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UNITED STATES DEPARTMENT OF THE INTERIOR


BUREAU OF LAND MANAGEMENT


Office of Fire and Aviation

3833 South Development Avenue

Boise, Idaho 83705

February 20, 2003
In Reply Refer To:

1340 (FA-610) N
EMS Transmission 02/20/03
Instruction Memorandum No.  OF&A 2003-016
Expiration Date:  09/30/2004

To:

All Field Offices

From:

Director, Office of Fire and Aviation

Subject:
Emergency Firefighter Hiring and Payment Processes

Program:  Incident Business Management

Purpose:  The purpose of this Instruction Memorandum (IM) is to provide administrative direction to Bureau of Land Management (BLM) hiring units and Assistant Disbursing Officers (ADO’s) regarding new Emergency Firefighter (EFF) hiring and payment processes.

Background:  In 2002 the Department of Interior decided to eliminate the use of ADO checks primarily due to security concerns from the Department of Treasury.  BLM intends to discontinue the use of ADO checks after calendar year 2003.  The Office of Fire and Aviation, in conjunction with the ADO's and field office input, will establish EFF/Vendor Pay processing procedures for use effective calendar year 2004.

In calendar year 2002 BLM ADO’s issued 13,684 checks; 9,985 (73%) of which were mailed to emergency firefighters.

Policy/Action:  Effective March 1, 2003, the EFF/Vendor Pay Application will provide for three payment methods:  Direct deposit, Treasury-issued check, or ADO check.  Direct deposit is the fastest and safest way for the EFF to receive payment, with payments electronically deposited into a financial institution.  Treasury-issued checks (hard copy check) are mailed from the Department of Treasury in Kansas City direct to the address provided by the EFF.  ADO’s will have the capability to print, sign, and issue ADO checks in 2003, but should primarily utilize the other two options available in order to begin the phase-out of ADO checks.
Emergency firefighters, who worked in 2002, have been notified of the direct deposit payment option in an insert included with the 2002 W-2 form.  
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Attached you will find a flyer designed to provide information to the EFF, hiring unit and ADO regarding payment options.

The Direct Deposit Sign-up Form, SF-1199A is available at www.fms.treas.gov/eft or from your Human Resource office.

Hiring units are responsible to provide emergency firefighters who wish to take advantage of direct deposit, with a SF-1199A.  The emergency firefighter completes Section 1 and submits the form to the financial institution for completion of Section 2 and directs mailing to the ADO.  The ADO enters payment information into EFF/Vendor Pay and retains the SF-1199A.

The EFF/Vendor Pay Application will also have multiple address capability effective March 1, 2003.  Emergency firefighters who wish to have their W-2 sent to an address other than their official address of record should provide this information to the hiring unit for forwarding to the ADO.

The DOI National Business Center (DOI-NBC) will provide instruction regarding program changes to BLM ADO’s at the ADO meeting in Kansas City, March 4-5, 2003.

Timeframe:  Changes to EFF/Vendor Pay will be effective March 1, 2003, and use of direct deposit or Treasury-issued checks for EFF payments will be implemented at this time.

Budget Impact:  The use of direct deposit and Treasury-issued checks will decrease EFF payroll processing time, thereby reducing program costs.

Manual/Handbook Section Affected:  DOI-NBC will update the EFF/Vendor Pay User Manual.  The Interagency Incident Business Management Handbook will be updated in 2004 and will reflect changes in the hiring and payment processes.

Coordination:  Implementation of changes to the EFF/Vendor Pay application has been coordinated through the EFF/Vendor Pay Steering Committee and EFF/Vendor Pay User Group.

Contact:  For additional information regarding these procedures or to provide input to calendar year 2004 payment processes, please contact Veronica Belton, at (907) 356-5525.

Signed by:





Authenticated by:
Timothy M. Murphy




Pat Lewis
Acting Director




Supervisory Mgmt. Asst.
Office of Fire and Aviation



Office Services
1 Attachment


1 – Casual Hire Payment Information Flyer (1p)
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Distribution:

Anne Jeffery, FA-101,WO

Jay Thietten, FA-101,WO

BLM AD’s

Group Manager, Planning and Resources

Group Manger, Support Services

Group Manager, Fire Operations

Group Manager, Aviation

Cyndi Hogg, NARTC


