[Hospital Name]
ICS Job Action Sheets  
Finance/Administration Section Chief

Information included in this table includes considerations to get through the first hour of an incident.  

Information included here may or may not be required, but is provided to assist in decision making.  Additional response information can be found in response specific annexes to the CEMP.

	
MISSION


	The Finance/Administration Section is responsible for monitoring incident-related costs, and administering any necessary procurement contracts. The Finance/Administration Section will monitor the utilization of financial assets and human resources, ensure the documentation of expenditures relevant to the emergency incident, authorize expenditures to carry out the Incident Action Plan (IAP), and ensure appropriate documentation.

	
REPORT TO
	
Incident Commander

	 (
1
)INITIAL RESPONSE ACTIVITIES
 (
3
) (
2
)
	
· Assume the role of Finance/Administration Section Chief.
· Obtain position binder.
· Contact your usual supervisor to inform them of your ICS roles.


	
	
· Put on position identification.
· Participate in Command Center briefing.
· Obtain unique finance code for incident.
· Ensure adequate documentation of personnel hours.  Section Personnel Time Sheet (HICS Form 252) may be used.
· Authorize utilization or diversion of financial resources.
· Implement procedures for receiving and depositing funds.
· Ensure the separate accounting of all contracts specifically related to the emergency incident and of all purchases within the enactment of the emergency incident management plan.
· Appoint all Finance/Admin Section staff that will be required for this response (on back).
· Review appropriate Plan Annex for details regarding response actions.


	
	· Participate in the leadership huddle.  This will provide a briefing of the incident and provide an opportunity to address any initial problems or concerns.
· Document all key activities, actions, and decisions on Form 214: Operational Log, on a continual basis.










Finance/Administration Section Staff – Appoint ONLY when needed
If not appointed, these activities (if needed) remain the responsibility of the Section Chief

	Time
 Unit Leader
	
Responsible for the documentation of personnel time records.  Monitor and report on regular and overtime hours worked/volunteered.


	
	

	Procurement
 Unit Leader
	
Responsible for administering accounts receivable and payable to contract and non-contract vendors.


	
	

	Compensation/Claims
 Unit Leader
	
Responsible for receiving, investigating and documenting all claims reported to the hospital during the emergency incident, which are alleged to be the result of an accident or action on hospital property.


	
	

	Cost
 Unit Leader
	
Responsible for providing cost analysis data for the declared emergency incident and maintenance of accurate records of incident cost.



















