 
(priorities, objectives, 
limitations/ constraints, key 
decisions and critical 
information 
requirements/immediate 
reporting thresholds) and 
tasking.  
o Determine if Command made any decisions that 

will impact your world of work (e.g. The RP 
wants First Right of Refusal, all purchases/ 
expenditures projected to be in excess of $xxK 
must be cleared through UC, etc.). 

• The FSC will provide feedback to the IC/UC on 
IC/UC focus/direction and Finance activities, 
issues and concerns. Have a standard report to 
deliver, preferably in writing. One page is sufficient 
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The FSC will discuss: 
o Funding sources and ceilings.  
o Incident financial issues. 
o Update on burn rate and cost analysis including 

cost effectiveness if able. 
o Resource requesting, approval and ordering 

process (with the LSC). 
o Any other processes related to the Finance 

Section. 
o Finance section issues/concerns/needs. 
o Interagency issues. It is highly like that you will 

be coordinating with other agencies (e.g. 
especially with orders on a Basic Ordering 
Agreement (BOA) or other larger contracts, 
making decisions on which agency will fund 
certain items, sharing documentation, etc.). 
Discuss with Command the issues for which 
they want visibility and those for which you have 
authority to proceed. 

 
 Prepare for the Tactics 

Meeting 
This period of time after the 
Command and General Staff 
meeting should be used by the 
FSC to ensure their staff is fully 
employed and ready to meet the 
challenges of acquiring resources 
for the current and next 
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operational period.  
• Conduct a Business Management Meeting to 

match Command’s intent regarding logistical and 
financial processes and activities for the incident 
and that they are communicated to key personnel. 
See 9.7 Business Management Meeting for more 
information.  

• Conduct Section meeting with Finance staff. See 
9.5 Section Meeting Guidelines. Ensure you have 
connected the dots between Command’s intent 
and what Finance must do to meet that intent. 
While this may seem extraneous (don’t my people 
know what to do?), they are far more likely to meet 
your expectations in an emergent environment if 
you get into the habit of holding this meeting daily.  
This also helps reduces stress for your staff as 
you share information and obtain feedback.  

• Verify with PSC procurement and contracting 
requirements for the Tactics Meeting.  

• Status of financial situation. 
• Clarify processes:  
o You should be asking if the processes currently 

in place are working well. 
o If the processes are not in place, then the FSC 

develops or works with the LSC to develop as 
appropriate.  
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o See 9.10 Financial Management Processes for 

more information on the various processes you 
may need to have in place. 

 
 Support the Tactics 

Meeting 
This 30-minute or less briefing is 
the opportunity for the OSC to 
present the proposed Plan. The 
most important question for the 
FSC is if resources identified in 
the Tactics Meeting can be 
funded and acquired in time for 
the next operational period.  
• Proposed tactics - As the OSC 

presents the plan, listen for and 
make note of issues of concern. Generally, the 
PSC will ask that you allow the OSC to finish their 
briefing before the questions start so as not to 
derail the presentation of the overall plan. 

• Identify resource needs – RESL will note resource 
needs on the ICS 215 (see 9.8 Example ICS 215 
Operational Planning Worksheet). 
o Determine timeframe more costly resources be 

needed on the incident. 
o Determine the resources the OSC considers 

critical to the next operational period. 
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o Determine if any new resources will exceed the 

current ceiling. 
o Determine if the best costs (e.g. cost per day, 

per week, etc.) have been negotiated. 
• Discuss availability of needed resources – Quite 

often resources from a local area can be acquired 
for short periods of time to support an incident. 
This is especially true of personnel. The operative 
word is “short.” If you expect to use a resource in 
excess of a week, remember that you are affecting 
another agency’s routine. Some resources are 
scarce by their nature (e.g. helicopters, salvage 
resources, dive teams, etc.). Query the OSC to 
see how non-availability will affect the objective. 
Sometimes the OSC can create a work-around, if 
there is time to do so. 

• Identify resource shortfalls – In theory, any 
resource requested by the OSC has some impact 
on the operation. It is critical that you play an 
active role in this discussion. It is much better to 
under promise and over deliver in the emergency 
response environment. 

• Identify resource support requirements which will 
affect funding and contracts  
o Determine if the OSC has factored in the 

potential for different operating schedules (e.g. 
boat crew or aviation crew operating hours) and 
overtime. 
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o Determine support resources that may not show 

up on the ICS-215 (e.g. shovels, rakes, PPE, 
ammunition, etc.).  

• Agree on how and when to communicate the non-
availability of any required resources to the OSC 
and PSC. Recommend to the OSC and PSC that 
you reconvene (along with the SOFR and LSC) for 
a few minutes just prior to the Planning Meeting. 
This will ensure you are all on the same page prior 
to presenting the plan to the IC/UC. 

 
 Prepare for the Planning Meeting 

This period of time is for the 
Finance Section staff to source 
and order resources for the next 
operational period. The most 
important question for the FSC, in 
preparing for the Planning 
Meeting, is if resources identified 
in the Tactics Meeting can be 
acquired (procurement or 
contracts in place) in time for the 
next operational period. This can 
be particularly problematic if the 
operational periods are 12 hours in length (typically 
during the early phase of an incident). It may be 
unrealistic to expect availability of contracts or large 
equipment unless they are on a pre-existing Basic 
Ordering Agreement (BOA). 
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• Determine additional resources to support 
objectives – Many tactics require resources that 
may not show up on the ICS-215 (e.g. shovels, 
rakes, PPE, ammunition, etc.). These in-the-weeds 
details can often determine the success of a tactic. 
• Order necessary resources (procurement or 
contracts) – By this time you should have approved 
ICS 213RR-CG’s for the next operational period. 
• Update OSC on resource non-availability – This is 
critical to the success of the OSCs operations AND 
your relationship with the OSC and PSC. Follow 
through with your agreement on how you will notify 
the OSC and PSC of any resources that cannot be 
acquired in time for the start of the next operational 
period. 
• Working with LSC, order support for resources – 
Remember that fuel, food, transportation, 
communications, and a host of other items must all 
come together to make the next operational period 
work. 
• Identify contingencies as needed – While you 
cannot plan for everything, you should ensure that 
your staff is aware of and using local contingency 
plans, and that they develop a mindset, which is 
always asking, “what if this resource breaks/runs 
out of fuel, parts, etc.” Do you have other solutions 
to potential problems? 
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 Support the Planning Meeting 

This 30-minute or less meeting 
presents the Incident Action Plan to 
Command for tentative approval. 
The FSC should be ready to 
validate that resources identified 
during the Tactics meeting for the 
next operational period have been 
ordered and will be available. 
• The FSC validates support for 
the proposed Incident Action Plan 
as presented by the OSC. Even if 
there are resources that cannot be 
acquired (which becomes a limitation or constraint 
that you have communicated to the OSC and PSC), 
in all other respects the FSC should be ready to 
support the plan. 

 
 Post-Planning Meeting Actions 

At the conclusion of the planning meeting, the 
General Staff have a lot of work to accomplish to 
ensure a quality IAP is delivered in time for the next 
operational period. Specifically, the FSC must 
ensure that resources identified during the Tactics 
Meeting have been ordered by the PROC as 
necessary and funding sources cover all aspects of 
incident management through the next operational 
period.  
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 Support the Operations Brief 

This 30-minute or less briefing 
presents the Incident Action Plan to 
the Operations Section Division and 
Group Supervisors. The FSC is 
responsible for providing financial 
information related to field 
responders. 
• FSC covers financial issues 

specifically related to field 
personnel/responders as 
appropriate. These include:  
o Claims process – Discuss 

how to file claims. Responders have their own 
claim process and may be questioned by the 
public about how to file a claim. Know the 
difference between the two and have a process 
for both. 

o Time cards – Discuss how responders capture 
their time.  

o CG civilian overtime – Discuss process to 
document CG civilians’ overtime, if needed. 

o Accountable property – Discuss any process or 
procedure for accountability for property. 

o Other – Discuss any other time, cost, 
procurement, administrative and 
compensation/claims issues the responders 
need to know about. 
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• After the Operations Briefing, conduct a Finance 

Staff debriefing to collect information from 
subordinates on lessons learned. See 9.6 Finance 
Staff Debrief for more information. This information 
will be used to prepare for the upcoming 
Command and General Staff meeting. 
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8. Transition-Demobilization  

 Transition/Relief of Personnel or Team 
8.1.1. Transition Process 
Depending on the length of the response, individual 
personnel in the Section or the all personnel on the 
IMT may transition/need to be relieved. In order to 
transition, the following must occur:  
• Request Relief. The incident supervisor or 

outgoing member requests relief. This should be 
completed at least 2 weeks prior so a proper relief 
can be located, ordered in, and arrive in time for 
overlap and relief. 

• Incoming/Outgoing member Transition Briefing. 
The incoming member obtains a briefing from the 
outgoing member. See 9.28 Transition/Relief 
Checklist for example information to discuss. 

• Incoming/Outgoing member operational period 
overlap. Ideally, the incoming and outgoing 
members would have an overlap of three 
Operational Periods. For the first operational 
period, the incoming member observes. The 
second operational period is done together and 
the outgoing member observes the third 
operational period. This applies for any function, 
whether you are the OSC or PROC, the functions 
each position applies will be the same in each 
Operational Period.  

• Outgoing member supervisor debrief. Outgoing 
member debriefs with their incident supervisor. 
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Topics include: lessons 
learned/recommendations, feedback on their 
leadership, feedback on subordinates, and note 
transition complete 

• Outgoing member individual demobilization. 
Outgoing member conducts individual 
demobilization in accordance with the 
Demobilization Plan. 

8.1.2. Timelines for Deployment 
When requesting a replacement, consider timelines 
for deployment in when a replacement is to be 
requested for the incident. Consider timelines when 
requesting replacements during an incident. 
• A standard 21-day deployment typically translates 

to no more than 16 days on the job. 
o One day of travel on each end (two days total) 
o One day of demobilization processing/medical 

clearance. 
o If in a leadership position, require minimum of 

one-day transition/overlap for relief on each end 
(minimum two days) but ideally three operational 
periods. 

• Timelines for reserve personnel on a 60-day 
deployment typically translates to no more than 49 
days on the job. 
o Five days of leave earned. 
o One day of travel on each end (two days total). 
o One to two days of Demobilization 

Processing/Medical clearance. 
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o If in a leadership position, require minimum of 

one day transition/overlap for relief on each end 
(minimum two days) but ideally three operational 
periods. 

 
 Provide input to the Demobilization Plan  

The FSC works closely with the DMOB in developing 
the Demobilization Plan.  
• FSC should provide DMOB with what Finance 

Units are required to be seen during the checkout 
process. See 9.29 Example ICS 221. Typical 
check out requirements include: 
o Time Unit – Ensure time cards, logs, CG-5136, 

or other time documentation is on file with Time 
Unit. 

o Other Finance Unit – there may be a need to 
have incident personnel checkout with other 
Finance Units.   

• Be sure to specify the checkout requirements for 
DMOB to add to the Demobilization Plan and/or 
ICS 221. This information will help DMOB develop 
the Demobilization Plan.  

 
 Review Approved Demobilization Plan 

Determine the command priorities for release of 
personnel from the Demobilization Plan and use to 
identify priorities and expectations regarding the 
demobilization of personnel and Section. 
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 Supervise demobilization of Section 

personnel 
• Provide input to IC/UC for demobilization of 

Section personnel. 
• Identify Section personnel for demobilization. 

Ensure you have requested replacements if 
required. 

• Brief subordinates regarding their pending 
demobilization and process including use of the 
ICS 221, Demobilization Checkout Sheet. 

• Evaluate and recognize personnel (e.g. ICS 225, 
and possible awards draft). See 9.30 ICS 225-CG 
Incident Personnel Performance Rating. 
 

 Supervise demobilization of Section 
• Ensure final turnover/disposition of documentation 

to DOCL. 
• Turn in equipment and supplies as appropriate. 
• Provide SPUL with a list of supplies to be 

replenished. 
o Consumables. 
o Equipment (computers, radios, GPS, etc.). 
o Consider replacement in kind. 
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9. Appendices 
 

 Personal Deployment kit 
 
 Uniforms appropriate for the response 

including appropriate footwear 
 Verify any special PPE required or will be 

provided by the incident 
 Update your family emergency plan (see 

www.ready.gov for details) 
 Gather emergency contact information 
 Determine dependent care plan (i.e. wills, 

powers of attorney, etc.) 
 Create payment plan for bills  
 Ensure sufficient medications and/or 

medical supplies for 30 days 
 Determine pet care plan if applicable 
 Gather power supply and/or chargers for 

personal communication equipment (i.e. 
computers, cell phones, etc.) 

  

http://www.ready.gov/
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 FSC Deployment kit 

 
Item Name Qty Unit √ 
Computers with internet 2 Ea  
Clips, Binder, Assorted Sizes 3 Pk  
Clips, Paper, 100 per Bag 2 Pk  
Flags, Post-it  2 Ea  
Folders, 6 Part  12 Ea  
Hooks (to hang T-Card racks) 12 Ea  
ICS-219-9 Property T-Cards  10 Pk  
In-boxes or large envelopes 3 Ea  
Laser pointer 1 Ea  
Paper, 8 ½” x 11” Notepads 9 Ea  
Paper, Post-it Notes 3x3 & 3x5 2 Pk  
Paper, ICS Forms: 209, 213, 
213RR, 214, etc. 

20 Ea  

Pens, Fine Point, Dry Erase  3 Bx  
Pen, Red  1 Bx  
Pen, Blue  2 Dz  
Pen, Highlighters 18 Ea  
Pen, Black, Permanent Marker 2 DZ  
Pen, White-out Correction  3 Ea  
Power supply cords 1 Ea  
Printer 1 Ea  
Reference, Area Contingency 
Plan 

1 Ea  

Reference, Incident 
Management Handbook (IMH) 

2 Ea  

Reference, ICS Forms Catalog 1 Ea  
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Item Name (continued) Qty Unit √ 
Reference, Finance Section 
Chief Job Aid 

3 Ea  

Scissors 1 Ea  
Stapler and Staples  1 Ea  
Surge protectors 1 Ea  
Tape, Blue Scotch 2” x 60’ 10 Roll  
Tape/Tape Dispensers 4 Ea  
Tape, Clear, Packing, 2”x60’ 5 Ea  
T-Card Racks (cloth or metal) 10 Ea  
Vest, Green with Finance 
Section Chief Labels 

3 Ea  
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 Functional Interactions 

Below are functional interactions to assist the Finance 
Section Chief with obtaining information from other ICS 
positions and providing information to ICS positions. 
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 Section Standard Operating Guide (SOG) 

Having established a Standard Operating Guide 
(SOG) for your personnel ensures clear 
communication of your expectations, expected 
codes of conduct, and procedures/processes. You 
cannot hold people accountable for information they 
did not receive. This is especially important when 
working with personnel from other agencies as not 
everyone has the same leadership 
concepts/protocols. Some items to include in the 
Section SOG:  
• “Command philosophy” or guidance 
• Section organizational structure and chain of 

command 
• Duties & work expectations of Section personnel 
• CIRs and IRTs for you (“when to call me”) 
• Code of Conduct (fair treatment, etc.) 
• Available employee resources (if any) 
• Request and ordering procedures  
• Conflict resolution procedures 
• Work schedule and rest periods 
• Training, qualification and evaluation standards 
• Safety procedures and injury reporting procedures 
 
Modify the following example Finance Section SOG 
to best meet your needs and update it as needed 
during the incident.  
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Finance Section Standard Operating Guide 

 
1. Introduction:  
This document provides guidance for and expectations of 
all Finance Section personnel during the _____________ 
incident/event. In the absence of supervision, all resources 
personnel shall be guided by the procedures set forth by 
this document. All personnel are expected to exercise 
proper judgment, common sense and training in all 
situations. 

 
2. General Instructions to all Finance Section Personnel: 

(This section should address work/duty policies and 
topics) 

• All personnel shall ensure they are rested and physically 
and mentally ready to assume assigned duties 

• All personnel shall adhere to the watch/duty schedule 
• Change of shifts/watch shall occur ____________. 
• All personnel shall read and sign the Incident ICS 208-

CG Site Safety and Health Plan 
• Resource Request procedures (Use 9.12 Example 

Resource Request Process as starting point)  
• Resource Order Procedures (Use 9.17 Resource Order 

Process as starting point).  
• Notify the FSC immediately for the following 

conditions/situations: 
o Injuries or illness involving resources personnel 
o Equipment casualties 
o Major operational changes or incident developments  
o Personnel conflicts that cannot be resolved at 

immediate supervisor level 
o Complaints concerning Finance service 
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3. Organization:  
This section describes and outlines the structure of the 
Section to show chain of command. See Figure 1 inside 
the front cover for an example.  
 
4. Expectations:  
This section should describe the expectations that you, the 
Finance Section Chief (FSC), have for each function within 
the Section, including but not limited to:  
• Reporting requirements, participation in meetings, 

communications duties, assistance within Section and to 
other members of the IMT, etc. (do NOT retype the IMH. 
You can make it incident specific). 

• Deputy FSC (DFSC): (put in information as to how you 
expect the DFSC to perform). Act in the place of the 
FSC when the FSC is not in the ICP or is at a meeting. 

• XXX Unit Leader: note specific expectations for 
assigned unit leaders. 
 

5. Personnel Policies:  
• All personnel shall be in professional attire, such as 

appropriate uniform of the day or own-agency dress 
code. 

• Professional conduct is expected from all personnel, 
both on and off duty. Sexual harassment, hazing, 
bullying, discrimination, and other such unprofessional 
conduct will not be tolerated. 

• Conflict resolution procedures. 
• Critical Incident Stress Management (CISM). 
• Time off requests. 
• Injuries & claims. 
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• Training. 
• Social Media. 
• Evaluations. 
• Safety procedures. 
 
6. Documentation:  
All Finance Section personnel shall maintain required 
documentation according to positional duties. Do not throw 
ANYTHING away. All documentation shall be filed by ICS 
form number and then grouped by Operational Period.  
• ICS 214 Activity Logs shall be routed to the DFSC for 

review. 
• Duplication of documents shall be performed by the 

DOCL. 
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 Section Meeting Guidelines 

The purpose of the Section meeting is to keep your 
subordinates informed about Command’s direction 
and how the role they play ties in to achieving that 
direction. This is good leadership. It is imperative 
that you conduct this meeting at least once a day! 
• If possible, set a standard time and place for this 

meeting. A good time to hold this meeting is 
following the Command and General Staff meeting 
when you have just received your direction from 
the IC/UC. 

• Ensure all personnel are present or accounted for. 
For the duration of the incident, these personnel 
work for you. Take care of them and they will take 
care of you. 

• Give your team a situation update. While some will 
not need or even want details, they will appreciate 
a quick update. This helps your staff know how the 
work they are doing is supporting the response. 

• Brief current Finance activities. Identify the work 
expected of your staff during this operational 
period and the next operational period. 
o Status/availability of financial picture: Your 

COST and TIME units should have the detail on 
the resource utilization picture. You should have 
a broader view of the funding in place, burn rate, 
direct versus indirect costs, key stakeholders 
that will be seeking reimbursement, etc.  

o Are there unfilled requests more than 72 hours 
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old? If so, you and the LSC should be aware of 
them. A gross rule of thumb is that an unfilled 
request more than 72 hours old may have lost 
its value to the incident. Some LSCs require that 
requests more than 72 hours old be resubmitted 
or the PROC may ask the SPUL to validate the 
original request. 

• Clarify effectiveness of processes. You should be 
asking if the processes currently in place are 
working well. If the processes are not in place, 
then the FSC develops or coordinates as 
appropriate: 
o Resource Request Process. 
o Resource Order Process. 
o Expanded Ordering – See discussion on 9.10 

Financial Management Processes.  
o Cost Sharing Agreement – See discussion 9.10 

Financial Management Processes. 
• Compliment staff actions to date. Try to find 

something that each of your key staff or other 
members of your team has done that is 
noteworthy. 

• Remind your staff to provide input to the Section 
ICS 214 daily. 
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 Finance Staff Debrief 

Upon completion of the shift or operational period, 
the FSC should collect information from 
subordinates on lessons learned and be prepared to 
present this during the Command and General Staff 
meeting.  
• Debrief all subordinates on progress.  
o Note percent of work completed. 
o Note resource utilization and effectiveness (e.g. 

are these assets the right tools for the job and 
were there enough, too many or too few?). 

• Note any safety concerns (slips, trips, falls, etc.). 
• Ensure all pilferable resources are either 

transferred to oncoming shift or secured. 
• Collect all forms of documentation (e.g. ICS-

213RR-CGs, ICS-214, logs, etc.). 
• Ensure ICS 214, Activity Log, is complete (all key 

events), accurate and signed. See 9.20 Example 
ICS 214 Activity Log.  

• Provide original ICS 214 to Documentation Unit. 
Keep a copy for yourself. 

• Ensure financial issues discussed prior to 
releasing subordinates (replenish supplies, secure 
gear, food and lodging, etc.). 
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 Business Management Meeting 

The purpose of this meeting is to ensure that there is 
an on-going dialogue regarding logistical and 
financial processes and activities for the incident and 
that they are communicated to key personnel. While 
the meeting can take place anytime, experience 
suggests that a quick daily meeting just after the 
Command and General Staff meeting works well. 
This enables the FSC and FSC to have the most up-
to-date information prior to the Tactics meeting.  
 

Attendees: FSC and FSC.  
Other possible attendees: COST, PROC, SPUL, 
SITL, RESL, and DOCL. 
 

Items for discussion include but are not limited to the 
following: 
• Resource Request/Order processes:  
o Are resource orders keeping up with requests? If 

not, why not. 
o Are all incident personnel using the Resource 

Request process? Including other shift 
personnel? 

o Are specific agency procedures causing 
problems? 

o Any updates needed to the processes?  
• Cost/Funds: Generally, the FSC and FSC should 

have a treetop view of this issue. 
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o Is there an adequate incident cost sharing 

agreement between parties? 
o What is the ceiling for each funding stream? A 

rule-of-thumb is when costs have reached 80% 
of the current ceiling, the ceiling should be 
increased. 

o What is the burn rate? This is calculated by the 
FSC and staff and always includes direct costs 
but may include indirect costs. 

• Property tracking: Effective property tracking is a 
key indicator of a successful resource 
management system. An inadequate property 
tracking system, or not having a system at all, will 
likely result in unexplained losses, an increase in 
the time for responders to demobilize, and 
provides plenty of opportunity to come back after 
the incident to clean up loose ends. Get this 
started early! 
o How is accountable property being tracked and 

is the process working well? Spreadsheet, ICS 
219-9’s, etc. 

o Who is tracking accountable property – SPUL or 
is a Property Unit Leader (PROP) needed? 

• Good stewardship: You must strike a balance 
between providing timely support and doing so in 
the most cost effective way. During the early 
phase of an incident, it is harder to be cost 
effective due to the emergent nature of operations. 
However, as the incident progresses, the Business 
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Management Team should be striving to improve 
this balance. This includes smart buying and 
recycling.  

• Documentation: 
o Are decisions documented properly?  
o What decisions are documented on the ICS 214 

vs. a Decision memo? See 9.21 Example 
Decision Memo. 
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 Example ICS 215 Operational Planning 

Worksheet 
This example is using the CG version of the form. 
The FEMA version can also be used. 
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 Example ICS 213 General Message 

This example is using the CG version of the form. 
The FEMA version can also be used. 
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 Financial Management Processes 

The primary role of the Finance Section Chief is to 
support the incident with the financial management 
process for the incident. Your goal is to make the 
financial management process easy for your 
customers. Whether you are the first FSC or the last, 
you must have the global view on requesting, 
approval, ordering, receipt and distribution, 
utilization, maintenance, and demobilization. The 
Resource Management “R” shows the lifecycle of a 
resource and the forms used in this process (see 
9.11 Life Cycle of a Resource – Resource R). Below 
are some of the processes that support the business 
of managing finances on an incident.   
 
Fund(s) Management. Every incident has the 
potential for multiple sources of funding. As the FSC, 
you are responsible for ensuring good stewardship 
of ALL incident funding. See 9.14 Incident Funding 
for a short primer on incident funds typically used by 
the federal government.  
 
Resource Request Process. This process is internal 
to the incident. It defines flow, including who on the 
IMT can request resources, how requests are made, 
who must approve each request, what the requestor 
can expect from the process, which form will be 
used (i.e. ICS 213RR-CG), and any limitations on 
funding that may be imposed by Command. 
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Establishing this process is important for the LSC 
and FSC. It should stop “initial” ordering (i.e. where 
incident management team personnel are ordering 
without a request and approval process and actually 
acquiring resources that may or may not be tied to 
incident objectives). This process should always be 
posted for incident personnel to use. See 9.12 
Example Resource Request Process for more 
information on request process.   
 
Resource Order Process. This process is the 
companion to the Resource Request Process. It 
defines for Finance and Finance Section personnel 
how an internal request is turned into an external 
order. It can include how the Supply Unit and 
Procurement Unit will work together, how the 
resource order number is developed and tracked, 
Right of First Refusal, etc. It includes important 
nuances like; which funding stream (OSLTF, 
CERCLA, state, Responsible Party, FEMA Mission 
Assignment (MA), AFC-30, etc.) may be used to pay 
for a specific request, which unit (SPUL or PROC) 
orders and pays for specific requests, and 
Command guidance to be followed. The order 
process is generally not posted. See 9.17 Resource 
Order Process for more information on ordering.  
 
Expanded Ordering. An organization (e.g. CG Base 
procurement shop) that is authorized to set up 
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outside of the ICP to assist the PROC/SPUL with 
ordering supplies, services and resources to support 
the incident. The FSC and LSC need to determine if 
this should this be used to support the incident.  
 
Cost Sharing Agreement. This guidance document 
is generally created if more than one fund is being 
used to support the incident. It helps the SPUL 
and/or Procurement Unit Leader (PROC) decide 
which fund is the most appropriate for a given 
request. For instance, sometimes it is easier to have 
the federal government use an established funding 
instrument like a Pollution Funding Removal 
Agreement (PRFA) to pay for another federal, state 
or local agency than to have a Responsible Party do 
the same thing. The cost sharing agreement is not 
posted. 
 
Decision making process. You may want to 
document the process for decisions. Simple 
decisions are typically documented on the ICS 214 
Activity Log and large or contentious decisions are 
documented on a decision memo. Some decision 
memos will be signed by the FSC and others will 
require the IC/UC signature(s). See 9.21 Example 
Decision Memo. This process can be documented in 
the Section Operating Guide. 
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 Life Cycle of a Resource – Resource R 

The resource R shows the overall lifecycle of a 
resource on an incident.  
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 Example Resource Request Process 

 

The following is an example Resource Request 
Process and should be modified for incident use.  
-------------------------------------------------------------------- 
All resource requests MUST be filled out on the ICS 
213RR-CG Resource Request form, utilizing the 
following procedures: 
 
1. Originator fills out numbers 1-9 and gets the 
respective Section Chief approval while insuring 
significant detail on tactical resource(s) or 
qualifications/skills of personnel needed is provided. 
The request should focus on capability rather than 
naming the brand or specific item (e.g. helicopter 
capable of carrying 4 personnel from location A to B 
rather than requesting a Coast Guard H-65 
Helicopter). This gives the Finance section the ability 
to find the best resource to meet the need. If you 
have a source of supply or pre-standing agreement, 
please provide the specifics in your detailed 
description under number 4. Originator retains the 
green copy. 
 
2. a. Tactical Resources and Personnel 
Originator passes ICS 213 RR form to the Planning 
Section, Finance Section Chief (FSC) for review. 
Upon approval, form is passed onto Finance Section 
after being initialed by the FSC in the lower right 
corner. 
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2. b. Non-Tactical Resources (e.g. supplies, non-
tactical equipment, etc.) Originator passes the form 
to the Finance Section. It does not need to go to 
FSC because it does not deal with tactical resources 
and personnel (which FSC would track). 
 
3. Finance Section reviews resource request. If 
approved, resource is ordered filling out numbers 
10-16. ICS 213 RR form is then forwarded to 
Finance/Admin Section, minus the pink copy, for 
cost analysis/documentation. If request is denied, 
form is returned to the originator with an applicable 
explanation. 
 
4. Finance/Admin Section fills out numbers 17-19 on 
the ICS 213 RR form and forwards to Planning 
Section FSC, minus the yellow copy, who retains it 
until the end of the operational period. At that time, it 
is forwarded to the Documentation Unit Leader for 
archival reference. 
 
5. Finance Section gives a status spreadsheet to the 
Command and General Staff of all orders at the end 
of each operational period. Refer to the example ICS 
213 RR and the detailed instructions included. 
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 Example ICS 213 RR-CG Resource 

Request Message 
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 Incident Funding 

One of the first things an FSC must do upon reporting to 
an incident is validate that the incident has sufficient funds 
to operate. 
• Does the incident have funding available to support 

activities? 
• Is the incident using the appropriate fund(s) given the 

incident type? Although a fund may have already been 
opened and a ceiling established, this question must be 
answered early. 

• Does each opened fund have an appropriate ceiling (i.e. 
enough money available) to sustain the current 
projected operations (i.e. projected costs)? 

• Has a line of communication been established with 
appropriate finance partners? 
o Incident Commander 
o Logistics Section Chief/Supply Unit Leader 
o Responsible Party (as appropriate) 
o NPFC Case Officer (as appropriate) 
o USCG Appropriated Funds Manager  
o Contracting and Procurement – Base or Shore 

Infrastructure Logistics Center (SILC) Contracting  
• What the kinds of costs the CG is incurring?  
o Direct Costs: CG Costs actually expended. This 

includes procurements and contracts, TONOs, rental 
vehicles, etc.  

o Indirect Costs: CG Costs not actually expended: 
This includes government personnel regular time 
salary, boat hours, aircraft hours, etc.  

 
There are five sources of funding typically available to 
support Coast Guard involved or managed responses. 
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9.14.1. Oil Spill Liability Trust Fund (OSLTF) 

Funding 
 

AKA: Oil funds, OPA funds, Clean Water Act funds 
 

Source in Law 
• Oil Pollution Act of 1990 (33 USC 2701) 
• Clean Water Act (33 USC 1321) 
• National Oil and Hazardous Substance Contingency 

Plan (40 CFR 300) 
 

Purpose:  
• The OSLTF has two major components: the Emergency 

Fund and the Principal fund. The Emergency Fund is 
used to fund removal of oil discharges or substantial 
threats of oil discharges into the navigable waters of the 
United States including the Exclusive Economic Zone 
(EEZ) out to 200 miles.  

• Paying for government cost in overseeing the removal 
of an oil spill by a responsible party (spiller) or unknown 
spill. 

• Paying for the removal of an oil spill if the responsible 
party (spiller) is unwilling or unable to fund the 
operation. 

• Similar costs for a substantial threat of an oil spill. 
• See https://www.uscg.mil/Mariners/National-Pollution-

Funds-Center/About_NPFC/OSLTF/ 
 

Restrictions (NOT used for) 
• OSLTF cannot be used for responding to releases of 

hazardous substances, pollutants or contaminants (only 
hydrocarbons classified as OPA 90 Oils). 

• OSLTF cannot be used for the investigation portion of a 
response. 

https://www.uscg.mil/Mariners/National-Pollution-Funds-Center/About_NPFC/OSLTF/
https://www.uscg.mil/Mariners/National-Pollution-Funds-Center/About_NPFC/OSLTF/
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• OSLTF cannot be used to backfill personnel at unit or 

for responder training. 
• If Stafford Act (ESF-10) funds are available, will not use 

OSLTF – contact NPFC before opening a case. 
 

Manager and funding: for all federal agencies:  
USCG National Pollution Funds Center 
2703 Martin Luther King Jr Ave SE Stop 7605 
Washington, DC 20593-7605 

• Funding via a Federal Project Number (FPN) is 
accessed through NPFC Ceiling and Number 
Assignment Processing System (CANAPS) tool 24-7 
from any Internet connected computer.  

http://www.npfc.gov/canaps/ 
• Available to only to Federal On-Scene Coordinators 

(FOSC), who are by definition the Commanding Officers 
of Sectors and some other marine safety units or their 
representatives (FOSCRs) with unit specific passwords. 

• CANAPS is also available to USEPA FOSCs and they 
manage who has access in their agency. 

• If CANAPS is not available or to obtain funding amounts 
in excess of the limit in CANAPS ($500,000), contact 
the appropriate case officer at NPFC.  

• The NPFC is available during business hours at 1-800-
358-2897. The NPFC Duty Officer can be reached at 
202-494-9118 (cell).  

 
Documentation Requirements 
• Complete documentation of every transaction plus 

documentation of the response itself is required to 
support recovery of funds from the involved party/ 
responsible party (vessel or facility owner or operator). 
See NPFC TOPS for more information.   

http://www.npfc.gov/canaps/
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9.14.2. Comprehensive Environmental Response 

Compensation and Liability Act (CERCLA) 
Funding  

 
AKA: Superfund, chemical funds, Hazchem or HAZMAT 
funds 
 
Source in Law 
• Comprehensive Response, Compensation and Liability 

Act of 1980 (42 USC 9601) 
• National Oil and Hazardous Substance Contingency 

Plan (40 CFR 300) 
 
Purpose 
• CERCLA provides federal funding to clean up 

uncontrolled or abandoned hazardous waste sites as 
well as accidents, spills and other releases or imminent 
threats of releases of hazardous substances, pollutants 
and contaminants into the environment (air, water or on 
and under land). Through CERCLA, EPA was given 
power to seek out those parties responsible for any 
release and assure their cooperation for the cleanup.  

• These definitions are very far reaching and can apply to 
chemical, biological and radiological weapons (terrorism 
and overt illegal acts intended to harm). Good judgment 
is required for use of these funds for terrorism – contact 
NPFC. 

• http://www2.epa.gov/laws-regulations/summary-
comprehenzsive-environmental-response-
compensation-and-liability-act/  

 
Restrictions (NOT used for) 
• There is an explicit prohibition against the use of 

http://www2.epa.gov/laws-regulations/summary-comprehenzsive-environmental-response-compensation-and-liability-act/
http://www2.epa.gov/laws-regulations/summary-comprehenzsive-environmental-response-compensation-and-liability-act/
http://www2.epa.gov/laws-regulations/summary-comprehenzsive-environmental-response-compensation-and-liability-act/
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CERCLA funds for responding to petroleum oil. 

• CERCLA cannot be used for the investigation portion of 
a response. 

• CERCLA cannot be used to backfill personnel at unit or 
for responder training. 

• If Stafford Act (ESF-10) funds are available, will not use 
CERCLA – contact NPFC before opening a case. 
 

Manager and Funding: 
• EPA is the manager for all federal agencies. NPFC is 

the manager for the Coast Guard. 
USCG National Pollution Funds Center 
2703 Martin Luther King Jr Ave SE Stop 7605 
Washington, DC 20593-7605 

• CERCLA Project Number (CPN) is issued through 
NPFC CANAPS from any Internet connected computer.  

http://www.npfc.gov/canaps/ 
• Available to only to Federal On-Scene Coordinators 

(FOSC), who are by definition the Commanding Officers 
of Sectors and some other marine safety units or their 
representatives (FOSCRs) with unit specific passwords. 

• If CANAPS is not available or to obtain funding amounts 
in excess of the limit in CANAPS ($249,999), contact 
the appropriate case officer at NPFC. NOTE; To obtain 
a ceiling of $250,000 or higher, an Action Memorandum 
is required. Contact NPFC. 

• The NPFC is available during business hours at 1-800-
358-2897. The NPFC Duty Officer can be reached at 
202-494-9118 (cell).  

 
Documentation Requirements 
• Same as OSLTF - See NPFC TOPS for more 

information.  

http://www.npfc.gov/canaps/
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9.14.3. Stafford Act Funding 
 
AKA: FEMA funds, Disaster funds, ESF funds 
 
Source in Law 
• Robert T. Stafford Disaster Relief and Emergency 

Assistance Act (42 USC 5121) 
• The National Response Framework (NRF), which is 

required by Homeland Security Presidential Directive 5 
(HSPD-5) but is not a law 

• The NRF incorporates the National Contingency Plan 
(NCP) which is law (40 CFR 300) and the NCP applies 
to ESF-10 pollution operations. 

 
Purpose:  
• Stafford Act funds are for responses to disasters of all 

kinds. The funds are made available by FEMA on a 
case-by-case basis to selected agencies following a 
major disaster first declared by the Governor of a state 
and then the President of the United States. The 
President may also declare an emergency without the 
Governor. Disasters are generally not thought of as 
Type 3 incidents. However, a governor can request a 
disaster declaration for any incident and the Coast 
Guard may be assigned to response to part of that 
disaster. There are fifteen Emergency Support 
Functions (ESFs) and this reference is for typical Coast 
Guard funded missions under ESF-9 Search and 
Rescue and ESF-10, Oil and Hazardous Materials, and 
ESF-13 Public Safety and Security. 

• These funds may only be used for the specific actions 
identified in the Mission Assignment(s) issued to the 
primary agency receiving the funds. Task Orders are 
sometimes used to further specify Mission Assignments. 
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EPA is the most often the primary agency for ESF-10.  
However the Coast Guard receives ESF-10 funds via 
direct mission assignments. A mission may be 
subdivided and part assigned to the Coast Guard. 
Cannot authorize more actions for the Coast Guard than 
are specified in the Mission Assignment. There is 
typically a 25% cost share required for the state 
requesting assistance (75% to be paid by the federal 
government).  

 
Restrictions (NOT used for) 
• Anything not specified in the Mission Assignment, 

and/or Task Order (if issued). Also note that Stafford Act 
funds are used for direct costs, i.e., only out of pocket 
costs. Indirect costs or government funded costs such 
as regular time salary or boat hours. Indirect costs are 
documented but not covered. Overtime for that same 
employee is a direct cost and covered.  

 
Manager and funding 
• FEMA is the manager for all federal agencies. NPFC is 

the manager for the Coast Guard. 
USCG National Pollution Funds Center 
2703 Martin Luther King Jr Ave SE Stop 7605 
Washington, DC 20593-7605 

• Funds are not obtained like OSLTF or CERCLA, but 
assigned by FEMA as a Mission Assignment (MA) 
through a unit’s district and NPFC issues a Disaster 
Project Number (DPN). 

• In the early stages of a disaster response, MAs may be 
issued from the Regional Response Coordination 
Center (RRCC). As a response operation matures, A 
Joint Field Office (JFO) will be established and the JFO 
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will issue MAs. The Coast Guard will have a liaison 
officer or POC in both the RRCC and the JFO as well as 
the state Emergency Operations Center (EOC). 
Requests for MA funding go through this person and are 
approved by the Coast Guard District Office. 

 
 
Documentation Requirements 
• Similar to documentation for OSLTF and CERCLA - 

Complete documentation of every transaction plus 
documentation of the response itself is required to 
support recovery of funds from the FEMA. See NPFC 
TOPS for more information. 

• Document government direct costs (e.g. contracts, 
purchases, TONO’s, civilian overtime, boat repair costs, 
etc.) via the CG-5136 form.  

• Document indirect costs or government funded costs 
(e.g. boat hours, personnel hours, etc.) via CG-5136 
form for documentation purposes but these hours will 
not be billed for cost recovery (except civilian overtime).  

• Note that Mission Assignment Funds must be 
documented separately for each Mission Assignment in 
each state, and then billed to FEMA by Mission 
Assignment through the NPFC. Essentially, this requires 
a separate account line for each Mission Assignment in 
each state. 

• See the Financial Management Support Annex of the 
National Response Framework. See also FEMA course 
IS-293 – Mission Assignment Overview.  
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9.14.4. AFC-30 Funding  
 
AKA: Normal operating funds 
 
Source in Law: Same laws that apply to regular Coast 
Guard OE funds (AFC-30). 
 
Fund Use 
• Legal use is the same as for regular budgeted funds. 

The chain of command may limit use for specific 
incident or event needs. 

 
Restrictions (NOT used for) 
• Anything normally off limits plus any additional 

restrictions from the chain of command. 
 
Managed by 
• CG-8 in Headquarters for the whole Coast Guard. 
• Fund managers 
• District may get involved 
 
How to Obtain 
• The unit Commanding Officer may request addition 

Coast Guard funding through the chain of command. 
The Coast Guard does not have large “slush” funds in 
reserve, and a plus-up in one place may have to be 
taken from a pocket somewhere else. If you think you 
need additional funds, you must present a compelling 
reason for it, and do it in writing unless there is fire all 
around you.  

 
Documentation Requirements 
• Documentation requirements depend on the particular 

event or incident. Even if there is no mention of 
documentation, assume that questions will follow. An 
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event or incident that requires additional funding will 
probably attract attention and senior people somewhere, 
perhaps in the Congress, will want to know the size and 
or impact. One standard measure is “How much did it 
cost.” You are well advised to have an answer. 

• In most cases, only direct costs are covered – not 
vessel hours or personnel costs (except civilian 
overtime). The vessel and personnel hours are still 
documented but not charged.  
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9.14.5. Other Funding (OGA and Non-OGA) 
 
AKA: Other Federal agency, State, local, Responsible 
Party, etc. 
 
Source in Law: Depends on source. 
 
Other Government Agency (OGA) Funding: While the 
pollution trust funds and Stafford Act disaster funds are 
the most common funding sources, Other Government 
Agency (OGA) funds may also be used by the Coast 
Guard. Military programs are funded by the Department of 
Defense (DOD), Presidential protection details are funded 
by the Secret Service, and other agencies may provide 
funding for Coast Guard support.  
 
Non-OGA funding: Non-OGA funds are typically those 
provided by a private company (e.g. the affected party or 
responsible party) or their insurance company. Their use 
of these fund sis limited only by company policy and/or 
their board of directors.  
 
Restrictions (NOT used for): Depends on source.  
 
Managed by 
• The source is probably outside the Coast Guard.  
• For OGA funding, the coast Guard usually receives a 

MIPR. The managers for the Coast Guard are probably 
the OE managers, CG-8 and district funds managers.  

• For Non-OGA funding, the lead CG representative in the 
Finance Section on the incident (usually the FSC or 
Deputy FSC) will work with the entity providing funding 
to determine what exactly will be funded and what will 
not be funded. For example, for an oil discharge (spill) 
where there is a responsible party (RP) paying for all the 
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incident costs, the RP is typically the FSC and will staff 
most positions in finance, do most all the purchasing, 
etc. However, the Coast Guard will still access the 
OSLTF to both document Coast Guard costs including 
vessel and personnel hours (will be charged), repair 
costs, Coast Guard personnel lodging and per diem 
costs, etc. In addition, most states would rather have a 
Pollution Removal Funding Authorization (PRFA) from 
the Coast Guard to bill their costs through the OSLTF 
rather than deal with the RP.  

 
Documentation Requirements: Depends on the nature 
of the funds and how they are used. If they are 
reimbursable, full documentation should be required to 
support billing. There may be special requirements. If 
unsure, ask well in advance. 
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 Ceiling Calculation 

 
Establishing the ceiling is an art more than science. The 
initial ceiling is calculated by the person who accessed the 
funding source. In the case of OSLTF or CERCLA, the 
FOSCR will have done this. A good rule of thumb is to 
review your ceiling daily AND consider adjusting the 
ceiling when total costs are 80% of the ceiling. 
 
The simplest way to calculate a ceiling, is to gather 
information on the expected length of the response (in 
days), estimated daily direct costs and if used, indirect 
costs. It is recommended to use 120% of the estimate to 
help provide a small buffer for cost overruns. Final 
estimated cost is rounded to the next $10,000 for the 
ceiling request. The electronic CG-5136 (e5136) can help 
you do these estimates. The e5136 website: 
https://www.uscg.mil/Mariners/National-Pollution-Funds-
Center/Documentation-Cost/e5136-Workbooks/  
An easy litmus test for direct/indirect costs is to determine 
whether there is an entry in FPD/CAS for the item. If so, 
then it is a direct cost because the government paid. 
 
Example: Expected is response 10 days. Initial ceiling is 
$25,000.  
 
Direct costs:  
There is a contract for $10,000.  
There are seven CG personnel who have TONOs: all 
traveled by air (est $1,000 ea), there are three rental 
vehicles (est $150/day), and total for lodging/per diem is 
$200 per day. Estimated total TONO cost: $200/day x 10 
days + $1,000 = $3,000.  
Estimated TONO cost with rental car: add to TONO 

https://www.uscg.mil/Mariners/National-Pollution-Funds-Center/Documentation-Cost/e5136-Workbooks/
https://www.uscg.mil/Mariners/National-Pollution-Funds-Center/Documentation-Cost/e5136-Workbooks/
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$150/day x 10 days = 1,500 ($4,500 total) 
 

Contracts/Purchases: $10,000 
TONOs w/rental cars = $4,500 x 3 = $13,500 
TONOs w/o rental cars = $3,000 x 4 = $12,000 
Total Estimated Direct Costs: $35,500 

 
Multiply by 1.2 (120%) $42,600 

 
Round to nearest $10K $50,000 

If you were only asking for direct costs, the ceiling should 
be increased to $50,000. 
 
Indirect Costs: Current fiscal year CG costs can be found 
in the USCG Standard Rates (COMDTINST 7310.1 
series). For this example, there are 30 CG personnel, 1 
CG response boat small (RBS) and one CG H65 
helicopter. For this estimate will use costs of response 
boat small (RBS) $4,848/hr and H65 $10,803/hr. Hourly 
rates for personnel vary depending on rank. You can 
initially do a general estimate for personnel hours and 
hourly rate but should use the e5136 for a more exact 
estimate. For this estimate for personnel, we will use 
$100/hr and an average of 14 hrs per day.  

RBS: $4,848/hr x 12 hrs x 10 days =  $581,760 
H65: 10,803/hr x 6 hrs x 10 days =  $648,180 
Personnel: $100/hr x 14 hrs x 10 days x 30 = $420,000 
Total Indirect Costs:  $1,649,940 

 
Multiply by 1.2 (120%) $1,979,928 

 
Round to nearest $10K $1,980,000 

 
So if we were going to charge all costs (direct and 
indirect), the total ceiling should be: $2,030,000.   
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 Document Control Number (DCN) Log 

 
Every obligation or transaction (purchases, 
contracts, travel orders, Pollution Removal Funding 
Authorizations (PRFAs), etc.) executed by the Coast 
Guard has a unique Document Control Number 
(DCN). The design of the system prevents confusion 
and duplicated use of numbers. A DCN log keeps 
track of all numbers created.  
 
The NPFC TOPS has specific requirements for 
DCNs and account strings using FPN, CPN and 
DPN funding. This also helps when documenting 
costs for the incident.  
 
The example DCN log below is a simple excel 
spreadsheet and can be modified to meet the end 
users requirements. It is not an ICS form, but rather 
a tracking aid for finance. 
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 Resource Order Process 

9.17.1. Example Resource Order Process 
The following is an example Resource Order 
Process and should be modified for incident use.  
------------------------------------------------------------------- 
Described below is the “Resource Ordering Process” as 
agreed upon at the Business Management Meeting held 
on 6 July 2007 between the FSC and FSC.  
 
The following procedures will be adhered to: 
• SPUL has a purchase card and $25,000.00 warranted 

for supply purchases and $3,000.00 authority for 
services. 

• PROC has unlimited purchase authority and will be on-
site for the duration of the incident.  

• Any questions on correct funding source(s) shall be 
referred to FSC for resolution: 
o All HAZMAT related orders shall use CERCLA 

accounting information. 
o All Oil related orders shall use the OSLTF accounting 

information. 
• All orders over $100,000.00 must be approved by the IC 

prior to obligation. 
• SPUL is responsible for all personnel orders, equipment 

and supply purchases within warrant capability. 
• PROC is responsible for all others including any Basic 

Ordering Agreement (BOA) or Pollution Removal 
Funding Authorization (PRFA). 

• PROC and SPUL shall maintain “order documentation” 
at a single location, filed by ICS 213RR-CG number and 
cross-referenced by “Order Number”. 
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• A single DCN (Document Control Number) Log shall be 

used by PROC and SPUL regardless of the funding 
source. It should be clearly annotated in the log, which 
are FPN related and which are CPN related. 

• All Orders shall be tracked on a Resource Tracking 
Matrix by the PROC & SPUL.  

• SPUL shall receive all orders and notify requestors of 
status. SPUL shall maintain close contact with RESL to 
keep updates on resources checked-in. 

• PROC is responsible for all incident accountable 
property tracking. 

• PROC and SPUL shall coordinate with RESL and TIME 
& COST for resource demobilization based on 
Demobilization Plan. 

• ICS 213 RR Processing procedures: 
o FSC/ SPUL reviews for accuracy, determines funding, 

validates need etc. 
o FSC signs all ICS 213s block 13. 
o For items that fall within parameters of “a” above, 

SPUL takes all action necessary, provide copy of all 
documents to COST, FSC/PROC 

o PROC takes all action on items covered in “b” above 
o If request is denied or cancelled, requestor is 

provided written explanation & Resource Tracking 
matrix is updated to reflect it 

• FSC will assign one member to perform audits of 
random sample of ICS 213 file documentation at least 
every 3rd day. Report results to FSC and FSC. 
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9.17.2. Basic Order Process:  
 
First Right of Refusal: If there is a Responsible Party 
(RP), there is generally a process in place by which the 
RP can decide if they want to acquire the resource. If 
there are two RPs, there might be a first and a second 
Right of Refusal. If the RP accepts the request, the only 
action required by the SPUL is adding an order number 
and basic resource information to the ICS 213RR before 
sending the ICS 213RR back to the requestor. 
NOTE: If the RP does not accept the request then a 
decision memo must be written explaining the rationale for 
the refusal. This decision memo will be required for 
justification after the response is concluded. 
 
CG Order Process: If there is no RP or the RP has 
refused a request, then next step is for the Coast Guard to 
accept the request and evaluate funding options.  
• If the request is still good, then funding options (AFC 30, 

OSLTF, CERCLA, etc.) are evaluated. The next step is 
to determine who is most likely to have the resource 
(CG, OGA, BOA contractor, independent contractor, 
etc.).  

• Determine the best ordering option for the selected 
source. The return arrow in the diagram is used to 
suggest that the source may have to change depending 
on the most appropriate ordering option.  

• FSC must certify that funds are available before the 
order is actually placed with the Ordering Entity (SPUL, 
Base, SILC, NPFC, etc.). 

 
This process is shown below as a flow chart. 
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9.17.3. Resource Order Process Flow Chart 
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9.17.4. Resource Order Source Options  
Resources can be organized into categories for ordering 
purposes: personnel; supplies; and services. These 
categories may also be turned into managers under the 
SPUL position depending on the size of the incident.   
• Responsible Party Funds - If there is a Responsible 

Party (RP), or an organization has been named as a 
potentially responsible party, they are usually going to 
have the First Right of Refusal. Simply put this means 
that all resource requests will go through the RP to see 
if they want to acquire the resource. This reduces use of 
other funds and potentially reduces cost to the RP if 
they can fund less expensive but equally capable 
resource. The RP cannot pay for government resources 
(e.g., hours, TONOs, etc. typically billed via FPN/CPN). 
Resource Order process should delineate how the ICS 
213RR-CG is annotated to reflect who is paying for what 
(e.g. RP or CG, etc.).  

• Direct Access Mobilization (DA MOB)– DA MOB is used 
by the Coast Guard to support surge-staffing 
requirements. Requires incident/event name be 
established by Surge Staffing Branch. This increases 
probability of receiving the most qualified person. 
Approved requirements are instantly advertised on the 
Volunteer Bulletin Board. Tracking of requirements is a 
collaborated effort between incident and supporting 
commands. Surge capability can be monitored by 
parent commands. Takes time to work through the 
layers of approval. This is NOT the appropriate tool to 
get National Strike Force resources to a response in a 
timely manner. This is internal to Coast Guard but 
requires TONO for resources external to requesting unit. 



FSC Job Aid  110 
• Request For Forces (RFF) - The RFF is a message 

from the Coast Guard Incident Commander/Federal On-
Scene Coordinator (FOSC) to the District requesting 
resources. DA is capable of drafting an RFF message 
for personnel. Same as DA for benefits. An RFF may 
have different obligation requirements depending on the 
acquisition method. 

• Request For Assistance (RFA) – An RFA is a request 
for other than Coast Guard resources. DOD requires a 
MIPR with the RFA, which must be approved by the 
Office of the Secretary of Defense (see MIPR below).  

• Pollution Removal Funding Authorization (PRFA) - A 
PRFA is used by the Coast Guard to fund the services 
of another government agency for personnel and/or 
equipment supporting a pollution response operation. 
There are two types of PRFAs: Federal or Non-federal, 
which includes state, local and tribal governments. 
Executed by the FOSC vice a contracting officer. 
Requires Statement of Work. Requires a funding ceiling. 
Enables participation by all government agencies with 
authority and ability to participate in a given response. 
Can be executed quickly. A PRFA is obligated in the CG 
accounting system. It is not a contract but an instrument 
to transfer funds to a non-military governmental agency. 

• Interagency Agreement (IAA) - IAAs are written 
agreements between federal agencies under which 
goods or services are provided. IAAs are executed 
under a Memorandum of Understanding (MOU) or 
Memorandum of Agreement (MOA) and are 
reimbursable. IAAs are used to define the requirements 
needed from another government agency. USCG can 
originate or receive IAAs. Assures that all government 
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agencies with response authority or impact involvement 
are funded to participate in the response. Identifies 
reimbursement process. The CG manager for the IAA is 
assigned by CG-8 and is probably the manager of the 
related MOU/MOA. 

• Military Interdepartmental Purchase Request (MIPR) 
DD448 - MIPRs are very similar to IAAs, but are used 
only for DOD and DOD agencies. There are two types: 
Financial – resources used to fulfill requirement are 
internal to the agency and Contractual – resources used 
to fulfill requirement are contracted by the agency. 
Makes specialized DOD assets and capabilities 
available to USCG and enables USCG support of DOD 
operations. Financial MIPRs executed by supporting 
budget office and Contractual MIPRs executed by Coast 
Guard KO. 

• Basic Ordering Agreement (BOA) – A BOA contains 
pre-negotiated labor and material prices between an oil 
spill response contractor and the USCG. It is an 
agreement and not a contract. BOAs are used to obtain 
cleanup services for pollution incidents. The FOSC can 
issue an authorization to proceed (ATP) to the BOA 
contractor up to $50,000 to initiate pollution removal 
services. BOA contractors are selected on basis of 
capability and response time defined by the FOSC. The 
FOSC informs SILC an ATP was issued by C2OIX. 
Increases can be issued by FOSCs up to $50,000 
increments. Speed is needed to respond to pollution 
incidents and the FOSC can issue an ATP to initiate a 
BOA response almost instantly. The BOA operators are 
pre-vetted by SILC and have a known track record. 
Quality response is practically guaranteed. The field 
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manager is the FOSC, or his/her designated 
representative (FOSCR) and SILC KO. The contractor 
submits CG-5136 Contractor forms daily to the 
FOSC/FOSCR. Contractor invoices per the terms and 
conditions of the BOA is for services, time and 
materials. 

• Negotiated Competitive Stand Alone Contract 
(sometimes referred to as a Non-BOA Contract) - A 
standard contracting vehicle executed by a KO (Base or 
SILC) and may be used if: a BOA is not the appropriate 
contractual vehicle, a BOA contractor is not available, or 
an existing BOA contractor does not have the capability 
to complete the work or cannot subcontract a required 
resource. For instance, since BOAs are created and 
used for pollution responses, a non-pollution response 
may require a different type of contract. The KO (with 
appropriate warrant) must either have an existing class 
Justification for Other than Full and Open Competition 
(JOTFOC) (e.g. pollution) or they must be prepared to 
create a justification outlining why this type of contract 
needed to be executed. The field manager is the 
Contracting Officers Representative (COR). Base or 
SILC KO manages the contract. All the terms and 
conditions that the contractor will be required to adhere 
to will be negotiated/provided to the contractor when the 
contract is awarded/issued. The contractor submits CG-
5136 Contractor forms daily to the FOSC/FOSCR. 
Contractor invoices per the terms and conditions of the 
contract is for services, time and materials. 

• Purchase Order - POs are used to buy/lease supplies 
and services. The USCG official executing a PO must 
have procurement authority (a Contracting Officer 
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Warrant) equal to or greater than the value of the PO. 
The Federal Acquisition Regulations (FAR) and agency 
regulations, which include emergency provisions, must 
be followed. Needed supplies and services can be 
obtained using standard commercial procurement tools. 
If funds from other participating federal agencies are 
used, USCG procurement officials do not have authority 
to spend those funds. Only an appropriate official from 
the source agency has procurement authority for those 
funds. When other government agencies are 
participating in a response and contributing funding, a 
procurement official from each non-USCG funding 
agency should be embedded in the Finance and/or 
Logistics Section(s). Normal procurement 
documentation is required, except that the ICS-
213RRCG can be used instead of the standard 
procurement request form. 

• Government Purchase Card - Government Purchase 
Cards can be used in an ICS organization for 
procurements within the procurement authority of the 
card holder. Card holder must ensure that the incident 
line of accounting is associated with the purchase card. 
Modifying LOA typically takes 48-72 hours. Fast and 
convenient for making procurements. Preferred method 
of procurement under Simplified Acquisition Procedures 
(SAP). Vendor is paid within 48 hours of delivery. More 
familiar process to a majority of procurement officials. 
Card holders have individual procurement limits ($3,500 
to $10,000). Procurements above the limit must be 
tasked to a different, higher procurement level (Base 
Senior Field Contracting Officer (SFCO) or SILC cob-1). 
Purchase card Approving Official (AO) at parent 
command must approve all transactions prior to 
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execution. Tracking of requirements is a collaborated 
effort between incident and supporting commands. 
Standard support documentation for a purchase card 
must be generated.  

Table 3: Resource Order Source Options 

Resource 
Kind 

Agency / Org Source Funding Vehicle Executing 
Agency 

Personnel 

CG 

Individual Travel Orders in DA Sector / Dist 

Crew (e.g. 
SERT) 

RFF District 

OGA 

Federal 
or State 

Individual or 
Crew (e.g. 
NOAA SSC) 

PRFA through 
Statement of Work 

NPFC 

Non-
Govt 

Individual or 
Crew 

BOA Contract or 
Negotiated Competitive 
Stand-Alone Contract 

Base or SILC 
KO 

Supplies Non-
Govt 

Less than  
$10,000 

Government Purchase 
Card 

SPUL 

Above 
$10,000 

Contract / Purchase 
Order 

PROC (KO) 

Services Non-
Govt 

Pollution Contract on BOA SILC (KO) 

OGA 

 PRFA NPFC 

MIPR SILC (KO) 

Base (Comp) 
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9.17.5. Resource Order Completion 
The resource order process shown above shows the ICS 
213RR-CG being returned to the requestor once the 
resource has been sourced and ordered. However, 
resource management on an incident must be considered 
from a cradle to grave perspective. Everything acquired to 
support an incident must eventually be returned, 
demobilized, or even potentially destroyed in order to 
close the books on the incident. When an order is 
technically complete depends on the type of resource. 
Some agencies may have slightly different actions/ 
requirements but generally, these actions include 
notification to the requestor of the request status, receiving 
the resource, tracking the resource as appropriate, 
demobilizing the resource, and completion of all financial 
payments and documentation. 
 
Personnel 
• All overhead personnel will be assigned an order 

number.  
• The SPUL will notify the requestor via the ICS 213RR 

(with the order number) that the resource is en-route.  
• When the person checks-in to the incident on the ICS 

211, a copy of the ICS 211 needs to be provided to the 
Logistics Section and the Finance Section to confirm 
that the ordered resource actually arrived. 

• Complete when the person has demobilized from the 
response, arrived back at their unit, and the completed 
travel claim is received back at the response and 
financials updated. 
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Supplies/Equipment 
• Major items of equipment (whether tactical or support) 

will be assigned an order number to assist in tracking 
the resource. 

• The SPUL will notify the requestor via the ICS 213RR-
CG (with the order number) that the resource is en-
route.  

• Check-in/Receipt: 
o When equipment is checked-in to the incident on the 

ICS 211, a copy of the ICS 211 needs to be provided 
to the Logistics Section and the Finance Section to 
confirm that the ordered resource actually arrived. 

o Supplies (i.e. office supplies) may or may not be 
assigned an order number (expendable supplies 
typically do not get an order number) but the supplies 
will be received by the incident (possibly by a 
Receiving and Distribution Manager – RCDM) and 
thus “checked-in”. 

• Complete when: 
o Leased equipment has been refurbished if necessary, 

returned to owner, final invoice received and paid, 
and the documentation complete, or  

o Purchased equipment/supplies have been properly 
disposed of through the appropriate channels 
(DRMO, etc.) and all response paperwork updated 
accordingly 
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Services  
Usually a contract must be managed until the service 
reaches a conclusion. 
• Complete when the contract ends, final invoice received 

and paid, and financial documentation updated. 
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 Example ICS 219-9 Accountable Property 

Assignment Record 
The ICS 219-9 Accountable Property Assignment 
Record is an excellent tool to track accountable 
property. Accountable property is any item that must 
be returned to its owner upon the completion of the 
incident and includes items like radios, meters, cell 
phones, computers, etc. 
 
Typically the COML and SPUL will maintain T-Card 
racks for the accountable property assigned to them.  
Header cards (ICS 219-1) are used to distinguish 
like groups of equipment. 
 
The ICS 219-9A Accountable Property Transfer may 
also be used on the equipment itself.  
 
Below is information on how to use the ICS 219-9 
Accountable Property Assignment Record. 
  



FSC Job Aid  119 
 
  



FSC Job Aid  120 
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 ICS 261-CG Example Incident Property 

Tracking Worksheet 
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 Example ICS 214 Activity Log 

This example is using the FEMA version of the form. 
The CG version can also be used. 
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 Example Decision Memo 

A decision memo can be used to document key 
decisions for Finance and finance.  
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 Example ICS 233-CG Open Action 

Tracker  
The FSC can use the ICS 233-CG Open Action 
Tracker to track open actions for Finance activities. 
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 Example ICS 235 Facility Needs 

Assessment  
 
  



FSC Job Aid  126 
 Example ICS 237-CG Incident Mishap  
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 Tracking Time and Costs 

One of the most important things an FSC must do is 
establish a comprehensive time and cost documentation 
system. While the responsibilities for TIME and COST 
would suggest two different people, for most Type 3 
incidents these may be the same person. 

9.25.1. Starting Collection of Time 
Figure 4 below shows most of the common forms used by 
TIME to collect data. The resource should first be 
identified as either emergency response or post 
emergency response phase. The resource should then be 
identified as either “Tactical” or “Support”. These two 
identification categories will help indicate the appropriate 
time data source. Resources are then validated – meaning 
entered and tracked (for the CG on the e5136).  
• The ICS 201 from RESL will give the initial response 

resources and the ICS 211 from RESL will give the 
information for what is on the incident.  

• The ICS 211a from RESL will give the daily information 
as to the hours worked/not worked. 

• The ICS 204s Work Assignment (from the IAP), ICS 
219s T-Cards, ICS 210 status change cards, and ICS 
214 Activity Logs give when (timeframes) and where the 
resources are assigned. These should be compared to 
the ICS 211As to validate resource work. 

• The ICS 236 Tentative Release list from DMOB will give 
what is scheduled to demobilize from the incident and 
the ICS 221 Checkout form from DMOB will give what 
resources have departed the incident.  

• The ICS 213RR-CG Resource Request forms help also 
validate resources requested and used. They may also 
give cost information.  
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Figure 4: Time Unit Data Sources 
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Figure 5: Initial Response Resource Cost Tracking 

 
 
When a resource linkage is broken there are other 
forms that can be accessed to help reconnect.  
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Figure 6: Daily Resource Cost Tracking 
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Figure 7: Linkage Between the ICS 201, ICS 211 

and CG-5136 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
  

CG information EMPID, Status (Active, Reserve), 
Unit, etc. is provided by unit or on their orders 

1.a 
ICS 
201 

1.b 
ICS 
211 

1.c 
CG 
5136 

These two times do 

not need to match but 

they should be 

relatively close. 
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9.25.2. Daily TIME and COST Documentation 
• Update demobilized resources 
o ICS 236 – who/what is scheduled to demobilize from 

the incident? ENTER these resources for the last 
time on the e5136. 

o ICS 221 who has actually demobilized? Remove 
these resources from the e5136 for that day and in 
the future. 

• Update current resources: Is the resource: 
o Tactical? UPDATE the resources on the current day 

of the CG-5136e. If there is a discrepancy, then 
consult the RESL and the appropriate ICS 219 and/or 
ICS 211A. 

o Support/Overhead? ENTER these resources on the 
current day of the e5136. If there is a discrepancy, 
consult the unit leader and then the RESL and the 
appropriate ICS 219 and/or ICS 211A. Remember 
that overhead and support resource often work 
different hours than an operational period.  

o The best practice for tracking hours is to use the ICS 
211a. This should complement the ICS 211 in the 
sense that you must have checked-in on the ICS 211 
before you start using the daily sheet. 

• Enter New Resources: 
o ICS 211 – who/what has checked into the incident? 

Since resources should only check-in once, this 
document should have all new resources. ADD these 
to the current day on the e5136. 
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 Finance Section Self-Evaluation Checklist 

The Self-Evaluation Checklist can help FSC properly 
evaluate how the Section is performing and make 
changes as appropriate. 
 

 

Staffing and organization of Section appropriate 
for incident  
• Personnel assigned receiving proper in brief 

and expectations from FSC 
• Personnel issues properly dealt with 
• Performance feedback/evaluations conducted 
• Work/rest timeframes appropriate 

 Workspace and equipment appropriate for 
incident and utilizing appropriate technology 

 

Status of the Finance Processes 
• Status of Time Unit and time reports 
• Status of Cost Unit and cost reports 
• Status of Procurement Unit 
o Funding sources and ceilings 
o Contracts in place 
o Other financial assistance (RP) 
o Resource request process 
o Resource Order Process 

• Status of Compensation/Claims Unit 
• Status of Administrative Unit 
• Status of Property Management Unit 
o Accountable property tracking status 

• Status of Section ICS 233  
• Feedback on support provided 
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• Status of Documentation (ICS 214, contracts, 

etc.) 

 

ICS Process Meeting Support suitable 
• Tactics Meeting Support appropriate  
• Planning Meeting Support appropriate  
• Operations Briefing support appropriate 

 Section Documentation (ICS 214, etc.) 
appropriately completed and filed with DOCL 

 Obtaining Feedback from IMT members on 
products 
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 Personnel Evaluation Criteria 

 

 Section morale? 
High Med Low 

 Are assignments completed on time? 
 

 Are injuries exceeding normal operating 
environment? 

 Is team effectively interacting? 
 

 Are there a number of unresolved 
problems/issues? 

 Is there any aggression or frustration by team 
members? 

 Possible solutions to problems/issues? 
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 Transition/Relief Checklist 

The Transition/Relief Checklist can help the 
incoming and outgoing FSC conduct a proper relief 
process. 
 
 Organization of Section 

 Workspace and equipment status 

 

Personnel Status  
• Number of personnel assigned  
• Expected lengths of assignment  
• Personnel issues  
• Performance evaluations  
• Incoming personnel  

 

Status of the Finance Processes 
• Status of Time Unit and time reports 
• Status of Cost Unit and cost reports 
• Status of Procurement Unit 
o Funding sources and ceilings 
o Contracts in place 
o Other financial assistance (RP) 
o Resource request process 
o Resource Order process 

• Status of Compensation/Claims Unit 
o Incident and responder claims 

• Status of Administrative Unit 
• Status of Property Management Unit 
o Accountable property tracking status 

• Status of Section ICS 233  
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• Feedback on support provided 
• Status of Documentation (ICS 214, contracts, 

etc.) 

 

ICS Process Meeting Support Status 
• Tactics Meeting Support 
• Planning Meeting Support 
• Operations Briefing Support 

 Outstanding problems/issues? 
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 Example ICS 221 Demobilization 

Checkout 
This example is using the FEMA version of the form. 
The CG form can also be used. 
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 ICS 225-CG Incident Personnel 

Performance Rating 
This example is using the CG version of the form. 
The FEMA version can also be used. 
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 Finance Section Chief Activities in the 

ICS Planning Process 
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