
Annual AD Paperwork
This guide has been created to help AD’s fill out the numerous forms required to make them 
active in the program annually. This process causes a heavy workload during the late winter 

into the spring season getting the paperwork completed correctly. The forms can be confusing 
to both first time AD’s and seasoned AD’s alike. It is our hope that you may use this guide to 

help you along the way. As always, if you have any questions or issues please reach out to NECC 
and we will be happy to help you get this completed.

On each form description you will see a line Document Title- this is how you should name your 
form when saving it. 



APPLICATION FOR 
SPONSORSHIP 

This document must be completed 
annually and is the first step in the 
process of becoming an AD for the 
season. It requires your basic information 
and the signature of your sponsoring 
official approving your sponsorship.
This is the primary form that we use for 
referencing your personal information 
and where we find your most up to date 
contact information.
Document Title:
Last Name_FirstName_Sponsorship_20XX



APPLICATION FOR 
SPONSORSHIP 

On the Application for Sponsorship there is a link 
to the NWCG IMT POSITIONS. Anyone who 
possesses any of these qualifications must also 
apply for the IMT. 

“AD’s will be required to apply and participate on 
the EA IMT’s to ensure each IMT is properly staffed 
throughout the EA IMT’s availability period. This 
includes all mandatory NWCG IMT positions, and 
most discretionary IMT support qualifications 
(finance, logistics, aviation, planning, safety, 
information, and liaison functions). NWCG IMT 
POSITIONS Operational qualifications below the 
Division Supervisor level are not included in this 
requirement.”



APPLICATION FOR 
SPONSORSHIP 

Required Fields:

• Primary Phone/Secondary Phone/Email

These contacts should be the most reliable ones to reach you at 
any time (not your office number or government email). If we do 
not have reliable ways to contact you it may cause you to miss 
out on receiving assignments. 

• CIMT Affiliation

CIMT is a Complex Incident Management Team. If you are not on 
one select NO. If you are on one select YES and put its name 
under Remarks. If you do not hold a qualification pertinent to a 
CIMT then select NOT APPLICABLE.

• IQCS/IQS EMPLOYEE #

This number can be found by contacting your assigned IQCS/IQS 
representative. It is important to know who you are assigned to. 
This is the person that tracks your qualifications and ensures your 
records are correct.  

Document Title:

Last Name_FirstName_Sponsorship_20XX



APPLICATION FOR 
SPONSORSHIP 

Required Fields:

• Current Fire Qualifications

This field should only contain your Red Card qualifications 
(including trainee positions). It is not intended for you to list 
all classes and certificates not related to your red card. 

• Remarks

This is where you can add additional PERTINENT training and 
experience. Why should we sponsor you?

Do not fill in the Sponsorship Status boxes or the 
Sponsoring Official Signature. That is the responsibility of 
the Sponsoring Official.

Document Title:

Last Name_FirstName_Sponsorship_20XX



Casual Hire Form (CHF)
The CHF is an initial hiring document.
An Administratively Determined (AD) 
employee is a person who is hired and 
compensated under the AD Pay Plan for 
Emergency Workers. Also known as a Casual 
Hire. These employees are hired under 
contract for a pre-determined period of time, 
for a specific incident and as a specific 
qualification. This contract outlines the AD’s 
rate of pay and entitlements for 
reimbursement for each specific assignment.

Document Title:
Last Name_First Name_CHF_Master



Casual Hire 
Form (CHF)

Required Fields:

“CASUAL INFORMATION” header

• Fill out this section in its entirety except for the Start Date (this field is filled 
out for each of your assignments) 

• The Point of Hire should reflect your home address. This is what will be used 
to calculate any mileage you put in to have reimbursed when working within 
your home unit.

• The Employee Common Identifier (ECI) can be found by going to 
fs.usda.gov/sites/default/files/2023-10/ECI-I-9.pdf, clicking the ECI report link 
and looking up your name. If are new to the program you will not have an ECI 
number yet. One will be issued to you after your first assignment. If this is the 
case put a placeholder of “99999” in the field.

Document Title:

Last Name_First Name_CHF Master

LEAVE BLANK

https://www.fs.usda.gov/sites/default/files/2023-10/ECI-I-9.pdf


Casual Hire Form 
(CHF)

Required Fields:

“HIRING UNIT INFORMATION” header

All AD’s sponsored through NECC should fill in the header like this, 
leaving "Hiring Official's Name" blank. This will be filled in by whoever 
signs the CHF.

Document Title:

Last Name_First Name_CHF_Master

------------------------------LEAVE BLANK------------------------------



Casual Hire Form
Required Fields:

The rest of this document is for internal office use 
only. Do not fill out any of it. We will fill this portion in 
for each of your assignments, so it reflects what you 
are being ordered as and the entitlements you are to 
being given for reimbursement as an AD. 

DO NOT SIGN THE INITIAL HIRING COPY OF THIS 
FORM, we are just making a master copy to start with. 

It does not get signed until you are actually getting 
put on a resource order.  

Document Title:
Last Name_First Name_CHF Master

DO NOT SIGN UNTIL ON AN ORDER



Incident Behavior Form

The Incident Behavior Form is an annual 
document outlining general behavioral and 
common-sense guidelines that must be 
followed when assigned to any incident.
Read, understand, sign and date this form. It 
goes in your file for the year as confirmation 
that you know and understand the 
expectations. 

--- Failure to comply may result in termination 
of sponsorship ---

Document Title:
Last Name_First Name_IBF_Year



Emergency 
Notification Form

This is an initial hiring form and only needs to be updated as information 
changes.
Fill out all required fields- this will be kept in case of an emergency. 
Document Title:
Last Name_First Name_Emergency_Contact



Declaration for Federal Employment 
(OF-306)

This is an annual document. The information 
collected on this form is used to determine 
your acceptability for Federal contract 
employment.

Required Fields:
The Required fields on this document are 
sections 1-17a. The instructions on this form 
are very straight forward Yes/No type 
answers. Be sure to complete all fields before 
submitting. 

Document Title:
Last Name_First Name_OF306



Declaration for Federal Employment 
(OF-306)

This is an annual document. The information 
collected on this form is used to determine 
your acceptability for Federal contract 
employment.

Required Fields:
The Required fields on this document are 
sections 1-17a. The instructions on this form 
are very straight forward Yes/No type 
answers. Be sure to complete all fields before 
submitting. 

Document Title:
Last Name_First Name_OF306



The FS-7100 is your authorization to drive 
government vehicles (this includes rentals 
reimbursed by the government). This is an 
annual form. Once the application is 
accepted you will be issued an In-Lieu of 
Authorization letter that NECC will hold in 
case it is needed in the event of an accident. 
Document Title:

Last Name_First Name_FS7100

Application for Authorization to Operate 
Government Vehicles & Equipment 
FS-7100



Application for Authorization to Operate 
Government Vehicles & Equipment 
FS-7100

Required Fields:

Page 1

• Check the box Temporary Authorization (AD’s)

• Fill in Name and Job Title “Casual Hire"

Name and Address of Employing Office

• Name: Sponsoring Agency

• Agency Address: Sponsoring Agency Office Location

You must fill in driving experience. Even if it is just your 
personal vehicle you must show some form of driving 
experience here

Document Title:

Last Name_First Name_FS7100



Application for Authorization to Operate 
Government Vehicles & Equipment 
FS-7100

Required Fields:

Page 2

Fill any of the sections that apply to you, if none, state 
“NONE”. Forms left with blanks or labeled N/A will be 
rejected and returned

Sign and date the Certifications at the bottom and check 
the box

Document Title:

Last Name_First Name_FS7100



Defensive and Distracted 
Driving

• You will be sent a document containing 3 links 
to videos on the subject. Put the date you viewed 
each video next to the link on the form and sign 
and date the bottom of the form. Completion of 
this task is valid for 4 years.

• Links are also located in the AD Annual Letter.
Document Title:

LastName_FirstName_Defensive_Driving



Firenet Internet 
Security Training
All AD’s who use government 
computers are required to take 
an annual internet security 
training course. You will be sent a 
Word document with a link to 
follow. Upon completion forward 
the certificate to NECC to have on 
record for the year.
For anyone requiring a FireNet 
account, this certificate must be 
sent to FireNet Admin by NECC 
staff through a Forest Service 
email account.

Links are also located in 
the AD Annual Letter.



Tax and Financial Documents



Employment Eligibility 
Verification Form I-9

Federal law requires employers to verify 
the identity and employment 
authorization of new employees. We 
require this form to be completed every 3 
years. This form will require you to see 
your sponsoring official in person so they 
can verify the required documents that 
prove your eligibility to work in the 
United States are valid.
Document Title:
Last Name_First Name_I9



Required Fields:

Section 1 

Personal information and your citizen status. 

• Fill out all highlighted fields

• If checking any box other than 1. follow the additional 
instructions. 

• Sign and date the form

Document Title:

Last Name_First Name_I9

Employment Eligibility 
Verification Form I-9



Employment Eligibility 
Verification Form I-9

Required Fields:
Section 2
This section is for your employer to fill out. This is for physically 
verifying that your identification documents are valid
This must be done in person
Referencing the guide of acceptable documents on page 2, you 
must provide:
• 1 document from list A
OR
• 1 document from list B and 1 document from list C

Sponsoring Official must fill out Signature Of Employer block
Document Title:
Last Name_First Name_I9



The W-4 only needs to be completed once unless you 
need to make changes to your withholdings or address. 
This form tells your employer what you would like 
withheld from your income to go towards your federal 
income tax. Depending on what state you live in you may 
also have to fill out a state W-4 as well. We will outline 
the sections of this form that must be completed but 
actual withholdings and deductions are solely the 
responsibility of the person filing the paperwork.

Document Title:

Last Name_First Name_W4

 
Employee’s Withholding Certificate W-4



 
Employee’s Withholding Certificate W-4

Required Fields:

Highlighted are the required fields. You may also need to do 
steps 2 & 4 if they apply to you

• Step 1- Personal Info and Marital Status

• Step 3- Claim dependents, add each line and write total

• Step 5- Sign and Date

For minimal withholdings claim Single in box (c) and zero for step 
3. 

- This is not required-
It is only information on the simplest way to fill out the form

Document Title:

Last Name_First Name_W4



 
Direct Deposit Sign-Up Form
This form only needs to be filled out once unless you need to 
make changes.

Required Fields:
Section 1
• A/B- Your name and address. 
• C- Leave blank
• D- Choose account type
• E- Your account number
• F- Select Fed. Salary/Mil. Civilian Pay
• G- Leave Blank
Sign and Date under Payee/Joint Payee Certification
If a joint account- The joint account holder has to sign under Joint 
account Holders’ Certification
Document Title:
LastName_FirstName_Direct_Deposit



 
Direct Deposit Sign-Up Form

Required Fields:

Section 2

Government Agency Name: USDA Forest Service

Government Agency Address: 71 White Mountain Drive 
Campton NH, 03223

Section 3

To be filled out by your financial institution. 

Document Title:

LastName_FirstName_Direct_Deposit



Vendor Code 
Information Worksheet

FS 6500-231
Individual completes section A and section B

Section C and D will be completed by NECC Hiring Official.

This Form is required in order to set up a profile in the Travel 
System (Concur/ETS2). This travel system must be used to 
process reimbursements for AD's when one of the 3 criteria is 
met:

1. Travel is Training related

2. Traveler goes over Per Diem for lodging

3. Traveler needs rental car reimbursed

Document Title:

Last Name_First Name_Vendor_Form



Information Security 
Request Form
FS 6500-214

• This request can only be accessed by a Forest Service Hiring Official. The 
Vender Code Information Form provides data required to complete the 
request for a new profile.

• FS 6500-214 also allows Hiring Officials to modify roles, deactivate traveler 
profiles and update routing lists for approving reimbursement authorizations 
and vouchers.
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