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CONCEPT AND DESIGN 

Purpose  

The purpose of the Utah Fire Service Mutual Aid Response Plan (hereafter known as the Plan) is 

to provide local fire chiefs access to large quantities of fire service resources that may be needed 

in a large fire, disaster or other major emergency.  The Plan is based on a series of observed 

occurrences and shared experiences during recent disasters and major emergencies in the State of 

Utah.  It is also an evolution of our experiences in dealing with the day-to-day incidents that 

continually challenge our resources and competencies.  Most importantly, it is a practical 

approach to provide fire service resources in quantities beyond the means of any single fire 

department.   

 

The Utah Fire Chiefs Association created the Plan to support and provide for the systematic 

mobilization, deployment, organization, and management of fire service resources to assist local 

agencies in a large fire event, disaster, or other major emergency.  The local fire service agency 

is the first line of defense in responding to the aftermath of a disaster.  No community has the 

resources sufficient to cope with all emergencies.   

  

Utah is susceptible to natural and man-made disasters, so it is logical to establish this level of 

coordination and preparation.  The effective management of emergency response personnel 

during the early stage of any major incident and throughout its extended operations will have the 

most significant impact on reducing life loss and the severity of injuries to the affected 

population.  The Plan provides for the rapid activation and response of aid to a community in the 

event of a localized disaster.  These events can include a severe weather event, earthquake, a 

large fire event, hazardous materials incident, wildland fire, domestic terrorism and other events 

that overwhelm the local fire department serving the community and its normal mutual aid 

resources.  

Key Concepts of the Plan  

The Plan enhances disaster management at the local, county, and state level of government by: 
 

 1. Providing a simple method to immediately activate large quantities of fire service 

personnel and resources.  

 2. Establishing the positions, roles, and responsibilities necessary to activate and 

maintain this plan. 

 3. Complimenting other disaster plans at the local and state level.  

 4. Using the Incident Command System embodied in the State of Utah Emergency 

Response Plan. 
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Authority  

 

The authority for local fire departments to participate in the Plan is found within UCA 53-2-501 

STATE WIDE MUTUAL AID ACT 2007.  A complete copy of the law is contained in 

Appendix D. 

 

Briefly, the law provides for the authority for mutual aid agreements. The law permits the 

provision and receipt of mutual aid and assistance by participating governmental entities without 

the specific need to have an individual agreement with the other entity. 

Plan Maintenance 

Utah Fire Chiefs Association Mutual Aid  Plan Committee  

The coordination of the Utah Fire Service Emergency Response Plan, including its development, 

revision, distribution, training and exercising is under the authority of the Commissioner of 

Public Safety or his designee.  The UFCA Emergency Response Plan Committee will oversee 

this process.  The committee will be composed of the following:  

 

¶ State Plan Coordinator (Commissioner of Public Safety or his designee or his/her 

designee)  

¶ Assistant State Fire Plan Coordinator (President UFCA)  

¶  Regional Plan Coordinators 

¶ Utah Division of Forestry, Fire and State Lands, one representative 

¶ Utah Emergency Managers Association, one representative 

¶ Task Force 1, one representative 

¶ State of Utah Department of Health, Emergency Medical Services, one representative 

 

The State Coordinator in concert with the UFCA may alter the membership of the committee as 

deemed necessary for the success of the Plan.   

 

Organizational Structure and Responsibilities 
   
The Utah Fire Chiefs Association is comprised of all of the fire agencies in the State of Utah. 

The State is divided into 7 regions and the State is made up of 29 counties. Each Region and 

County will have a Plan Coordinator.  

 

Within each Region a Regional Fire Plan Coordinator is appointed. Each Regional Coordinator is 

responsible for tracking all available resources within that Region. 

 

Within each County the County Fire Plan Coordinator is appointed.  Each County Coordinator is 

responsible for tracking all available resources within that County. The Fire Chiefs in a County 

may elect to defer their County Coordinator responsibilities to the Region.  
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Regional Fire Coordinators will be recommended by the Counties within the respective Region 

to the State Plan Coordinator who will recommend the nominee to the Emergency Response 

Committee for approval. 

 

County Fire Coordinators will be recommended by the Fire Chiefs within the respective county 

to the State Plan Coordinator who will recommend the nominee to the Emergency Response 

Committee for approval. 

 

The Coordinators are considered a vital logistical links from the area.  Alternates for the County 

Coordinator shall be appointed in the event that the primary person is not available during a 

disaster.  The above appointments should be geographically separate from each other in their 

county.  With the assistance of the County Coordinators, the individual fire departments will be 

given the opportunity to designate resources available in support of the Plan.  The combined 

resources of the twenty-nine counties comprise the Planôs resource network. 

 

Map of Regional Response Areas 
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Key Positions in the Maintenance of the Plan  

State Plan Coordinator (SPC) 

The Commissioner of Public Safety or his designee or designee is responsible for chairing and 

directing the Emergency Response Committee.  The State Plan Coordinator shall recommend to 

the Emergency Response Committee, candidates for the positions of  County Plan Coordinators.  

The State Plan Coordinator is responsible for coordinating with The Commissioner of Public 

Safety or his designee for training and exercising of the Plan on the state level.  

Assistant State Plan Coordinator (ASPC): 

The President of the UFCA will serve as vice-chairperson of the Emergency Response 

Committee.  The position is responsible for coordinating all grants and training programs in 

support of the Plan.  The Assistant State Plan Coordinator functions as the liaison to external 

agencies and associations.  

 

Regional Fire Plan Coordinator (RPC) 

 

Regional Coordinators must be nominated by the County Fire Chiefs Associations within that 

region. Term will be for three (3) years. Nominations and submittal of nominee will occur by 

October 1
st
. This person shall maintain an inventory of available fire resources within the region.  

The Regional Plan Coordinator (RPC) is responsible for training and exercising of this plan on 

the regional level.  

County Fire Plan Coordinator (CPC): 

County Coordinators must be nominated by the Fire Chiefs within their respective Counties. 

Term will be for three (3) years. Nominations and submittal of nominee will occur by October 

1
st
.  The position liaisons between the Emergency Managers of each county and the Regional 

Plan Coordinators for this plan.  This person shall maintain a county inventory of available fire 

resources.  The County Plan Coordinator (CPC) is responsible for training and exercising of this 

plan on the county level.  

 

Appendix A contains a checklist identifying roles and responsibilities for each key position. 

ACTIVATION OF THE PLAN   
When a disaster situation or other emergency locally affects a Fire Department, the Incident 

Commander will initially request additional assistance using the local mutual aid system.  The 

Plan does not replace or inhibit the development of any local or regional mutual aid system.  

When a local jurisdiction is no longer able to obtain additional assistance through the area 

mutual aid system, the jurisdiction may activate this plan by requesting additional assistance 

from their respective County or Regional Fire Coordinator.  During any major incident, 

interagency coordination is essential. The Commissioner of Public Safety or his designee plays 

an integral role in the overall coordination efforts in support of this plan.  Upon the activation of 

an Emergency Operations Center (EOC) requests for assistance shall be channeled 

through the local EOC.   
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The State-wide Mutual Aid Plan DOES NOT usurp or override Federal or State statute granting 

authority for suppression of wildfires on federal or state lands or on private, unincorporated 

county lands.  Wildfires in these areas, come under other, already stipulated jurisdiction (i.e., 

refer to Appendix I, the six-party, wildland ñStatewide Annual Operating Planò, etc.).   

 

However, local incorporated cities and towns may request and receive statewide mutual aid 

assistance under this plan when a wildfire on adjacent lands under federal, state, or county 

unincorporated jurisdiction threatens the town or city. 

 

Resources deployed under this plan to defend a city or town from a wildfire approaching from 

federal, state or county unincorporated lands, shall be considered a resource of the defending 

town or city.  Therefore, coordination of these mutual-aid resources with the federal, state or 

county wildland fire suppression effort shall be by the same mechanism being utilized to 

coordinate indigenous city or town fire fighting resources (i.e., liaison officers at a unified 

command post, etc.).   
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Request for Assistance 

A jurisdiction cannot submit a request for assistance until local mutual aid has been exhausted or 

a specialized team is needed.  All requests for assistance will be processed through The 

Commissioner of Public Safety or his designee or his designee via the State EOC.  Upon 

receiving a request for assistance, The State EOC will complete the Request for Assistance Form 

(Appendix E) listing exactly what resources are being requested, what area(s) resources have 

already been used, the anticipated duration of the mission and nature of the mission to which 

those resources will be assigned.  The State EOC will then fill the request based upon the 

information given. The State EOC will issue the mission number. Once the State EOC has 

committed to filling a request, the State Plan Coordinator shall be contacted and advised of the 

Plan activation. 

 

 

 

Resource Inventory 

Each County shall maintain an updated inventory of the equipment, vehicles, and personnel that 

are available for response within the scope of the Plan.  The participating agencies will review 

the resource inventory section for completion and submit to their County Fire Coordinator, who 

will gather the resource sheets and pass them on to the Regional Fire Coordinator who will 

forward it to the Commissioner of Public Safety or his designee or his designee.  If a department 

receives a request that they cannot fill, the department has the right to refuse.  

 

The Commissioner of Public Safety or his designee, the State EOC and the County Coordinators 

will use the resource inventory as a guide to track available resources. 

 

The Utah Fire Chiefs Association has adopted NIMS as a method of typing resources that is 

indicated in Appendix B, along with completed examples.  The list of available resources is to be 

updated annually in accordance with the following guidelines utilizing the Resource Inventory 

Forms. 

 

Directions for Completing the Resource Inventory 

 

1. Include all resources that are physically available and properly equipped for a 

response to an incident. 

2. For planning purposes, the County Fire Plan Coordinators shall ensure that the 

responding community will still have adequate resources to continue to provide fire and 

other essential services.  A department or agency should not commit more than 20% of its 

resources to this plan without specific fire chief approval of the jurisdiction. 
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3. Use the special information area on the inventory list for resources that need clarification 

for unusual attributes (Example: personnel that are bi-lingual or sign for the deaf).  

 

Use a separate list, if necessary, for additional resources not typed on these resource lists.  Be 

specific in describing features or qualifications. 
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DEPLOYMENT OF RESOURCES  

Critical Concepts  

All responding agencies must have a mission number and identification element (3 letter 

Agency Identifier) before deploying or the agency will not be allowed into the secured or 

operating area. 

 

Critical to the success of this deployment plan is the concept of efficient timeframe for 

deployment.  In concert with this concept, it is critical that all resources deployed are adequately 

documented and tracked.  

 

 Time Frame for Deployment  

 

Initial Attack:   Lights and siren response, instantly or as quickly as possible.  Time 

frame of five minutes from dispatch or less.  Rendezvous at incident.  Closest available 

resources within the operational county or an adjacent county.   

 

Immediate Response: In many emergencies, a more rapid deployment may be deemed 

necessary and authorized as an immediate response.  Time frame for deployment of these 

missions shall be as soon as possible but preferably within thirty (30) minutes of notice 

from the State EOC.  Unless otherwise stated, the anticipated duration of the deployment 

will be up to 24 hours.  Deployed resources shall respond to the designated Staging Area 

or assigned location.  The Staging Area shall be under the direct supervision of a Staging 

Area Manager.  It is anticipated that Immediate Need responses will peak rapidly and will 

terminate within a shorter time frame, thereby allowing for a shorter preparation time. 

 

Planned Response: Unless specified otherwise at the time of request, the planned 

response for deployment of fire service resources shall be within three (3) hours of notice 

from The State EOC.  Unless otherwise stated, the anticipated duration of the deployment 

will range from 24 hours to a maximum of 72 hours.  Deployed resources shall respond 

to the designated Staging Area or assigned location.  The Staging Area shall be under the 

direct supervision of a Staging Area Manager. 

 

EMAC Response: Unless specified otherwise at the time of request, the standard for 

deployment for an EMAC response shall be within twenty-four (24) hours of notice from 

The State EOC.  Unless otherwise stated, the anticipated duration of the deployment will 

range from 3 days to a maximum of 14 days.  Deployed resources shall respond to the 

designated Staging Area or assigned location.  The Staging Area shall be under the direct 

supervision of a Staging Area Manager. 

 

Strike Teams/Task Forces:  Whenever feasible, multiple resources (other than single 

resource requests) deployed under this plan shall be organized as either a strike team (five 

like units and a leader) or task force (multiple units of different types and a leader).  Such 

deployed resources shall be in accordance with the Utah State Strike Team/Task Force 

Leader Manual developed by the Utah Fire Chiefs Association and approved and adopted 
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by the State Department of Public Safety (see Appendix K ).   

Code of Conduct 

 

The conduct of deployed resources under the Utah Fire Chiefs Association Emergency Response 

Plan (ERP) is of the highest importance to the Utah Fire Chiefs Association (UFCA), the 

sponsoring agency, and the local Authority Having Jurisdiction (AHJ).  

 

Mutual aid personnel are a well-organized, highly trained group of responders assembled to help 

communities in need of assistance.  The behavior of personnel must be above reproach at all 

times during the deployment, whether working on an assignment or relaxing between 

assignments.  At the conclusion of a mission, system members must ensure that their 

performance has been positive, and that they will be remembered for the outstanding way they 

conducted themselves both socially and in the work environment.  

 

This Code of Conduct consists of the rules and standards governing the expected demeanor of 

members of agencies responding as part of the Plan.  Each system member is both a 

representative of their response team and their sponsoring agency.  Any violation of principles or 

adverse behavior demonstrated is unprofessional.  Such behavior may discredit the good work 

that the resource completes and will reflect poorly on the entire teamôs performance and its 

sponsoring agency.  

General Responsibilities: 

 

It is the responsibility of the sponsoring agency to prepare its system members before 

deployment regarding conduct expectations.  Each deployed member is duty-bound by their 

sponsoring agencyôs rules, regulations, policies, and procedures.  

 

It is the responsibility of the UFCA fire service County Coordinator or designee(s) to reinforce 

the Code of Conduct during all planning sessions, team meetings and briefings and to monitor 

compliance.  Any violations must be documented, with appropriate follow-up action taken by the 

UFCA Statewide Emergency Response Committee, or the sponsoring agency.  

 

At no time during a mission will system members take personal advantage of any situation 

and/or opportunity that arises.  

 

It is the responsibility of each system member to abide by this Code of Conduct. 

 

Unethical behavior will not be tolerated. 

Basic Rules: 

 

As a basic guide, system members will base all actions and decisions on the ethical, moral, and 

legal consequences of those actions.  It is in this manner that positive and beneficial outcomes 

will prevail in all system events.  Responding personnel will: 
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¶ Keep the value of life and the welfare of the victim constantly in mind  

¶ Remain aware of cultural issues including race, religion, gender and nationality  

¶ Abide by all local law enforcement practices, including its policy regarding weapons  

¶ Abide by all regulations regarding the handling of sensitive information  

¶ Follow local regulations regarding medical care and handling of patients and/or deceased  

¶ Follow prescribed direction regarding dress code and personal protective equipment  

¶ Not carry firearms or other weapons 

¶ Not be in possession of non-prescribed or illegal substances  

¶ Not consume alcoholic beverages while on duty or subject to call  

¶ Only procure equipment through appropriate channels  

¶ Follow state and federal regulations or restrictions regarding taking and showing pictures 

of victims or structures  

¶ Not remove property from an operational work site as a souvenir  

¶ Not deface any property  

¶ Travel only using approved roadways and not stray into restricted areas  

¶ Demonstrate proper consideration for other teamôs capabilities and operating practices  

¶ Not accept gratuities to promote cooperation  

¶ Not operate or act in any manner that is contrary to the best interests of the Utah Fire 

Chiefs Association, the sponsoring agency, or the local authority having jurisdiction. 

¶ Willingly accept missions as assigned 

Documentation  

 

Once requested resources arrive in the designated Staging Area or assigned location, it is 

critical that the documentation process begin.  Documentation is required in order to 

receive funds should the incident become eligible for reimbursement at the State or Federal 

level.  The documentation process is the responsibility of the requesting jurisdiction.   The 

requesting jurisdiction must complete a "Mission/Request Tasking Formò.  The local jurisdiction 

will then forward such information to the Regional Coordinator.  The Mission/Request Tasking 

Form shall contain the following information on each individual that has been deployed:  

 

 Å Incident Number - to be issued by THE STATE EOC.   

 Å Staging Area Location or Assignment ï as set by the requesting jurisdiction.  

 Å Date/Time Deployed ï available through THE STATE EOC and to be updated as 

replacement crews are deployed.  

 Å Date/Time Demobilized - to be updated as the mission is completed.  

 Å Full Name - as it would appear on payroll, social security, etc.  

 Å Agency - sponsoring department.  

 Å Position - to indicate position within strike team, task force or position filled resource 

request.  (May also indicate fire service rank)  

 Å Unit Designation - apparatus number/designation individual is assigned. 

 Å Comments - to provide additional information such special skills.  

 Å Emergency Contact - Emergency contact number at the responding agency that can 

provide 24-hour notification of family member. 
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Dispatch Orders  

The strike team leader or the person in charge of an individual/single resource will receive 

dispatch orders before responding to the incident.  The orders will clearly identify: 

 

1. The mission number and agency identifier. 

2. Call back telephone number of The State EOC. 

3. Contact name, telephone number, and radio frequency of the jurisdiction requesting 

assistance. 

4. Staging area location in affected area. 

5. Directions to staging area (maps are always helpful). 

6. Any special instructions or relevant information. 

7. Self Dispatching is not allowed. Any entity or individual who self dispatches may not 

be eligible for reimbursement. 

LOGISTICAL SUPPORT  

 Self-Contained  
The logistical support of mutual aid resources is critical in the management of a disaster effort.  

Logistical support will be established as soon as possible and will be maintained by the agency 

requesting the resources.  Excluding Immediate Need responses, responding personnel shall 

bring food, water, clothing and personal hygiene items to support up to a 72 hour mission. 

 

The size of the response sent to the area, the severity of the disaster, the extent of the area 

involved, and the infrastructure that is still functional within the affected area are factors 

affecting the extent to which logistical support is required.  Items to consider include:  

 

1. Transportation to and from the area:  

a) Staging areas, within and outside, the disaster area  

b) Overnight storage for vehicles  

c) Maps and directions for responding personnel  

d) Emergency towing and repairs  

e) Designating fuel, oil, and water depots  

f) GPS Capability and/or capable of providing latitude and longitude  

 

2. Food supplies and preparation:  

a) Self contained mobile food preparation units  

b) Personnel to prepare/distribute meals  

c) Sanitation and clean up  

d) Food supplies/utensils  

e) Bottled water 

 

3. Overnight shelter and rehabilitation areas:  

a) Provide suitable (secure) overnight shelter  

b) Environmental considerations (rain, sun/heat, insects)  

c) Bedding  
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d) Transportation to and from shelter  

e) Parking and security of apparatus  

f) Electricity/generator power  

g) Water and sanitary facilities 

 

4. Critical Incident Stress Debriefing considerations 

 

5. Affected worker support/assistance 

Communications  

The key to the successful operation of the various resources into a region will depend heavily 

upon the ability of these agencies to communicate effectively with other agencies.  It is practical 

to assume that in the wake of a major disaster, the existing communication system in the affected 

area will be inoperable or severely compromised.  Until an all-inclusive disaster communications 

network is in place, the requesting jurisdiction is responsible to arrange for effective 

communications.   

 

In response to incidents that cross over political jurisdictions, there will potentially be competing 

demands and priorities for interoperable communications assets.  Until such time as an incident 

Command is established, the lead agency designee (i.e., communications supervisor/command 

personnel), in cooperation with their counterparts in other involved agencies, will have the 

authority to designate the use of interoperable assets.  Events occurring within the Salt Lake 

County region requiring multi agency interoperability response will follow directives published 

in the SLUA-TCIP and the areaôs Emergency Operations Plan (EOP).  Incidents outside of the 

Salt Lake Urban area will follow the procedures in both EOPs and the operation manual (once 

developed).  If an event escalates to a situation where a National Incident Management System 

(NIMS) compliant Incident Command System (ICS) is established, an appropriate 

Communication Unit Leader (COML) will be contacted for further coordination and delegation 

of interoperable communications assets. 

The Statewide Communications Interoperability Plan (SCIP) (See www.siec.utah.gov), stipulates 

that when multiple requests are made for the same communications resources, assignments shall 

be based on the priority levels below: 

 
1. Large scale regional incident, disaster, or extreme emergency requiring mutual aid or interagency 

communication. 

2. Incidents where imminent danger exists to life or property 

3. Incidents requiring the response of multiple agencies 

4. Pre-planned events requiring mutual aid or interagency communications 

5. Incidents involving a single agency where supplemental communications are needed for agency 

use. 

6. Drills, tests and exercises 

In the event of multiple simultaneous incidents with the same priority, the resources shall be 

allocated according to the following: 

¶ Incidents with the greatest level of exigency (i.e., greater threat to life or property, more 

immediate needé) have priority over less exigent incidents. 

http://www.siec.utah.gov/
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¶ Agencies with single/limited interoperable options have priority use of those options over 

agencies with multiple interoperable options. 

¶ When at all possible, agencies already using an interoperable asset during an event should not 

be redirected to another resource. 

Common terminology shall be used for all voice transmissions.  Refer to FEMA 205 form for 

communications. See Appendix J for information on Talk Group Use. 

Force Protection 

 

Protection of responders will be coordinated with Emergency Services Function 16 (Law 

Enforcement & Security) based on the nature of the mission and extent of risk to those 

responders.  This protection shall include but not be limited to: protection of personnel and 

equipment while in transit, security at the Base of Operations (BoO), protection during search & 

rescue operations, and protection during rescue operations.  

 

The primary mission of the force protection resources is to assess and detect hostile activity 

before it becomes a risk to operations.  The law enforcement officer must assess, evaluate, and 

then advise the Leader or the senior operations officer, regarding risk associated with criminal or 

hostile individuals or groups.  

 

The responding agency shall not bring firearms or other weapons to the incident.  Force 

protection is not allowed unless authorized. 

Demobilization 

Demobilization from incidents will be relayed through appropriate dispatch channels to notify 

home units of the release of their resources.  All assigned resources must follow established 

incident demobilization procedures.  The Incident Command System is in use until 

demobilization is complete. 
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ORGANIZATIONAL LIABILITY   

Workersô Compensation Coverage  

Per the Statewide Mutual Aid Act, for the purposes of the Utah Workerôs Compensation law, 

employees of the responding party will be considered as the responding partyôs employees at all 

times while performing their duties and will be considered as acting within the scope of their 

employment with the responding party.  Each participating organization shall comply with the 

Utah Workers Compensation laws.  

Automobile/Vehicle Liability Coverage  

Each participating organization shall be responsible for its own actions and those of its 

employees and shall comply with the Utah vehicle financial responsibility laws.  

General Liability, Public Officials, and Law Enforcement Liability  

Per the Statewide Mutual Aid Act, for liability purposes only, employees of the responding party 

are considered employees of the requesting party while performing their duties as part of their 

response under this plan while at the scene of the occurrence or emergency or other locations 

necessary for the response while under the supervision of the requesting party.  At all other times 

in the response, including traveling to the scene and returning to the employing jurisdiction, such 

employees are considered, for liability purposes, employees of the responding party. 
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REIMBURSEMENT  PROCEDURE  
 

Upon the activation of this plan, the following Reimbursement Procedure may be 

applicable to all on-scene and responding agencies.  The requesting organization may 

reimburse the responding organization for all deployment and operational costs to include 

those related to personnel, use of equipment, and travel, as provided by the following: 

 

 Financial Assistance Availability  

 

STATE- The impact of major or catastrophic emergencies can exceed local financial resources 

and area fire departments ability to fulfill the needs of the citizens.  Financial aid and assistance 

may be requested from the State of Utah.  Financial assistance is available from a variety of 

sources within the state on a supplemental basis through a process of application and review.  

Fire departments responding under the Plan should contact the County Plan Coordinator and/or 

the County Emergency Management Director of the impacted county for the appropriate source 

of assistance and for application procedures. For reimbursement procedures on State or Federal 

Wildland Incidents, refer to Statewide Operating Plan, Appendix I. 

 

FEDERAL- When damages are so extensive that the combined local and state resources are not 

sufficient, the governor submits a request for an emergency or major disaster declaration to the 

President through FEMA.  A joint FEMA, state and local team will conduct a Preliminary 

Damage Assessment to determine if there is a need for federal assistance.  If federal assistance is 

justified, the President issues an emergency or major disaster declaration and various emergency 

or disaster programs are made available.  Federal assistance is often on a shared cost basis with 

75% federal funds and 25% non-federal funds.  

Documentation  

Any reimbursement, either state or federal, is based on the supporting documentation.  The same 

documentation procedures are applicable to both the state and federal claims.  The 

documentation must be able to stand the test of audit.  The attached ñDocumenting Disaster 

Costsò will provide the guidelines and tools needed to set up files and document costs.  The 

forms used are also available in a computerized version using MS Excel.  Failure to properly 

document costs may result in part or the entire claim being ineligible for reimbursement.  It is 

very important to document the request for mutual aid in addition to documenting costs.  

Eligibility  

To meet eligibility requirements for reimbursement, an item of work must: 

 Å Be required as the result of the emergency or disaster event. 

 Å Have been requested by the impacted jurisdiction. 

 Å Be located within a designated emergency or disaster area. 

 Å Be the legal responsibility of the eligible applicant. 

Fire service resources activated by this plan must submit reimbursement claims to the impacted 

jurisdiction(s). 
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Categories of Work  

The work most often performed under this plan is Emergency Work.  This work is performed 

immediately to save lives, to protect property, for public health and safety, and/or to avert or 

lessen the threat of a major disaster.  Emergency Work contains two categories: Debris 

Clearance (Category A) and Protective Measures (Category B). 

 

It is possible that certain types of claims will be made under Permanent Work categories.  For 

example, certain damages or losses of facilities and equipment may fall into the Permanent Work 

categories.  

Expenses for Personnel  

Only the actual hours worked beyond the regular duty time, either overtime or regular time 

hours, can be claimed for FEMA category A and B (Emergency Work).  Standby time is not 

eligible for reimbursement.  If time and one-half or double time is paid to regular hourly 

employees for overtime or holiday work, these payments must be in accordance with rates 

established before the disaster (i.e. Collective Bargaining Agreement).  For reimbursement under 

a state declared disaster, refer to HRS Chapter 127-11.  Volunteer firefighters may be 

compensated up to three times the prevailing federal minimum wage.   

 

In some cases, FEMA may approve reimbursement for overtime costs associated with 

backfilling.  If approved, this option would allow the department to be reimbursed when 

personnel are called back to work on an overtime basis to replace existing employees already 

approved to perform disaster related activities elsewhere.  To facilitate this reimbursement, the 

responding department must have a written policy concerning backfilling in existence before the 

disaster.  

 

The information included in ñDocumenting Disaster Costsò details the required information and 

instructions for documenting the departmentôs personnel costs (Force Account Labor).  It also 

provides guidance for claiming Fringe Benefit costs and includes a sample rate schedule.  

Include the Incident Number as issued by The State EOC. 

Expenses for Owned Equipment  

Each department may be eligible for reimbursement for the use of equipment owned (Force 

Account Equipment) by the department when it is used in disaster work.  To assist in the 

reimbursement process, FEMA has developed a ñSchedule of Equipment Rates.ò  The impacted 

jurisdiction should obtain the most recent version of the schedule available at FEMA 

(http://www.fema.gov/government/grant/pa/eqrates.shtm) before submitting for reimbursement.  

A suggested form for recording the needed information and instructions can be found in 

ñDocumenting Disaster Costs.ò  The Incident Number as issued by The State EOC should also 

be included.  

 

Equipment damaged and/or lost during disaster incidents may be eligible for reimbursement.  

Document the damage and/or loss with sufficient supportive documentation such as video and/or 

photographs.  Factors such as insurance, salvage, and age of the equipment (a Blue Book type 

figure) are part of the review of the claim.  If the documentation is not comprehensive, detailed, 

and accurate, portions of the claim or the entire claim may be disallowed.  

http://www.fema.gov/government/grant/pa/eqrates.shtm
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Expenses for Rented Equipment 

A department may use some rented equipment.  These costs may also qualify for reimbursement.  

Refer the ñDocumenting Disaster Costsò for the proper documenting of these expenses.   

Processing Claims  

Each department is responsible for preparing the necessary documentation and submitting a 

claim for resources deployed under this Plan.  Where and how to file a claim is dependent on 

several factors because of the variety of possible reimbursement sources.  The size of the event, 

the type of event and the type of emergency or disaster declaration can effect which funding 

sources are available.  Some general guidelines are:  

 

¶ Time is of the essence.  Coordinate reimbursement claims with the fire department and 

Emergency Management Agency of the impacted county.  That agency will work with 

the Utah Division of Homeland Security for recommendations and guidance for the best 

source for reimbursement for the particular event.  

¶ For reimbursement from the State Disaster Relief Program, a letter of intent to seek 

reimbursement must be filed within 14 days.  The letter should have an attachment, 

which includes a list of sites, a brief description of damages and an estimate of costs.  For 

a federal claim, the Request for Public Assistance form must be filed within 30 days of 

the designation of the county for public assistance.  

 

The Disaster Declaration Process  

¶ Local Government responds to the emergency or disaster supplemented by neighboring 

communities and volunteer agencies.  If the local government is overwhelmed, the county 

Emergency Management Agency requests an Emergency Declaration from the County 

Mayor/Executive requesting state assistance.  

¶ The State, coordinated by THE COMMISSIONER OF PUBLIC SAFETY OR HIS 

DESIGNEE, responds with state resources, such as the National Guard and other state 

agencies.  If these resources are overwhelmed, then the state requests assistance from the 

Federal Emergency Management Agency (FEMA). 

¶ Damage Assessment by local, state, federal and volunteer organization teams determines 

losses and recovery needs. 

¶ A Major Disaster Declaration is requested by the governor, based on the damage 

assessment, and an agreement to commit state funds and resources to long-term recovery;  

¶ FEMA evaluates the request and recommends action to the White House based on the 

disaster, the local community, and the stateôs ability to recover. 

¶ The President considers the request and FEMA informs the governor whether it has 

been approved or denied.  This decision process could take a few hours to several weeks 

depending on the nature of the disaster. 

Reimbursement Procedure Notes  

The following notes are offered to assist the fire service regarding reimbursement procedures: 

¶ Because of the availability of a number of different possible funding programs at the state 

and federal level, no one procedure for filing reimbursement claims can be prescribed. 
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¶ The one procedure that can be consistent for preparing all claims is the documenting 

procedure.  The attached ñDocumenting Disaster Costsò will provide the appropriate 

documentation for all potential funding sources. 

¶ It is very important, especially for FEMA claims, that written mutual aid agreements be 

executed before a disaster.  HRS Chapter 128 establishes written mutual aid agreements 

for all departments in Utah unless that department has a separate agreement for mutual 

aid with other governmental entities.  The crucial points that the agreement must contain 

are: 1) the terms for charges for mutual aid; and 2) there is no contingency clause, i.e. 

ñPayment will be provided only upon receipt of funding from FEMA.ò 

¶ See appendix G for THE COMMISSIONER OF PUBLIC SAFETY OR HIS DESIGNEE 

reimbursement procedures.  THE COMMISSIONER OF PUBLIC SAFETY OR HIS 

DESIGNEE is an important resource to help match reimbursement claims with the best 

available funding source. 

¶ Additional information is available from FEMAôs ñPublic Assistance Guideò (FEMA 
322) and FEMAôs ñPublic Assistance Policy Digest (FEMA 321). 
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DOCUMENTING DISASTER COSTS   

 
Following a major disaster, federal funding may be available to help local governments repair or 

replace damaged facilities.  The primary reason that local governments fail to receive 

reimbursement is the lack of properly documented disaster costs.  Since federal payments are 

based on Project Worksheets, final inspections, and audits, the proper documentation of costs is 

an absolute requirement.  It is not enough just to complete the disaster-related work - that 

work must be fully and accurately documented! 

Procedures  

Documentation should begin immediately during the response to the disaster.  The work done for 

such things as debris removal and emergency protective measures should be documented.  A 

separate file folder shall be set up for each location where work is being done.  Later, as Project 

Worksheets are completed, a separate folder should be established for each Project Worksheet.  

Place the Project Worksheet in its own folder along with all supporting documents to verify 

claim for potential reimbursement.  If in doubt about starting a new folder, start a new folder.  It 

is easier to consolidate folders than it is to separate documentation into new folders  

 

There are two ways to complete items of work: one is by contract, and the other is by force 

account (using personnel, equipment, and materials belonging to the jurisdiction).  The proper 

documentation in each case is described in appendix H. 

Force Account Work 

Before or immediately after a disaster occurs, someone should be appointed to start keeping a 

record of costs.  Ideally, this person should have been designated and trained in advance.  In 

addition, the person picked should attend the Applicantôs Briefing that the state and federal 

officials will conduct. 

 

If temporary workers or extra help are hired to complete items of work (which is frequently done 

for emergency work such as debris removal), they must be placed on the payroll and the job, 

wages, and period of employment must be recorded.  The procedures for placing temporary 

workers on the payroll during an emergency should be planned in advance.  

 

When a resource (personnel, materials and/or equipment) is used from another jurisdiction, 

(mutual aid), the resource must be documented and paid for as contract work to qualify for 

reimbursement.  Invoices are required to show a description of the resource, dates the resource 

was used, name of the jurisdiction providing the resource, an invoice number, and cost of the 

resource.  

 

Guidelines for documenting and organizing costs are outlined below.  

Files  

After a presidential declaration, there will be an initial meeting conducted by the Federal Public 
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Assistance Officer.  Guidance will be provided at this meeting for the formulation of Project 

Worksheets.  The jurisdiction may then write their own Project Worksheets without having to 

wait for the FEMA/State personal to write the Project Worksheets.  Assistance to write the 

Project Worksheets may be requested from local, state, and federal officials.  Approval of the 

Project Worksheets may not be received until several weeks after the disaster.  In the meantime, 

emergency work must be started.  

 

The problem is how to keep a separate record of costs for each project when it is not known what 

each project will cover.  One way to accomplish this is to establish, immediately after the 

disaster, a separate folder for each emergency work project that must be done before project 

approval is received.  For example, damage to three streets should have a separate folder set up 

for each street, not one folder for all three streets.  If several buildings require repairs (such as 

repairing roofs to prevent further rain damage), set up a folder for each building.  When the 

Project Worksheets are completed and approved, a permanent folder can be established for each 

project.  It is easier to combine information from several folders than to separate information out 

of one folder.  

Labor  

Permanent and temporary employees must be on the payroll in order to be reimbursed for their 

work on disaster projects.  The payroll records must show the pay period, employee name, job 

classification, number of hours worked each day, total hours worked for the pay period, rate of 

pay (regular and overtime), and total earnings.  Most established payroll systems already include 

this information.  

 

The records must also show which project the employee worked on each day and each hour if 

he/she worked on more than one project in a single day.  Claims for labor must be documented 

for each project individually .  

 

The time records must show how much time the employee worked on the disaster projects.  

Overtime must be shown on the records as being disaster related.  Overtime pay must be in 

accordance with policies and practices in use by the jurisdiction before the disaster.  That means 

that pay for overtime worked during a disaster cannot be claimed if overtime is not paid for extra 

hours worked before the disaster.  

 

Procedures must be set up to record each day to show which employees worked on each disaster- 

related job, for how long, and what he or she did.  The Force Account Labor Summary Record is 

needed for this purpose (see Exhibit 1).  The record sheets should be used by the supervisor of 

each work crew and turned into the designated record keeper.  The record keeper should also 

prepare the Fringe Benefit Rate Sheet (see Exhibit 2).  

 

If an employee worked on two or more projects on the same date, the supervisor should 

turn in a separate Forced Account Labor Record for each project.  These Force Account 

Labor Records are to be filed in the proper project folders.  

 

There is no reimbursement for volunteer labor (other than Volunteer Firefighters as mentioned 

above).  However, it is important to keep a record of volunteer labor if claims for equipment 
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hours used by volunteers are being made.  

Equipment  

Equipment used on each project (both owned and rented) must be documented.  Specifically, the 

documentation must show the Project Number, date used, FEMA code (if known), equipment 

description, operator, hours used each day, cost per hour, and total cost for each piece of 

equipment.  Equipment not in actual use is considered standby and is not eligible for 

reimbursement.  Use the Force Account Equipment Record (see Exhibit 3) or the Rental 

Equipment Summary Record (see Exhibit 4) to document the use of the equipment.  Place the 

forms in each project folder immediately upon starting work.  Operator costs associated with the 

use of equipment should be reported separately as part of the labor costs on the Force Account 

Labor Record unless the rental charge included the operator.  

 

If the equipment is rented, the rental invoices must show the type of equipment, date and hours 

used, rate per hour (with or without operator), total cost, vendor name, invoice number, amount 

paid, and check number.  This information is recorded on the Rented Equipment Summary 

Record (see Exhibit 4).  Repair costs for rental equipment are not reimbursable.  

 

Rates claimed for forced account equipment should correspond to those approved on FEMAôs 

ñSchedule of Equipment Rates.ò  Preparing a list in advance of all available force account 

equipment showing the make, model and other specifications will facilitate the determination of 

the correct rate to charge.  If a piece of equipment is used which is not listed on the rate schedule, 

FEMA will determine an applicable rate.  However, having a record of the make, model number, 

and any other pertinent information will help in establishing the rate.  

Materials and Supplies  

A record of materials and supplies purchased or taken from stock must be kept for each project.  

Specifically, the documentation must show the name of the vendor, description of the material, 

quantity, unit price, total price, date of purchase, date used and whether purchased or taken from 

stock.  The Material Summary Record (see Exhibit 5) can be used to record this information.  

Claims for materials taken from stock must be supported either by copies of the original 

purchase invoice or the invoice for replacement of the materials.  Invoices for the materials must 

show the date paid, the amount paid and the check number and should be placed in the 

appropriate project folder.  

Contract Work  

The folder for each project that involves contract work must contain a copy of the contract and 

all invoices for that project.  Each invoice must include a description of the work done, date of 

the work, name of the contractor, an invoice number, and amount billed.  The Contract Work 

Summary Record (see Exhibit 6) is used to record this information.  The folder must also contain 

a copy of the contract advertisement, a list of bidders, and proof that the work was awarded to 

the low bid contractor.  If the low bid is not accepted (there can be some acceptable reasons for 

not taking the low bid), it must be documented why the bid was not accepted and that 

information must be placed in the project folder.  The contract may be awarded to the next 

lowest bidder who is able to meet the terms of the contract.  If the contract is significantly more 

than the approved Project Worksheet amount, the Utah Department of Civil Defense should be 
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notified.  CAUTION:  FEMA will not reimburse costs for cost-plus-percentage-of-cost 

contracts or any contract where payment for work is contingent upon federal 

reimbursement.  Any work done by either type of contract will be ineligible and no federal 

funds will be paid for the work.  

GENERAL DOCUMENTATION REQUIREMENTS   
The dates used on all documentation must be within the allowable period for each project.  This 

period is from the date of the disaster to the completion date of the work as shown in the Project 

Application.  It is important that the dates on our supporting documentation agree with the 

project dates and final inspection.  In other words, if 50 percent of the work was completed (as 

shown on the Project Worksheet) when the Project Worksheet was written, 50 percent of the 

work and costs must be shown between the date of the disaster and the date the Project 

Worksheet was prepared.  The other 50 percent must be between the Project Worksheet date and 

the completion date shown on the final inspection report.  

  

The approved Project Worksheet will show a total amount approved for each job.  However, do 

not restrict the supporting documentation to these amounts.  Overruns on large projects will be 

considered on a case-by-case basis for reasonable costs.  Significant cost overruns on small 

projects will be considered in relation to the net overrun on all small projects.  All overruns 

should be reported to the Utah Department of Civil Defense as soon as possible.  This step is 

critical because early approval of overruns is necessary.  If a large overrun is not approved, 

reimbursement will not cover the overrun.  

 

FEMA will reimburse only for repairs included in scope of work on the Project Worksheet.  If it 

is decided to change to an alternate project, FEMA approval is required.  Immediately inform the 

Utah Department of Civil Defense of any proposed changes and justification for those changes.  

FEMA must approve alternate work projects.  If the change is only to improve an existing work 

project, the state can approve the change, unless the change will involve required federal 

approval, such as the National Environmental Protection Act.  

 

Reimbursement is tied to documentation.  Good records must be kept!  
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RECORD KEEPING FORMS AND INSTRUCTIONS    
Introduction   
It is essential that the expenses incurred in disaster response and recovery be accurately 

documented.  Accurate documentation will help:  

 

1. Recover all eligible costs.  

2. Have the information necessary to develop Project Worksheets.  

3. Have the information available for the state and FEMA to validate the accuracy of small 

projects.  

4. Be ready for any state or federal audits or other program or financial reviews.  

 

There are many ways to maintain documentation.  It is important is to have the necessary 

information, readily available and that this information is in a usable format.  The records for the 

documentation must be assembled under the Project Number as shown on FEMAôs Project 

Worksheet.  The Public Assistance Coordinator assigns project numbers.  

 

Six record forms have been developed to assist in the organizing of the project documentation.  

Other systems can be used if the system will provide the required information.  The forms are:  

 

1. Force Account Labor Summary Record (Exhibit 1) -- used to record personnel costs.  

2. Fringe Benefit Rate Sheet (Exhibit 2)-- used to record benefit costs.  

3. Force Account Equipment Summary Record (Exhibit 3) -- used to record your 

equipment use costs.  

4. Rented Equipment Summary Record (Exhibit 4) -- used to record the costs of rented or 

leased equipment.  

5. Material Summary Record (Exhibit 5) -- used to record the supplies and materials that 

are taken out of stock or purchased.  

6. Contract Work Summary Record (Exhibit 6) -- used to record the costs or work that is 

done by contract.  
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Exhibit 1 

FORCE ACCOUNT LABOR SUMMARY RECORD INSTRUCTIONS  

Force Account is the term to refer to the jurisdictionôs own personnel and equipment.  Keep the 

following points in mind when compiling force account labor information:  
  

Ǐ    Record regular and overtime hours separately.  

Ǐ    Record the benefits separately for regular and overtime hours.  Most overtime hours include fewer benefits than regular 

hours.  

Ǐ    Attach a Fringe Benefit Rate Sheet giving a breakdown of what is included in the jurisdictionôs benefits.  By percentages, 

e.g., Social Security ï 15.2%, Workmanôs Compensation ï 4.3%, insurance ï 18.5%, etc.  Use an average rate if there are 

different benefit rates for different employees.  

  

Complete the Force Account Labor Summary Record as follows:  

Ǐ    Heading: 

 Ǐ    Applicant:   Enter the jurisdictionôs name.  

 Ǐ    Paid:  Enter the date these wagers were paid.  

 Ǐ    PW#:  Enter the Project Worksheet Number that this record covers.  

 Ǐ    Disaster Number:  Enter the assigned Disaster Number.  

 Ǐ    Location/Site:  Enter the location or site where the work was performed for this Project Worksheet.  

 Ǐ    Category:  Enter the category of work being done, e.g. A, B, C, etc.  

Ǐ    Detail Section:  

 Ǐ    Name:  Enter the names of the employees who worked on the project.  

 Ǐ    Job Title:   Enter the job title of each employee who worked on the project.  

 Ǐ    Reg:  Enter the regular hours that each employee worked on the project.  

Ǐ    OT:   Enter the overtime hours that each employee worked on the project.  REMINDER: The only overtime that 

is eligible for reimbursement is overtime for emergency work.  Record both regular and overtime hours, so 

that personnel hours can be compared with equipment use hours, if necessary.  

Ǐ    Date:  Enter the days date in the space at the top of each column.  

Ǐ    Hours Worked:   Enter the hours worked by each employee, regular hours and overtime hours, in the blocks 

below the date worked.  

Ǐ    Total Hours:  Add up the regular hours and enter the total.  Add up the overtime hours and enter.  

 Ǐ    Hourly Rate:  Enter the regular hourly rate for each employee and enter the overtime rate for each employee.  

 Ǐ    Benefit Rate:  Enter the appropriate benefit rate from the Totals line on the Fringe Benefit Rate Sheet.  

Ǐ    Total Hourly Wages:  Multiply the Hourly Rate by the Benefit Rate to get an hourly benefit rate.  Add the hourly 

rate to the hourly benefit rate and enter that total.  

Ǐ    Total Costs:  Multiply the Total Hours by the Total Hourly Wage and enter that total.   

Ǐ    Totals Section:  

 Ǐ    Total Force Account Labor ï Regular Time:  Add up the Regular time Total Costs and enter.  

 Ǐ    Total Force Account Labor ï Over Time:  Add up the Overtime Total Costs and enter.  

 Ǐ    Total Force Account Labor:  Add the Regular time total to the Overtime total and enter.  
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FORCE ACCOUNT LABOR SUMMARY RECORD PAGE ____ OF ____  

APPLICANT 

 

PA ID NO. 

 
PROJECT NO. 

 

DISASTER  

 
 

LOCATION/SITE 

 

 
CATEGORY 

 

PERIOD COVERING 

 
 

DESCRIPTION OF WORK PERFORMED: 

 
NAME 
 

 
DATES AND HOURS WORKED EACH WEEK 

 
COSTS 

DATE 

       

TOTAL HOURS 
HOURLY 

RATE 
BENEFIT 
RATE/HR 

TOTAL 
HOURLY 

RATE 

TOTAL 
COSTS 

JOB TITLE 
 
 
NAME 
 

 

REG. 
     

 
  

 
      

 
JOB TITLE 
 

 

O. T. 
            

 
NAME 
 

 

REG. 
                  

 
JOB TITLE 
 

 

O. T. 
                 

 
NAME 
 

 

REG. 
                 

 
JOB TITLE 
 

 

O. T. 
                 

 
NAME 
 

 

REG. 
                 

 
JOB TITLE 
 

 

O. T. 
                 

 
NAME 
 

 

REG. 
                 

 
JOB TITLE 
 

 

O. T. 
               

 

               TOTAL COSTS FOR FORCE ACCOUNT LABOR REGULAR TIME 

 
$       

 

   TOTAL COSTS FOR FORCE ACCOUNT LABOR OVERTIME  

 
$ 

 
I CERTIFY THAT THE ABOVE INFORMATION WAS OBTAINED FROM PAYROLL RECORDS, INVOICES, OR OTHER DOCUMENTS THAT ARE AVAILABLE FOR AUDIT. 

 
CERTIFIED 

 

 
TITLE 

 

 
DATE 
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Exhibit 2  
  

APPLICANTôS BENEFITS CALCULATION WORKSHEET 

INSTRUCTIONS   

  

Fringe Benefit Calculations:  
Fringe benefits for force account labor are eligible for reimbursement.  Fringe benefits for 

overtime will be significantly less than for regular time, except for extremely unusual cases.  The 

following steps will assist in calculating the percentage for fringe benefits paid on an employeeôs 

salary.  Note that items and percentages will vary from one entity to another.  
 1. The normal year consists of 2080 hours (52 weeks X 5 workdays/week X 8 hours/day).  This does not include 

holidays and vacations.  

 2. Determine the employeeôs basic hourly pay rate (annual salary / 2080 hours).  

 3. Fringe benefit percentage for vacation time:  Divide the number of hours of annual vacation time provided to the 

employee by 2080 e.g. (80 hours (2 weeks) / 2080 = 3.85%).  

 4. Fringe benefit percentage for paid holidays:  Divide the number of paid holiday hours by 2080 e.g. (64 hours (8 

holidays) / 2080 = 3.07%).  

 5. Retirement Pay:  Because this measure varies widely, use only the percentage of salary matched by the employer.  

 6. Social Security and Unemployment Insurance:  Both are standard percentages of salary.  

 7. Insurance:  This benefit varies by employer.  Divide the amount paid annually by the jurisdiction by the basic pay 

rate determined in Step 2.  Then divide the result by 100 to determine the correct percentage rate.  

 8. Workmanôs Compensation:  This benefit also varies by employee.  Divide the amount paid annually by the 
jurisdiction by the basic pay ray determined in Step 2.  Then divide the result by 100 to determine the correct 

percentage rate.  

 

 

Note:  Typically, the same rate should not be charged for regular time and overtime.  Generally, only FICA (Social Security) 

is eligible for overtime; however, some entities may charge retirement tax on all income.  

  

Sample Rates: 
Although some rates may differ greatly between jurisdictions due to their particular experiences, the table below provides 

some general guidelines that can be used as a reasonableness test to review submitted claims.  These rates are based on 

experience in developing fringe benefit rates for several state departments, the default rate used for the State of Florida, 

following Hurricane Andrew (August 1992), and the review of several FEMA claims.  The rates are determined using the 

gross wage method applicable to the personnel hourly rate (PHR) method.  The net available hours method would result in 

higher rates.  

  

Paid Fringe Benefits: 
FICA (Social Security Matching)    7.65%  (or slightly less)  

Retirement ï Regular   17.00%  (or less)  

Retirement ï Special Risk  25.00%  (or slightly less)  

Health Insurance   12.00%  (or less)  

Life & Disability Insurance    1.00%  (or less)  

Workerôs Compensation     3.00%  (or less)  

Unemployment Insurance    0.25%  (or less)  
  

Leave Fringe Benefits: 
Accrued Annual Leave     7.00%  (or less)  

Sick Leave      4.00%  (or less)  

Administrative Leave     0.50%  (or less)  

Holiday Leave     4.00%  (or less)  

Compensatory Leave     2.00%  (or less)  

  

Rates outside of these ranges are possible, but should be justified during the validation process.  
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APPLICANT'S BENEFITS CALCULATION WORKSHEET PAGE       OF        

 

1, APPLICANT 

      

2. PA ID 

      

3. DISASTER NUMBER 

      

4. PW # 

      

FRINGE BENEFITS (by %) REGULAR TIME OVERTIME 

HOLIDAYS             

VACATION LEAVE             

SICK LEAVE             

SOCIAL SECURITY             

MEDICARE             

UNEMPLOYMENT             

WORKER'S COMP.             

RETIREMENT             

HEALTH BENEFITS             

LIFE INS. BENEFITS             

OTHER             

TOTAL in % of annual salary             

COMMENTS 
 

I CERTIFY THAT THE INFORMATION ABOVE WAS TRANSCRIBED FROM PAYROLL RECORDS OR OTHER 
DOCUMENTS WHICH ARE AVAILABLE FOR AUDIT. 

CERTIFIED BY 
      

TITLE 
      

DATE 
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Exhibit 3  
  

FORCE ACCOUNT EQUIPMENT SUMMARY RECORD INSTRUCTIONS   

  

Complete the Force Account Equipment Summary Record as follows:  

  

Ǐ    Heading 

 Ǐ    Applicant:   Enter the jurisdictionôs name.  

 Ǐ    Paid:  Enter the date these charges were paid.  

 Ǐ    PW#:  Enter the Project Worksheet Number that this record covers.  

 Ǐ    Disaster Number:  Enter the assigned Disaster Number.  

 Ǐ    Location/Site:  Enter the location or site where the work was performed for this Project Worksheet.  

 Ǐ    Category:  Enter the category of work being done, e.g. A, B, C, etc.  

Ǐ    Detail Section: 

Ǐ    Type of Equipment:  Enter the name of the equipment used including the size, capacity, horsepower, make, and 

model.  

Ǐ    Equip Code #:  Enter the FEMA Cost Code for the equipment, if known.  

Ǐ    Operatorôs Name:  Enter the name of the equipment operator.  

Ǐ    Date:  Enter the dayôs date in the space at the top of each column.  

Ǐ    Hours Used:  Enter the hours used for each piece of equipment in the blocks below the date.  Idle and standby 

hours cannot be included.  

Ǐ    Total Hours:  Add up the Hours Used for the week and enter.  

Ǐ    Equipment Rate:  Enter the cost per hour to use the equipment.  

Ǐ    Total Cost:  Multiply the Total Hours by the Equipment Rate and enter the result.  

Ǐ    Totals Section: 

 Ǐ    Total Hours:  Add the Total Hours column and enter.  

 Ǐ    Total Cost:  Add the Total Cost column and enter.  
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FEDERAL EMERGENCY MANAGEMENT AGENCY 

FORCE ACCOUNT EQUIPMENT SUMMARY RECORD 
Page      OF   

APPLICANT 
 

PA ID NO. 

 
PROJECT NO. 

 
DISASTER  

 

 

LOCATION/SITE 
 

 

CATEGORY 
 

 

PERIOD COVERING 
 

 

DESCRIPTION OF WORK PERFORMED 
 
 
 
 

TYPE OF EQUIPMENT 
OPERATORôS 

NAME 

DATES AND HOURS USED EACH DAY COSTS 

INDICATE SIZE, CAPACITY, HORSEPOWER, 
MAKE, AND MODEL AS APPROPRIATE 

EQUIPMENT  
CODE 

NUMBER 
DATE        

TOTAL 
HOURS 

EQUIPMENT 
RATE 

TOTAL 
COST 

   HOURS           

   
 

HOURS 

 
 
 
 
 
 
 
 
 
 

          

   
HOURS 

          

   
HOURS 

          

   
HOURS 

          

   
HOURS 

          

   
HOURS 

          

 
 GRAND TOTAL Ÿ    

 

 
I CERTIFY THAT THE ABOVE INFORMATION WAS OBTAINED FROM PAYROLL RECORDS, INVOICES, OR OTHER DOCUMENTS THAT ARE AVAILABLE FOR AUDIT. 

 
CERTIFIED 
 

 
TITLE 
 

 
DATE 
 

FEMA Form 90-127 
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Exhibit 4  
  

RENTED EQUIPMENT RECORD SUMMARY   

  

Complete the Rented Equipment Summary Record as follows:  

  

Ǐ    Heading 

 Ǐ    Applicant:   Enter the jurisdictionôs name.  

 Ǐ    Paid:  Enter the date these charges were paid.  

 Ǐ    PW#:  Enter the Project Worksheet Number that this record covers.  

 Ǐ    Disaster Number:  Enter the assigned Disaster Number.  

 Ǐ    Location/Site:  Enter the location or site where the work was performed for this Project Worksheet.  

 Ǐ    Category:  Enter the category of work being done, e.g. A, B, C, etc.  

Ǐ    Detail Section: 

Ǐ    Type of Equipment:  Enter the name of the equipment used including the size, capacity, horsepower, make, and 

model.  

Ǐ    Dates and Hours Used:  Enter the date used on the upper block and the hours used in the lower block.  

Ǐ     W/Opr:   Enter the rate charged per hour when the rental company provides the operator.  

Ǐ    W/O Opr:   Enter the rate charged per hour when the rental company does not provide the operator.  

Ǐ    Total Cost:  Multiply the Hours used by the appropriate Rate Per Hour and enter.  

Ǐ    Vendor:  Enter the name of the rental company.  

Ǐ    Invoice No:  Enter the rental Companyôs invoice number.  

Ǐ    Date and Amount Paid:  Enter the Date Paid in the upper block and the Amount Paid in the lower block.  

Ǐ    Check No:  Enter the number of the check used to pay the vendor.  

Ǐ    Total Section 

Ǐ    Grand Total:   Add the Amounts Paid in the Date and Amount Pd column and enter. 
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Exhibit 5  
  

MATERIALS SUMMARY RECORD   

  

Complete Materials Summary Record as follows:  

  

Ǐ    Heading 

 Ǐ    Applicant:   Enter the jurisdictionôs name.  

 Ǐ    Paid:  Enter the date these charges were paid.  

 Ǐ    PW#:  Enter the Project Worksheet Number that this record covers.  
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 Ǐ    Disaster Number:  Enter the assigned Disaster Number.  

 Ǐ    Location/Site:  Enter the location or site where the work was performed for this Project Worksheet.  

 Ǐ    Category:  Enter the category of work being done, e.g. A, B, C, etc.  

Ǐ    Detail Section: 

Ǐ    Vendors:  Enter the name of the vendor supplying the materials.  

Ǐ    Description:  Enter a description of the materials used.  

Ǐ    Quantity:   Enter the quantity used.  

Ǐ    Unit Price:  Enter the price per unit.  

Ǐ    Date Purchased:  Enter the date purchased for use or replacement of stock.  

Ǐ    Date Used:  Enter the date the materials were used on this project.  

Ǐ    Info From:   Check whether the information on this record came from a vendorôs invoice or from stock records.  

Ǐ    Total Section:  

Ǐ    Add up the Total Price column and enter. 
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FEDERAL EMERGENCY MANAGEMENT AGENCY 

MATERIALS SUMMARY RECORD 
 
Page OF   

APPLICANT 
      

PA ID NO. 
 

PROJECT NO. 
 

DISASTER  
 

 
LOCATION/SITE 

 
CATEGORY 

 
PERIOD COVERING 

 

DESCRIPTION OF WORK PERFORMED 

 

VENDOR 
 

DESCRIPTION 
 

QUAN. 

 
UNIT  

PRICE 

 
TOTAL  

PRICE 

 
DATE 

PURCHASED 

 
DATE 
USED 

 
INFO FROM 

(CHECK ONE) 

INVOICE  |  STOCK 

              

 

                   

         

         

         

         

         

         

         

 
        

 
 GRAND TOTAL  Ÿ 

 
 
 

$ 
 
 

 
I CERTIFY THAT THE ABOVE INFORMATION WAS OBTAINED FROM PAYROLL RECORDS, INVOICES, OR OTHER DOCUMENTS THAT ARE AVAILABLE FOR AUDIT. 

 

CERTIFIED 
 

 

TITLE 
 

 

DATE 
 

   
FEMA Form 90-124 
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Exhibit 6  
  

CONTRACT WORK SUMMARY RECORD   

  

Complete the Contract Work Summary Record as follows:  

  

Ǐ    Heading 

 Ǐ    Applicant:   Enter the jurisdictionôs name.  

 Ǐ    Paid:  Enter the date these charges were paid.  

 Ǐ    PW#:  Enter the Project Worksheet Number that this record covers.  

 Ǐ    Disaster Number:  Enter the assigned Disaster Number.  

 Ǐ    Location/Site:  Enter the location or site where the work was performed for this Project Worksheet.  

 Ǐ    Category:  Enter the category of work being done, e.g. A, B, C, etc.  

Ǐ    Detail Section: 

 Ǐ    Dates Worked:  Enter the dates for the work billed on the invoice listed.  

 Ǐ    Contractor:   Enter the name of the contractor.  

 Ǐ    Billing Invoice Number:   Enter the contractorôs invoice submitted for payment.  

 Ǐ    Amount:   Enter the total billed on the invoice.  

 Ǐ    Comments ï Scope:  Enter pertinent comments such as percentage of work completed, etc.  

Ǐ    Total Section 

Ǐ    Amount:   Add up the Amount column and enter.  
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FEDERAL EMERGENCY MANAGEMENT AGENCY 

CONTRACT WORK SUMMARY RECORD 

 

Page      OF        

APPLICANT 

      

PA ID NO. 

      

PROJECT NO. 

      

DISASTER  

      
 

LOCATION/SITE 

      

 

CATEGORY 

      

 

PERIOD COVERING 

          

 

DESCRIPTION OF WORK PERFORMED       

 

DATES WORKED CONTRACTOR 
BILLING/INVOICE 

NUMBER AMOUNT COMMENTS - SCOPE 

                  
      

      

                  
      

      

                  
      

      

                  
      

      

                  
      

      

                  
      

      

                  
      

      

                  
      

      

                  
            

                  
      

      

                  
      

      

 
 GRAND TOTAL Ÿ  $      

 
 

I CERTIFY THAT THE ABOVE INFORMATION WAS OBTAINED FROM PAYROLL RECORDS, INVOICES, OR OTHER DOCUMENTS THAT ARE AVAILABLE FOR AUDIT. 
 

CERTIFIED 

      

 

TITLE 

      

 

DATE 

      

FEMA Form 90-126 
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Appendix A - Checklists for positions within the response plan 
 

 

Checklists for different positions within the response plan 
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PLAN ACTIVATION  

 

Responsibility:  Responsibility for activation of this plan shall remain with the person or persons 

with incident management authority in the event of a disaster within that jurisdictional area. 

 

Actions: 
  

_____ In the event of an emergency/disaster and local/regional mutual aid systems have been 

exhausted, the local jurisdiction shall determine the type and amount of additional 

resources required.  Requests shall be in accordance with the Resource Inventory 

guidelines of this Plan.  

  

_____ The local/regional dispatch center of the affected jurisdiction establishes contact with 

THE STATE EOC at 801-538-3400 and requests additional resources.  

  

_____ During any major incident, interagency coordination is essential.  Upon the activation of 

the County Emergency Operations Center (EOC), requests for assistance shall be 

channeled through the local EOC.  

  

_____ The State EOC dispatches the requested resources, contacts the requesting dispatch center 

to verify the response, and advises the State Coordinator of activation of the Plan. 

  

_____ The State Coordinator notifies the Assistant State Plan Coordinator and the County 

Coordinators of activation of the Plan  
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STATE PLAN COORDINATOR  

 

Position Responsibility:  Overall coordination, management, maintenance of the Utah Fire 

Service Emergency Response Plan.  

 

Actions:   
  

_____ Serves as Chairman of the UFCA Emergency Response Plan Committee.  

  

_____ Designates the Assistant State Plan Coordinator.  

  

_____ Nominates candidates for the positions of County Plan Coordinators for each of the 

twenty-nine (29) Counties to the Emergency Response Committee. (Some Counties may 

defer to the region for coordination)  Obtains input from the UFCA President for the 

candidates. 

 

_____ Holds regular committee meetings, conducted at least annually.  

  

_____ Insures plan updating, training, and other administrative functions are ongoing.  

 .   

  

_____ Notifies County Plan Coordinators of plan activation and that resources may be required.  

  

_____ Directs the coordination of the reimbursement process.  

  

_____ Reviews responses with committee and makes appropriate recommendations for changes 

in the Plan.  

  

_____ Develops a plan to provide for the continued staffing of the position during extended 

operations.  




