6/12/2003


EMERGENCY FIREFIGHTER TIMEKEEPING
PROCEDURES
FOR

U.S. FISH & WILDLIFE SERVICE
US  FISH & WILDLIFE SERVICE 

BRANCH OF FIRE MANAGEMENT
3833 S. DEVELOPMENT AVENUE

BOISE, ID   83705-5354
208-387-5533

PROCEDURES for TIMEKEEPERS/SUPERVISORS OF EFF PERSONNEL
1. Supervisors or Designated Timekeepers, sets up emergency fire fighter time sheet, OF-288, for each hire and insures their time is recorded daily.  INS FORM 1-9 MUST ALSO BE COMPLETED WITHIN 3 BUSINESS DAYS OF APPOINTMENT.  This form is kept at the point of hire only.  (Please do not send to NIFC with time sheet.)  

It is a requirement for income taxes to be withheld from each employees time sheet, so the appropriate federal and state withholding forms must be on file in our office. If no form is received then income taxes will be withheld at the highest rate.  Please contact me if you need more information regarding the income tax withholding.  

At the time of hire the employee may elect to receive their payment through Direct Deposit to their bank account.  A Standard Form 1199A (Direct Deposit Sign-up Form) will need to be completed and mailed to their EFF Pay Center.   Casuals who do not elect Direct Deposit will receive a hard copy check mailed to the address they provided 

2.  After time sheets are closed out for a specific time frame, they should be sent "PRIORITY       MAIL" to:

                


US FISH & WILDLIFE SERVICE, NIFC
               


3833 S. DEVELOPMENT AVENUE

               


BOISE, ID    83705-5354 
Please write in the lower left-hand corner, EFF TIME SHEETS.  This will insure that the envelope will arrive at the ADO office unopened. PLEASE...DO NOT IDENTIFY ANY PERSON=S NAME ON ENVELOPE.
3.  Wage and Earning Statements will be mailed by the designated FWS Payment Center to the address appearing on the Form W-4 or the OF-288.

4.  If checks are lost, stolen, etc, a tracer through U. S. Treasury takes about 6 months to complete.  We are not allowed to make out duplicate checks and must wait for this tracer action to occur before our Finance Center in Denver may issue the employee another check.

SPECIAL NOTES - OF-288 FORM
-The OF-288 is a four-part form.  After completion, please send ONLY the original (pink) to our office for processing.  After time sheets have been processed, a copy will be sent to the Refuge for your files, also a copy of the time sheet is sent with the employees Wage and Earning Statement.

-If an employee is not available to sign their time sheet, the timekeeper should write "unavailable for signature".  Do not forge anyone's name.
-All lunch breaks must be shown.  Compensable meals must be documented on crew time reports only.

--INCOME TAX WILL BE WITHHELD FROM THE EFF CHECKS.  Please provide a W-4 and/or state withholding form for each employee.  A W-2 form is sent out to the employees by January 31 of the following year with their earnings.

-No compensation is made for overtime or holiday pay to EFF personnel.

-Every column: A, B, C, & D headings must be completed, even if using the same fire information on all columns. 

- Timekeepers must initial all changes and corrections to time sheets.

- No additional compensation is made for Hazard pay.  This is included in the AD rate.  

-Please send along a justification/explanation with time sheets that are one month or more old.
SUPPORT OF FISH & WILDLIFE FIELD OFFICES:

Please include the following information when you submit to NIFC for ADO processing
item 2 of each column:   subactivity-project number 
Example: 9263-xxxx (project number) or 9261-xxxx (project number)



item 3 of each column:   org code

item 6 of each column: firefighter classification plus position functioned as (AD-2  FFT2)
item 7 of each column:  AD pay rate 



Example:  a FFT2 would be paid $11.68

Please note AD-5’s are now paid a standard rate – please refer to the current year pay plan to determine pay rate.

Please give me call if you have any questions 208-387-5583.  

Hallie Locklear
Assistant Disbursing Officer

INSTRUCTIONS FOR COMPLETION OF OPTIONAL FORM 288  EMERGENCY FIREFIGHTER TIME REPORT
1.   EMERGENCY TIME REPORT NUMBER: Preprinted serial number.

2.   SOCIAL SECURITY NUMBER:  Enter individual's nine-digit SSN.

3.   INITIAL EMPLOYMENT: Check yes if this is the employees first hire

4.   TYPE OF EMPLOYEE:  Check CASUAL for all time reports being submitted for payment.  Also print job title of employee.

5-6. TRANSFERRED FROM--HIRED AT: Insert your UNIT IDENTIFIER (STATE - 2 characters and REFUGE - 3 characters:
i.e. CA-LWR)       

7.   EMPLOYEE HAS:  Check box at time of release if employee has been            
discharged or quit, if appropriate.

8-9. ENTITLED TO RETURN TRAVEL/TRANSPORTATION: Check appropriate box.

10.  NAME:  Enter employee=s name, legibly and accurately (no nicknames and name should reflect the W-4.
11.  STREET ADDRESS: Show casual's complete street address or PO Box #

12.  CITY:  Show city name.

13.  STATE: Show state alpha code (TWO CHARACTERS).

14.  ZIP CODE:  Zip code MUST be shown.

15-19. ACCIDENT NOTIFICATION:  Enter name, address, and telephone number       
of person to be notified in case of an accident.

20.  FIRE LOCATION IDENTIFICATION:  enter as applicable for COLUMNS A-D,       
as shown here for Column A.

    COLUMN A,1: FIRE NAME: Enter designated fire name.

    COLUMN A,2: FIRE NO.: Enter cost structure (9263 or 9261- project number).

    COLUMN A,3: PAYMENT UNIT CODE: Enter Refuge organizational code

    COLUMN A,4: FIRE LOCATION: Enter fire location.

    COLUMN A,5: STATE CODE:  Enter two-digit numeric/alpha state code.

    COLUMN A,6: FIREFIGHTER CLASSIFICATION: AD-1,AD-2,AD-3,AD-4,or AD-5 and position the casual functioned in.

    COLUMN A,7: RATE: Use the current $ rate of your area (See AD Pay Plan) 

    COLUMN A,8: DATE AND TIME:

             8a.   YEAR: Current calendar year.

             8b-c. MONTH/DAY: Enter month and day worked (i.e. June 1, 

is 06/01). 

             8d-e. START/STOP: Enter military clock time for each period                     
of time worked per day. 

             8f.   HOURS: Enter hours in multiples for each quarter hour                 
Show net difference between d and e.

    COLUMN A,9:  TOTAL:  Total all hours down in 8.f.

    COLUMN A,10: GROSS AMOUNT:  LEAVE BLANK. We let the computer do this 

    COLUMN A,11: INCLUSIVE DATES: Enter dates covered in month/day                        column.

    COLUMN A,12: TIME OFFICER'S SIGNATURE: Must be signed by timekeeper.

    COLUMN A,13: DATE OF TIME OFFICER'S SIGNATURE: Please complete date.

21A. - 21F.  LEAVE BLANK.

22.  COMMISSARY-PROPERTY:  Enter commissary purchases or leave blank if there were no commissary purchases.

23.  REMARKS - Leave blank.

24.  ADO CHECK NO. AND STAMP.  Please leave this entire area blank.

25.  EMPLOYEE'S SIGNATURE.  EFF should sign.  Signature must match name        
in Block 10 exactly.  If employee is not available, please write in       
"unavailable for signature".

26.  APPROVING TIME OFFICER'S SIGNATURE.  . The official authorized to           
approve emergency time reports should sign for the unit submitting        
the reports for payment.  The approving officer is responsible for        
the correct completion of this document
PLEASE NOTE, A TIME SHEET CAN NOT BE PROCESSED FOR PAYMENT IF IT IS NOT SIGNED IN BLOCK 26.
AD  RATES   AND   APPLICABLE   AREAS  -  2003

 Eff: 1/1/2003
48 Contiguous

Classification
States & Other

Alaska

Hawaii
AD - 1

      $ 9.96


$ 14.56

$ 11.88

AD - 2


       11.68


   16.60

   14.84

AD - 3


       12.84


   18.24
            16.28

AD - 4

        14.60
 

    20.44        
   19.40

AD - 5


         35.00(NTE)     

    35.00(NTE) 
   35.00 (NTE)
 Standard rates were set for AD-5’s in 2003.  See the 2003 Pay Plan for current rates.

KEEPING TIME
REGULAR TIME

12 Midnight

1 a.m.

2 a.m.

3 a.m.

4 a.m.

5 a.m.

6 a.m.

7 a.m.

8 a.m.

9 a.m.

10 a.m.

11 a.m.

12 Noon

1 p.m.

2 p.m.

3 p.m.

4 p.m.

5 p.m.

6 p.m.

7 p.m.

8 p.m.

9 p.m.

10 p.m.

11 p.m.

12 Midnight



MILITARY TIME
2400 or 0000 hour

0100

0200

0300

0400

0500

0600

0700

0800

0900

1000

1100

1200

1300

1400

1500

1600

1700

1800

1900

2000

2100

2200

2300

2400 or 0000
State Numeric/Alpha Codes
1
-
Alabama   (AL)
31
-
Nebraska   (NE)

2
-
Alaska   (AK)
32
-
Nevada   (NV)

4
-
Arizona   (AZ)
33
-
New Hampshire   (NH)

5
-
Arkansas   (AR)
34
-
New Jersey   (NJ)

6
-
California   (CA)
35
-
New Mexico   (NM)

8
-
Colorado   (CO)
36
-
New York   (NY)

9
-
Connecticut   (CT)
37
-
North Carolina   (NC)

10
-
Delaware   (DE)
38
-
North Dakota   (ND)

11
-
District of Columbia   (DC)
39
-
Ohio   (OH)

12
-
Florida   (FL)
40
-
Oklahoma   (OK)

13
-
Georgia   (GA)
41
-
Oregon   (OR)

15
-
Hawaii   (HI)
42
-
Pennsylvania   (PA)

16
-
Idaho   (ID)
44
-
Rhode Island   (RI)

17
-
Illinois   (IL)
45
-
South Carolina   (SC)

18
-
Indiana   (IN)
46
-
South Dakota   (SD)

19
-
Iowa   (IA)
47
-
Tennessee   (TN)

20
-
Kansas   (KS)
48
-
Texas   (TX)

21
-
Kentucky   (KY)
49
-
Utah   (UT)

22
-
Louisiana   (LA)
50
-
Vermont   (VT)

23
-
Maine   (ME)
51
-
Virginia   (VA)

24
-
Maryland   (MD)
53
-
Washington   (WA)

25
-
Massachusetts   (MA)
54
-
West Virginia   (WV)

26
- 
Michigan   (MI)
55
-
Wisconsin   (WI)

27
-
Minnesota   (MN)
56
-
Wyoming   (WY)

28
-
Mississippi   (MS)
72
-
Puerto Rico   (PR)

29
-
Missouri   (MO)
78
-
Virgin Islands   (VI)

30
-
Montana   (MT)
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