
WILDLAND FIRE INCIDENT MANAGEMENT FIELD GUIDE
CHAPTER 3: POSITION CHECKLISTS
Procurement Unit Leader (PROC) 
The Procurement Unit Leader is responsible for administering all financial matters pertaining to vendor contracts, leases, and fiscal agreements.
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	Review incident needs and any special procedures with Unit Leaders, as needed. 

	
	Coordinate with local jurisdiction on plans and supply sources. 

	
	Develop incident procurement procedures for local purchase. 

	
	Prepare and sign contracts and agreements as needed. 

	
	Establish contracts and agreements with local supply vendors as required. 

	
	Ensure that a system is in place that meets agency property management requirements and accounting for all new property purchases. 

	
	Interpret contracts and agreements, and resolve claims or disputes within delegated authority. 

	
	Provide for coordination between the Ordering Manager, agency dispatch, and all other procurement organizations supporting the incident. 

	
	Coordinate with Compensation/Claims Unit on procedures for handling claims. 

	
	Complete final processing of contracts and agreements, and process documents for payment. 

	
	Coordinate cost data, in contracts, with Cost Unit Leader. 

	
	Brief Finance/Administration Section Chief on current problems and recommendations, outstanding issues, and follow-up requirements. 

	
	Determine the need for Equipment Time Recorders, and order personnel as needed (with Finance/Administration Section Chief’s approval). 

	
	Before demobilization, ensure that all procurement logs and forms are completed according to agency policy. 

	
	Obtain the Demobilization Plan, and ensure that the Equipment Time Recorders are adequately briefed on the Demobilization Plan.
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