TEXAS WINTER FIRES 2008
TX-TXS-08005

DOCL INFORMATION

#1
Be sure to take the mail to the post office every morning/evening before 4:30 p.m. Postage will need to be purchased. Try to find a TFS employee who is willing to use their procurement card. BE SURE TO GET AN “S” NUMBER upon returning from the post office if you use the credit card. You will need to give Ordering a copy of the credit card receipt/ the original STAYS with the TFS employee. Be sure to write the “S” number on the receipt. Or just see if Buying Team will purchase rolls of stamps and $1.00 stamps. THERE IS A POSTAGE SCALE AT THE POST OFFICE, USE IT FOR THE HEAVY POSTAGE…DON’T GUESS…IT WILL COME BACK!

See #10 and #11 for revision of who will be purchasing the stamps and picking up the mail and taking it to the post office. When Sharon Hale comes back she will be resuming the responsibilities of taking the mail, picking it up and purchasing stamps to take the burden off the Buying Team.

Post Office is located at 530 North Crockett St. (follow road back out to Pearl Street, take a left, go all the way to the square, turn left on Crockett street, go about 3-4 blocks, post office will be on your right….just BEFORE you get to the rail road tracks).


Any package that weighs over 13 oz. will HAVE to be weighed at the post office and handed to the mail clerk, you cannot just drop it in the mail box.

#2
Make copy of Dispatch Tracker. File one in the file box under the proper date; the copy goes in the binder marked “Dispatch Tracker – March” under the proper date (check the dates on the dispatch tracker)

#3
Same goes for the 209’s. Make copy, file in binder under proper date and file the original in the file boxes.

#4
Red dot – means “PERM File”   Green dot – means TFS file. 

#5
Keep up with filing.  See Wildland Fire Incident Records for filing system. Go by that system. Make file folders according to color tabs as needed if not one already in file tub.

#6
Make sure that an original “clean” IAP and the corrected copy of the IAP are filed in the IAP box under the proper date. If not one already in there for the day, ask RESL if they still have it.
#7
We are mailing out the performance evaluations as they hand them to us. Don’t wait until the end to send them all out, do it as they come in each day.

#8
Take picture of morning IMET Briefing map and download to snap server under appropriate file folder (PLANS\weather\IMET Briefing Map\(by date) example: IMET Briefing Map X/XX/08
#9
Take picture of ICS 215 and 215A and download to snap server under \PLANS\215\(by date – planning date) example: 215 X/XX/08 and 215a X/XX/08
#10
Wrote 213 out to the Buying Team; had them issue an “S” number for postage starting 3/13/08 (just one “S” number).  We will leave the Outgoing Mail box on DOCL desk, but will take it to the Buying Team sometime in the morning around 10:30 or 11:00. They will take it to the post office each day for us. I wrote out the 213 today (3/10/08) and give to Dean on the Buying Team so they can get the S number in place before 3/13/08. 


Buying Team will pick up mail and give to DOCL for distribution. This will be mail for the TFS Office AND the incident.

#11
I will leave the key to the post office with the Buying Team (Dean) and see if they will check the mail in box 69 for the incident. 

#12
When the Buying Team leaves, be sure to transfer the duty of picking up the mail and taking it, back to DOCL. BE SURE TO GET THE P.O. BOX KEY FROM THEM. 
