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Effective March 1, 2003 the Department of the Interior (DOI) EFF Pay program will be updated.  We use this program to pay casual firefighters.  The update will allow for Treasury issued checks, an electronic fund transfer (EFT) option and the capability to specify a W2 address.  To facilitate these changes we are making adjustments in casual hiring and payment direction.
The Forest Service will centralize the payment of casuals to one National Emergency Firefighter (EFF) Pay Center in Ogden, Utah effective March 1, 2003.  The EFF Pay Center will process all casual emergency firefighter time reports for all Forest Service units and Job Corps Centers.  
USDA Forest Service
EFF Pay Center		email: EFF Pay@fs.fed.us
324 25th Street			Phone: 801-625-5493
Odgen, UT 84401

Checks will be issued by the Treasury rather than a manual ADO check, or if elected, deposited directly into the casual’s bank account (EFT).  The wage and earnings statements will continue to be issued by the EFF Pay Center and all inquires regarding late or lost checks should be addressed to the EFF Pay Center.  We will no longer have the ability to batch and express mail checks to one location.  Casuals that wish to have their checks go to the hiring unit’s address will need to indicate that address on their Emergency Firefighter Time Report, OF-288. 

The EFF Pay Center will be staffed to meet the workload requirements to facilitate prompt payment of the employees (within 7 working days upon receipt).  The EFF Pay Center staffing needs may necessitate the use of detailers.

To expedite processing of casual payments it is critical that documentation is completed accurately and audited prior to submission to the EFF Pay Center.  The following information is critical to successful processing of payments:

1. The Casual Hire Information Form, required for all overhead and support positions, must be submitted with the initial Emergency Firefighter Time Report payment. 
2. 
Hiring units are required to submit the original I-9 and W-4 to the EFF Pay Center for all casual hires prior to or with the initial payment.  Casuals will be able to specify a different W-2 address from their check address. Indicate the W-2 address on the W-4 form if different from the check mailing address entered on the OF-288.

3. Casual hires will be able to elect Direct Deposit (EFT) for their emergency fire payments.  Direct Deposit forms and information enclosed should be provided to all casual hires prior to their initial work period. 

The following enclosures are intended to facilitate this process.  Please distribute this memorandum and the enclosures to all your fire, fiscal, and human resource staff units, as well as, Incident Management Teams, Dispatch Centers, Buying Teams, and others responsible for the hiring and time recording for casuals.

Attachment A -- Casual Hire and Payment Process
Attachment B -- Casual Hire Payment Information Direct Deposit, SF-1199A
Attachment C -- Casual Hire Information Form (for use by the hiring official)
	Attachment D -- OF-288 Audit Procedures and Sample Emergency Firefighter Time Report 
	Attachment E -- Template of 6540 memo from Approving Officer to EFF Pay Center

Questions concerning these procedures should be directed to Tina Ledger at the EFF Pay Center (801) 625-5493.
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