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The following checklist should be considered as the minimum requirements for this position.  Note that 
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident. 
 
 
   Task 

 
 
   1. Obtain briefing from Finance/Administration Section Chief: 

 
    Determine incident requirements for time recording. 
 
    Determine required time-lines for reports. 
 
    Determine location of timekeeping activity. 
 
    Determine number of personnel and rental equipment for which time will be kept. 
 
   2. Organize and staff Unit, as appropriate. 

 
   3. Advise Ground Support Unit, Air Support Group (if applicable), Facilities Unit (and other 

users of equipment) of the requirement of a daily record of equipment time. 
 
   4. Establish contact with appropriate agency personnel representatives: 

 
    Determine time-keeping constraints of individual agencies. 
 
    Time records should be maintained for volunteer and mutual aid resources regardless of 

whether time will be reimbursed. 
 
   5. Ensure that daily personnel and equipment time recording documents are prepared, and 

compliance with time policy is maintained. 
 
   6. Establish files for time records, as appropriate. 

 
   7. Provide for records security. 

 
   8. Ensure that all records are complete or current prior to demobilization. 

 
   9. Time reports from assisting agencies should be released to the respective agency 

representatives prior to demobilization. 
 
   10. Brief Finance/Administration Chief on current problems, recommendations, outstanding 

issues, and follow-up requirements. 
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   11. Provide briefing to relief on current activity and unusual events. 

 
   12. Document all activity on Unit Log (ICS Form 214). 

 


