ALASKA DEPARTMENT OF NATURAL RESOURCES
DIVISION OF FORESTRY
ALASKA INCIDENT BUSINESS MANAGEMENT HANDBOOK

STATE-ISSUED PROPERTY MANAGEMENT

Responsibilities

This chapter deals with state government property only. For personal property claims, see Chapter
11.

All employees are responsible for the care, use, and custody of all property; the prompt return of
unneeded property; and for promptly reporting property that is lost, stolen, or damaged.

The Incident Commander has overall responsibility for establishing and maintaining a sound
property management program for the incident.

All supervisors are responsible for ensuring that personnel under their supervision adhere to all
property accountability procedures.

Property Management Program Procedures
An effective property management program includes the following:

e Establishment of areas where the property is stored and protected

e Designation of personnel to receive property

e Establishment of receipting procedures

e Establishment of property identification and marking procedures

e Designation of employees to issue property

e Establishment of property accountability controls

e Establishment of property clearance and demobilization procedures

Security and Storage

Property stored at an incident base, spike camp, staging area, or area office must be adequately
protected to prevent theft, vandalism, or damage from the elements. Access to these areas must be
restricted to those personnel with designated property management responsibilities. Appropriate
protection measures may include private security or agency law enforcement.

Property Ordering Procedures

Property movement between Areas, Regions, and incidents shall be controlled and initiated by
generating a resource order. This is an important link in the chain of property management. The
resource order documents the need for property, and is the initial approval level. All ordering should
be done with the Incident Commander’s direct or delegated approval.
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Property Receipting Procedures

Property and supplies are furnished from a variety of sources, and prompt reports of receipt must be
made to the administrative unit having jurisdiction. This report of receipt may be in the form of
invoices, packing lists, or shipping documents. The designated receiving official must verify that the
items listed are received, and must note any shortages, overages, and damage. If no documents
accompany the shipment, there are forms available, such as Alaska Division of Forestry Warehouse
Issue/Return (10-1505), and State of Alaska (SOA) Property Receipt (02-657) to collect the
required information. There are also federal versions of these forms.

From Government Sources of Supply and Agency Fire Caches and Warehouses - Acknowledge
receipt on Form 10-1505, or Federal Form OF-285, Warehouse Supplies.

From Commercial Sources of Supply (Petty Cash and Charges) - Receipt of property and supplies
purchased by this method must be acknowledged by an original bill, sales slip, cash register tape, or
invoice. If none of these are available, prepare a Field Purchase Order and Invoice, form 02-004, or
use a blank piece of paper and include vendor’s name, address, phone number, tax ID# or SSN, and
signature, along with a list of items purchased. Federal form SF-1165, Receipt for Cash-Subvoucher
may be used.

Identification

Most property received from agency support systems is identified as State or government property.
Capitalized property must always be identified, or “tagged”.

Non-Expendable - These items are usually equipment, and must be identified as State or government
property, and are usually tagged.

e State capitalized property is tagged with a 7 or 8-digit tag.
10-xxxxx or 10xxxxxx are Forestry property.
13-xxxxx is Division of Information Services property (radios).
e Federal property is usually stamped or painted with “US Govt.”.
Expendable - Items received from GSA are usually stamped “FSS”.
Property Accountability Controls
Non-Expendable Property List - All units, including the incident base must maintain a list or

inventory of non-expendable property assigned to it, as an aid to property control. This list must
show the agency tag and serial numbers assigned to the property.
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Issues, Transfers, and Returns

e Issues to Personnel - The transfer of all tools and other recoverable property must be recorded at
the time of issue. This can be done on a SOA Property Receipt (02-657), Federal Form OF-290,
Receipt of Property, or even on a blank piece of paper, as long as the proper information is
recorded and the property items signed for.

e Transfers between Crews and Personnel - Transfers of property must be documented and signed
for in order to maintain accountability. Forms that require the same information as issues may
be used as long as the proper information is recorded and property items signed for.

e Returns from Personnel — Items that are excess to an incident’s needs or those items in need of
repair must be returned in a timely manner. Resources are limited and many items are cleaned
and reused. ltems designated as reusable and returnable are to be returned by personnel to the
issuing warehouse cache or other designated point. Items returned are inspected and compared
with the list and quantities recorded on the issuing document. Shortages or damages are noted,
and a determination will be made as to whether or not to charge the employee.

e Returns from Incidents - Items returned that are excess to an incident’s needs or those items in
need of repair must be returned in a timely manner. Resources are limited and many items are
cleaned and reused. Items returned from incidents must be accompanied by return paperwork to
document what is being returned. An Alaska Division of Forestry Warehouse Issue/Return form
(10-1505) should be used. Damaged items must be clearly “flagged or tagged” to help aid the
warehouse in determining which items need to be repaired or discarded so that they will not be
reissued in a defective state.

e Damage/Loss - Some damage and loss occurs occasionally because of the nature of fire
suppression activities. All employees shall provide an adequate explanation when damage or
loss occurs. Explanations are documented on a federal Property Loss or Damage Report, Fire
Suppression (OF -289). The employee, supervisor, or a witness must include any appropriate
comments or statements on the form. The Incident Commander, Logistics Section Chief, or
Area Forester, as appropriate, shall include written comments and sign the form. A SOA Lost-
Stolen-Damaged Property Review form (02-627) is used alone for non-fire suppression losses.

Clearance and Demobilization Procedures

Property and time recording personnel shall coordinate efforts to accomplish clearance through the
Plans Section. Employee’s final time reports must not be processed until clearance is obtained from
the property-managing section. If employees refuse to cooperate, all facts must be recorded in
writing and attached to the final time report for processing.
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Summary of Forms

Property Receipt (02-657) (page 5). This form is used in the same manner as federal form OF-290,
Receipt for Property-Fire Suppression (page 6). This form is used for issues and returns to/from
personnel, and transfers of assigned property.

Division of Forestry Warehouse Issue/Return (10-1505) (page 7). This form is used for issues and
returns to/from State warehouses and caches, staging areas, etc.

Lost-Stolen-Damaged Property Review (02-627) (page 8). This form is used with federal form OF-
289, Property Loss or Damage Report (page 9) to document suppression-related losses of
government property. The OF-289 is often used at the field level, as it is the interagency form. If
used, the Area Forester must attach a 02-627 to it, with appropriate sections filled out. Form 02-627
is always used on its own to document non-suppression losses.
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STATE OF ALASKA
PROPERTY RECEIPT
From: (Dept./Div./Location) To: (l ./Div./Location) Date:
Sipply own - Fivefignter [1iafoy

[4
FSUE STOCK . O TEMPORARY ISSUE (Intra-agency) TEMPORARY LOAN (inter-agency)

120-128|d | King Relic [

T S W e
” Joe SupplP mrdchn Fuivefrantev

Loaning Agency retains original and borrowing Agency rfains copy until ALL items returned. Loaning Agency will initial for partiai @rns; both copies may
be destroyed when all items have been returned.

02:657  (8/90)
DRAFT
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RECIEPT FOR PROPERTY
FIRE SUPPRESSION

Fsh Creck.

Sw
5. FIRE NAME

2. ISSUING OFFICE OR CAMP NAME

1.1.D.NO. (From OF-288, Emergency Firefighter Time

Report)

2. Crew Name or Number

Fowwbanks #|

3.ISSUED TO (Name and address)

Joe Fivef lj\/\:l'cf

6. FIRE NUMBER

Wade

7. TYPE EMPLOYEE (Mark one with "x”)

REGUALR GOV'T é AL FIREFIGHTE THER

e —

8a.
ARTICLE

8b. QUANTITY

ISSUED RETURNED

DESCRIPTION

8d.

REMARKS

(1) AX

{2) BAG, sleeping, cloth

>

{3) BAG, sleeping, paper

(4) BLANKET

(6) CANTEEN, non disposable

(6) EFF PACK

(7) FIRST AID KIT

(8) HAT, hard

(9) LAMP, head

(10) LANTERN

{11) PANTS, flame resistant

>

(12) PULASK!

(13) PUMP, backpack

(14) SAW

(15) SHELTER, fire

(16) SHIRT, flame resistant

(17) SHOVEL

\ avqe
J

(18)

(19)

(20)

21

(22)

(23)

(24)

(25)

(26)

@7

(28)

ltems in "Quantity Issued" column have been received.

Items in "Quantity Returned" column have been receieved.

9. E?;OYETE RESPONSIBLE (Signature)

10. DATE

Thlox

11. PROPERTY CON‘ EOL OFFICER (Signature)

12. DATE

fox

* Indicate type and size, if applidblehee”

NSN 7540-01-121-8824

v

@)

Optionaf Form 280 (9-81)
USDAMUSDI
50290-101

2009

Chapter 8 — State-Owned Property Management




ALASKA DEPARTMENT OF NATURAL RESOURCES
DIVISION OF FORESTRY
ALASKA INCIDENT BUSINESS MANAGEMENT HANDBOOK

ALASKA Division of Forestry Warehouse ;E:f::m Eigunsnmn
From: To: Fire Name: Fire No.: Date
Needed
Supply  ldoe Fiefighter] Fish Creek a4
J

Mode of Transportation:
(GBL No.)

Account Code:

Resource Order No:

Order .
Catalog ITEM DESCRIPTION Unit .

Request - " Qty. Weight

Number Number (Property Number if Applicable) Issue

0519 S, Five, Lavae | ea

' J
oo Bag , Sleeping L [ea
J TJd
1 By: Date: Total Pieces/Weight:
Date: Posted to Inventory: By:

Received By'g E

113l ox

Comments:

(10-1505 10/87)

VI O

WHITE - WAREHOUSE

PINK - WAREHOUSE FILE

YELLOW - RECEIVING

GREEN - OPTIONAL
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. State of Alaska
LOST-STOLEN-DAMAGED PROPERTY REVIEW Nod8274
(Sec State Property Manual for Instructions)
2. Divisi 3. Section 4.
v e Foreshru 3?7;0 /XX
6. Check One ~/ 7. Police Notified
O Lost [ Stolen 3 Damaged, repairable X[ Destroyed :lYes.machxeponXNo.exg:minB
8. Serial No. 05 9. Description . 10. Class Code
11 Tag Now e Stinl 03k choinsaw
15-13788 On %60

13. Circumstances (Include Names of Witnesses):
Chainsaw was placed on a pallet of cuioies and
the Forklift came by and knocked it off, driving over it
brec\lcing ‘e bar and crucking the rotor casing.

Name & Tide

[ Signar f Custodi . . Date
AL Gl{&ﬂ;& Ada McKenzie , Warehpvse ng-. /1 /XK

COMPLETE 14-18 AND EXPLAIN ACTION TAKEN
14. cenify that, to the best of my knowledge, the above is true and correct.

Negligence apparent: O Yes 94&7 If yes, has disciplinary action been taken?

Explain precautions taken to safeguard State property. Wavehouvse SWFF dold +v not stack ‘ﬁ-nngs
precariovsly and Forklét drivers o be more careficl.
[ Sig: f Immediate S Prmted Name & Ti0 - D:
w Dovid Ploarsd _Jprester IL B/l A%

15. Iqucur 0 do not concur with the above findings and actidn taken. :
RECOMMENDATIONS: .
ATONS: Only those already given.

| Signabyre of Division Pirector - Printed Name & Title Date
| i Fooper Hilda Hooper, Stute Forester B2/ XX

REPORT OF REVIEW

16. The above findings O are  (J are not consistent with State and Department policies.
RECOMMENDATIONS:

Iem O will O will not remain in service (for damaged items only).
Signature of Department Property Officer Prnted Name & Title Date

17. 1 O concur O donot concur with the above findings and/or authorize that action be taken as recommended.
RECOMMENDATIONS:

Signature of Commissioner or Designee Printed Name & Title Date

18. I O concur (3 do not concur with the above findings; item Owill O will not be dropped from inventory.
RECOMMENDATIONS:

| Signature of State Property Manager Printed Name TDaze

03-637 (12/92)
___STATE PROPERTY MANAGER
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PROPERTY LOSS OR DAMAGE REPORT
Fire Suppression

T. CREW NAME OR NO.

Flame, BlaptelS

2. ID NO. (Form OF-288, Emerg.
Firefighter Time Repori)

4. ISSUING OITICE OR CAMP NAME

3. 1SSUED TO (Vame and Addrass)

po hox 22U
Fairbanlcs, AL 99707

oHp Ared -
5 FIRE NAME & FIRE NO. 7. TYPE EMPLOVEE (Mark one with “X°)
(74 72X % 212 | O regiar cove. W casua Fretighier [ omer
| OR DAMAGED (Inciude Property No., if applicable) QUANTITY
. |_6PS Uni $425.00
» | Bendix-King porfable Badio 8 bso .00
. | _Northface Jent 3 255.00

©. Employea report on ci of loss or damage to property listed:

[ wad Hold o lew&rma,

! Q rar felspot &

While on the Lng on €35 "4 ywingshnf+ sent Ve
fire across the helisprt, and my fent and day pack
which includedt My s unit and”radio  barned wo.

10. SIGNATURE

11. DATE

fza[xy

12. Witness report:

| was N camp newd +o +he helispot when
burngd over. Most dear was saved, but rob Galds

73, SIGNATURE

14. DATE

Lef 20] XX

16. Firo Boss or Property Control Officer garding lose or d

helispot burned over

Gale was ordered ﬂ;,mbfm,» gear atr +he he/}spm"
ond F burned wp when the wind cnarged ¢ +he
| recommund we replact

the above gear at the price quidance allowunct -

16. SIGNATURE 17. TITLE

D Pt

18, DATE

1)z [

lnciolent Conpmants

NSN 7640-01-124-7634

OPTIONAL FORM 2689 (9-81)
USDA/USDI
50289-101
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