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16480 

18 JUL 2016 

NPFCINST 16451.2A 

NATIONAL POLLUTION FUNDS CENTER INSTRUCTION 16451.2A 
 

Subj:  TECHNICAL OPERATING PROCEDURES FOR INCIDENT AND COST 

DOCUMENTATION ON FPN, CPN AND DPN CASES 

 

1. PURPOSE.  The enclosed Technical Operating Procedures (TOPs) for incident and cost 

documentation has been developed to provide guidance to users operating as, or in the 

support of, the Federal On-Scene Coordinator (FOSC), while using funds from the Oil 

Spill Liability Trust Fund, CERCLA (Superfund), or Disaster Funds. This guidance 

will ensure: 

 

A. All costs are documented for the incident; 

B. Responsible parties are identified for the incident; and 

C. All incident and cost documentation are forwarded to the NPFC in a timely manner. 

 

2. DISCUSSION. 

 
A. The National Pollution Funds Center (NPFC) is Administrator of the Oil Spill 

Liability Trust Fund (OSLTF) and the CG use of CERCLA and Disaster Funds. 

B. The term “removal cost” found throughout the text of this TOPs refers to the costs in 

mitigating a pollution incident as a “substantial threat” or “actual discharge”.  These 

costs include the costs to prevent, minimize, or mitigate oil pollution from such an 

incident. 

C. Attached are instructions and job aids for the preparation and submission of incident 

and cost documentation. 

D. COMDT (G-MER) has indicated that it will require Coast Guard program personnel 

to utilize the Incident and Cost Documentation TOPS for capturing all relevant  

information on a pollution incident. 

E. EPA (OERR) has adopted the TOPs, per the CG-EPA MOU “For the Use of OSLTF, 

dated June 11, 2012. 

mailto:robert.n.hildebrand@uscg.mil
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F. Other government and state agencies involved in removal activities that seek 

reimbursement from the OSLTF may make use of these procedures, or request NPFC 

approval of alternate resource documentation. Alternate systems should cover the 

same elements and level of detail as the NPFC’s TOPs. Additionally, requests 

should allow sufficient time for the NPFC to review and coordinate approval. 

 
3. DIRECTIVE AFFECTED.  Technical Operating Procedures for Incident and Cost 

Documentation on FPN, CPN and DPN Cases, NPFCINST 16451.2, is hereby cancelled. 

 

4. CHANGES. This is a complete update to this Technical Operating Procedures (TOPs). 

When additional changes are necessary, they will be made by the Case Management 

Division at the NPFC.  They will appear as consecutively-numbered changes 

implemented by a NPFCNOTE. 

 

5. FORMS AND REPORTS.  NPFC has adopted the use of an electronic (Excel) workbook 

version of the CG-5136 form, now called e5136.  The paper version of this form 

(Pollution Incident Daily Resource Record – PIDRR) for Coast Guard use is no longer 

available from the NPFC. However, all contractors hired by a FOSC are still required to 

complete CG-5136E-1 through E-4 based on their Basic Ordering Agreement (BOA) 

with Shore Infrastructure Logistics Command (SILC).  These forms are still located on 

NPFC’s website and included in Enclosure (1), which can be locally reproduced. 

 

PIDRR Contractor Personnel (CG-5136E-1) 

PIDRR Contractor Equipment (CG-5136E-2) 

PIDRR Contractor/Subcontractor Materials (CG-5136E-3) 

PIDRR Contractor Short Form (CG-5136E-4) 

 

6. ACTION.  This Instruction and its provisions will be adhered to by all NPFC personnel. 

 

 

 

 

  WILLIAM R. GRAWE 

Director 

                            United States Coast Guard 

                                           National Pollution Funds Center 

 

Enclosure: (1) Technical Operating Procedures for Incident and Cost Documentation On 

FPN, CPN, and DPN Cases. 
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Request for Comments: 
 
The NPFC desires comments concerning these technical operating procedures. Please address 
comments to: 

Director (cm) 
National Pollution Funds Center 
U.S. Coast Guard Headquarters 
2703 Martin Luther King Jr. Avenue SE 
Washington, DC  20598-7605 
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INTRODUCTION 
 
A. This Technical Operating Procedures (TOPS) manual has been updated to reflect changes 
recommended from the field and improved business practices at the NPFC. This includes basic 
incident documentation requirements, ensuring responsible parties are identified and the source 
of this identification is documented in the IRAT, and all cost are clearly documented. The 
IRAT includes a Financial Summary Report, which should be submitted by the Coast Guard 
FOSC within 120 days after the removal activities are completed. EPA FOSCs must 
submit documentation in accordance with the EPA/NPFC MOU. When unusual circumstances 
prevent collecting all cost documentation, the FOSC should submit a partial report,  and 
forward remaining documentation to the NPFC Case Officer within an agreed-upon schedule. 

 
B. During the course of a removal operation, the FOSC should track expenses and project 
costs to facilitate judgments on proposed actions and additional funding. In response to 
numerous requests from field units, the enclosed procedures provide an effective method to 
maintain this system. NPFC Case Officers are available to address specific case questions that 
may not be covered in these procedures. In addition, NPFC can deploy a Case Officer, upon a 
request by the FOSC, when an incident’s financial matters exceeds FOSC capabilities. 

 
C. Any alternative documentation package requires NPFC review and approval prior to 
acceptance for use. All forms mentioned in this manual are available from the NPFC website 
at www.uscg.mil/npfc unless they are specified as no longer available. 

 
D. If you have specific questions, please contact the Regional Manager for your respective 
zone: 

 

 Northeast and Great Lakes 202-795-6088 
 Southeast and Caribbean 202-795-6069 
 Gulf Coast and Midwest 202-795-6067 
 West Coast 202-795-6073 

http://www.uscg.mil/npfc
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CHAPTER 1 – CEILING MANAGEMENT 
 

A. GENERAL.  The FOSC is the key individual responsible for financial management 
during incidents, whether oil, chemical, or disasters (ESF-10). The FOSC has a range of 
tools to help address this responsibility, but most important is the Finance Section Chief 
(FSC) who is designated through the Incident Command System (ICS) organization, 
which exists for every response.  The FSC may be from the local unit for a small incident 
or brought in from an Incident Management Assist Team (IMAT) for a larger incident. 
The FSC may also activate a Cost Unit Leader position who is responsible for tracking all 
costs associated with the incident. 

 
1. Ceiling management is not a difficult task to accomplish. The FOSC or his/her staff 

determine that a Federal Project Number (FPN) or CERCLA Project Number (CPN) 
must be opened to mitigate a pollution incident. During the request process through 
the Ceiling And Numbering Assignment Processing System (CANAPS) it must be 
determined if the response is for oil or a chemical.  There are two funding sources in 
CANAPS:  OSLTF (oil spill cases accessed by CG or EPA FOSCs) and CERCLA 
(for CG FOSCs that have a hazardous substance cases). An appropriate ceiling 
amount should be determined for the response based on anticipated obligations (direct 
costs against each fund accessed).  If it has been determined that oil and hazardous 
substances could be involved, then an FPN and CPN can be requested, one after the 
other for a specific ceiling amount. This just doubles the FSC’s workload by keeping 
the costs segregated between the two responses that are running concurrently.  The 
CANAPS initial screen looks like the screen shot below: 

 

 

 
2. Once you request a project through CANAPS (CG or EPA), a C2OIX message will 

be sent to the unit stating the unit has opened a federal project for a specific ceiling 
amount.  In addition, an e-mail message is sent to the designated NPFC Regional 
Manager.  An example of the C2OIX message is shown below: 
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Example of CANAPs message via C2OIX (information in red are important financial information): 

 
Generated by OIX Gateway Norfolk VA. PTTUZYUW RHOIAAAOOO1 3551118-UUUU—RHSSSUU. 
ZNR UUUUU 

P 210152 DEC 15 
FM COGARD NPFC WASHINGTON DC 

TO COMCOGARD SECTOR ANCHORAGE AK 

INFO COGARD NATIONAL RESPONSE CENTER WASHINGTON DC 

CCCGDSEVETEEN JUNEAU AK//DR/DRM/DMF// 

COGARD PST SAN FRANCISCO CA 

COGARD SILC NORFOLK VA//PCB1// 

COMDT COGARD WASHINGTON DC//CG-533// 

BT 

UNCLAS //N16465// 

SUBJ: FPN NOTFICATION F/V NIRVANA – J16005 

1. FPN ISSUED FOR THIS RESPONSE IS J16005. 

2. AUTHORIZED CEILING: $12,000. 

3. PROJECT DATES: 

A. INCIDENT DATE: 20 DEC 2015. 

B. FOSC ACTION COMMENCE DATE: 20 DEC 2015. 

C. DATE PROJECT CREATED: 20 DEC 2015. 

4. INCIDENT LOCATION: BOBBY STORRES BOAT HARBOR, AK. 

5. BODY OF WATER: UNALASKA BAY. 

6. SUSPECTED SOURCE: VESSEL NON-COFR. 

7. ESTIMATED QUANTITY OF OIL DISCHARGED: 10 GALLONS. 

8. FOSC DETERMINATION OF SUBSTANTIAL THREAT: Y. 

9. DESCRIPTION OF SUBSTANTIAL THREAT: THE VESSEL IS PUMPING OILY BILDGE WATER OVERBOARD. 

10. EST POTENTIAL QUANTITY THAT COULD BE DISCHARGED: N/A. 

11. PROJECT LONG NAME: F/V NIRVANA DISCHARGING OIL. 

12. INCIDENT DESCRIPTION: BILGE DISCHARGE. 

13. NPFC POINT OF CONTACT: 

A. NAME: MR. GREGORY BUIE. 

B. PHONE: (202) 795-6073. 

C. CELL PHONE: (202) 494-9091. 

D. FAX: (202) 372-8397. 

E. EMAIL: GREGORY.W.BUIE@USCG.MIL. 

14. FOSC POINT OF CONTACT: 

A. NAME: MST1 MICHAEL SALVIATI. 

B. PHONE: (907) 395-1575. 

C. FAX: (907) 581-3468. 

D. EMAIL: N/A. 

15. CAS ACCOUNTING STRING: 2/J/SZ/117/95/0/J16005/37380/XXXX, WHERE XXXX IS OBJECT CLASS. 

16. DOCUMENT CONTROL NUMBER: DD/16/35/6/J/YH/YYY. WHERE DD IS THE DOCUMENT TYPE AND YYY IS THE UNIT SEQUENCE NUMBER. 

17. UNIT FOSC/FOSCR ARE TO NOTIFY THEIR ADMIN AND SUPPLY/FINC PERSONNEL OF THIS MSG TO ENSURE THAT THE APPROPRIATE PERSONNEL HAVE ACCESS TO 

THE ACCOUNTING STRING WITHIN THE CG FINANCIAL SYSTEM. 

18. FOLLOW NPFC TOPS FOR FUND MANAGEMENT, CEILING MANAGEMENT, AND RESOURCE DOCUMENTATION. 

19. POLREPS: 

A. ON ALL POLREPS FOR THIS CASE, FOSC MUST INCLUDE COMCOGARD NPFC, COGARD FINCEN (OGQ), COGARD NSFCC, AND COGARD SILC NORFOLK VA//PCB- 

1// AS INFO ADDRESSEES. 

B. INCLUDE AUTHORIZED CEILING AND DAILY COST DATA IN POLREPS. 

20. CONTRACTING INFO: 

A. IF HIRING A CONTRACTOR UNDER A BOA, ENSURE AN ATP (AUTHORIZATION TO PROCEED) MESSAGE IS ISSUED. OTHERWISE, IF OTHER CONTRACTING 

SUPPORT IS REQUIRED, CONTACT SILC. CERTIFY CONTRACTOR INVOICES IAW SILC PROCEDURES. CONTACT SILC IF QUESTIONS ARISE. 

21. ALL PRFAS SHOULD BE OBLIGATED IN FPD BY THE UNIT. FORWARD PRFAS, THEIR CERTIFIED INVOICES, AND SUPPORTING COST DOCUMENTATION TO THE NPFC 

POC NOTED ABOVE. 

22. ALL OBIGATIONS COMPLETED BY THE UNIT (I.E., PURCHASE ORDERS) WILL BE PAID BY THE FINANCE CENTER. ENTER OBLIGATIONS IN FPD. FORWARD CERTIFIED 

INVOICES IAW STANDARD PROCEDURES TO THE FINANCE CENTER. 

23. THIS MESSAGE WAS AUTOMATICALLY GENERATED BY THE CANAPS SYSTEM. 

24. CIMS_EMAIL FPN: J16005 TYPE: CEILING AUTHORIZATION. 

25. CANAPS ID 210152Z DEC 15. 

BT 

#0001 

NNNN 

mailto:GREGORY.W.BUIE@USCG.MIL
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3. Ceiling management begins with the information in red in the C2OIX message 
on the previous page.  It is akin to keeping a checkbook or couple of checkbooks, 
one for each funding stream you may be using.  This checkbook must be reconciled 
and checked regularly to ensure you do not spend more than you have been provided. 
The reconciliation process must be done concurrently (if more than one project is 
open) as often as possible to keep abreast of all the financial transactions during the 
response.  The next section below describes two processes that should be incorporated 
in our standard operating procedures for reconciling your costs on a response.  This is 
a best practice for reconciling your checkbook on a weekly basis. 

Part -1 Reconciling Ledgers Between FPD and PES Reports. 
 

a. There are two financial systems employed during a response. The first 
involves comparing the FPD ledger to the PES reports from the FINCEN. 
The Sector serving as the FOSC is the designated Program Element 
Manager for those funds assigned to the response/incident.  The FSC and/or 
Cost Unit Leader (with assistance from a FOSCR) are responsible to ensure 
that incident accounts are appropriately reconciled as required by 
COMDTINST M7100.3 (series) Financial Resources Management 
Manual (FRMM). 

 
b.   The unit requesting funds should ensure that the individual who will be 

responsible for reconciling these accounts has access to each account in 
FPD, and ensuring that the reconciler is an authorized reconciler on the Unit 
UAP.  The process of reconciling these cases is no different than reconciling 
the unit’s OE account.  It is imperative, however, that the reconciler 
communicates with the FSC/Cost Unit Leader (and FOSCR) in order to 
ensure that transactions hitting the account are valid. 

 
c. Weekly PES reconciliation is required for these accounts to ensure FPD and CAS 

are in agreement. PES reports are generated when there is activity within an 
account. Once the incident is closed and existing transactions have processed, 
NPFC will execute an FTA pulling any remaining planned amount balance back 
into the Emergency Fund. NPFC will coordinate with FINCEN to close the cost 
center disabling the ability to create new obligations. Although the account will not 
“go away”, PES reports will not be generated as long as there aren’t any new 
transactions hitting against the account. 

Part -2 - Reconciling Between FPD/CAS/PES and 5136. 
 

a. The Cost Unit Leader will be capturing all the obligations against the ceiling 
in an excel workbook called e5136.  As the step above is being done, this 
information should be compared against FPD CAS and PES reports on a 
weekly basis to ensure all obligations executed on a project are captured and 
all databases are in agreement.  If this is done, you should have an almost 
perfect record of all the transactions (obligations) for each project initiated. 

 
b. The e5136 is the official financial record for the response, but the official 

financial record for the Coast Guard is CAS and they should match for each 
project.  An example of the Project Summary Page from the e5136 is shown 
on page 17 of this chapter.  Note all the different types of obligations (called 
“Direct Costs”) that can be generated on a response. Direct costs change 
the balance of the ceiling.  All other costs (e.g. personnel, boats, aircraft, 
cutters) are called “Indirect Costs”. For more detailed explanation of the 
complete e5136 workbook, see Chapter 4 in this TOP. 
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B. CERCLA CEILING MANAGEMENT.  CERCLA ceiling management is not any 
different from what is described above, except for one technical requirement that must be 
done. CERCLA fund use requires the FSC and/or Cost Unit Leader (or designated person 
from the unit) to perform pipeline certification of the project funds. The documents for 
this are to be retained in unit files for audit purposes. This requirement is accomplished 
using USCG CFO Web Tools/Pipeline Certification Tool (PCT): http://cfotools/pdt. In 
addition, CG-83 may send out ALCGFINANCE messages for meeting specific pipeline 
certification requirements. Some general comments are provided below: 

 

 Pipeline definition – all legal obligations not yet recorded in the financial system of record 
at the quarter or fiscal year-end. Obligations included in the pipeline are Program Element 
Status (PES) errors, Transaction Not Yet On PES (TNYOP), and any manual entry into the 
Pipeline Certification Tool (PCT). 

 Pipeline is the difference between CAS and FPD total spending, calculated as TYNOP 
minus PES errors plus manual entries. 

 All financial obligations for selected appropriations (e.g. CERCLA) must be certified at the 
end of each quarter of the fiscal year except the first quarter. 

 The Pipeline Certification Tool (PCT) is used to certify accounts to FPD or CAS, as 
determined by the Appropriation Managers. 

 
C. DISASTER FUNDS FOR STAFFORD ACT INCIDENTS.  Often, Coast Guard units 

may be involved with supporting Emergency Support Function #10 – Oil and Hazardous 
Materials Response Annex from the National Response Framework (NRF). Financial 
guidance will be provided to the field units from messages sent out by Coast Guard 
Headquarters (CG-8), Area, District, and the NPFC.  In addition, listed below are several 
Commandant Instructions that should be consulted and/or reviewed by the FSC: 

 
 COMDTINST 3006.1 – Federal Emergency Management Agency (FEMA) Mission 

Assignments: Operational Acceptance and Execution, dtd August 13, 2012. 
 COMDTINST M7100.3 (series), Financial Resources Management Manual (FRMM), 

Section 5.6.7.8 – FEMA Mission Assignments. 
 COMDT (CG-CPE) Memo, dtd August 2, 2012 – FEMA Pre-Scripted Mission 

Assignments Catalog. 
 COMDTINST 3025.1 – USCG Emergency Preparedness Liaison Officer (EPLO) Program, 

dtd September 30, 2009 
 COMDTINST 5400.1A – Obtaining Personnel Resources To Meet Surge Requirements, 

dtd March 22, 2012. 
 COMDTINST 16000.22 – Coast Guard Connectivity to the National Response Framework 

(NRF), dtd November 9, 2009. 
 MER Policy letter 04-13, ESF-10 Guidance for Disaster Response, dtd May 13, 2013. 

 
D. POLLUTION REPORTS AND CEILING MANAGEMENT.  All POLREPs (SITREP- 

POL) and other messages related to an incident once OPA or CERCLA funds have been 
accessed shall include the NPFC, FINCEN, and SILC contracting as info addressees, in 
addition to current reporting requirements. 

 
 Upon notification by the FOSC that no funding has been expended against an FPN or CPN 

for response/removal activities, the FOSC cancels the FPN or CPN via CANAPS and the 
ceiling amount will be reduced to zero. 

 
 The FOSC ensures that obligations from the Fund remain within the ceiling and, if 

necessary, promptly requests increased ceilings through CANAPS. 

http://cfotools/pdt
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 Reporting cost information in the POLREPS can be done as the FOSC desires to convey 
this information.  However, the NPFC would like to see the minimum shown below: 

 

o Current Ceiling of Project: $0.00 

o Direct Costs (Obligations): $0.00 

o Indirect Costs: 
 

o Ceiling Balance: 

$0.00 
 

$0.00 (current ceiling minus direct costs only) 
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Example Showing Ceiling Adjustment using Project Summary Page of e5136 Workbook. 
 

  
 

 
 

 
 

 

 

 

 

 

 

 

 

 

Project 

Ceiling! 

 

 

 

 

 

 

 

 
Obligations are 

summarized 

here for the 

overall project. 

These values 

are subtracted 

from Ceiling 

amount above. 

 

 

 
 

 

 
 

 

 
 

 

 
 

Remaining 

Project 

Ceiling. 
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CHAPTER 2 – INCIDENT TYPING CHARACTERISTICS & DOCUMENTATION 
FLOW 

 
A. Starting with its commissioning in 1991, NPFC has used a basic incident classification 

system based primarily on dollar thresholds and other agency participation. 
 

 Level I – Routine incidents which represented approximately 85% of all oil spill 
incidents, removal costs did not exceed $50,000.00, and was localized and completed in 
less than two weeks. 

 
 Level II – Moderate complex incidents represented approimately10% of all oil spill 

incidents, removal costs were between $50,000.00 and $200,000.00 and external 
resources were mobilized and lasted more than two weeks. 

 
 Level III – Significantly complex which represented 5% of all oil spill incidents, 

removal costs exceeded $200,000.00 and multiple agency resources were utilized at 
several locations. 

 
B. The U.S. Coast Guard adopted the Incident Command System (ICS) as the all-hazard, all- 

risk incident management system in 1998.  In 2004, the Coast Guard adopted the National 
Incident Management System (NIMS), which included ICS as one of the five components 
of NIMS.  The NIMS includes a core set of concepts, principles, and terminology to 
provide for interoperability and capability among Federal, State, local, tribal, and private 
sector capabilities.  One of the components of NIMS is the definitive typing of incidents, 
using a Five Tier description as described on the next page. The NPFC is now using this 
incident typing to describe the documentation requirements.  The documentation 
requirements are the same for a Type 5 incident through a Type 1 incident, except the 
amount of documentation has expanded significantly with the larger class incident. 
Documentation from all resources is submitted to the FOSC as often as practicable (daily 
if possible) until final removal activities are completed. The Typing Characteristics are 
provided in the table on the next page. 

 
C. The FOSC is considered to be the best judge of the factors involved in an event and is 

expected to meet the level of documentation appropriate for the circumstances as 
described in the table on the next page.  To help the FOSC staff meet NPFC’s data 
requirements, several job aids and checklists were created to facilitate the documentation 
requirements.  Pages 23 through 35 have job aids field personnel can use to ensure they 
address all of NPFC’s documentation requirements. 
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The Case/Cost Documentation Checklist was developed at the request of field personnel to ensure 
they include all relevant documentation upon completion of all removal activities. The FOSC’s staff 
should use this checklist as a guide before submitting the Incident Documentation to the NPFC. This 
checklist is available on the NPFC’s website at:  http://www.uscg.mil/npfc. 

 

 
 

 

http://www.uscg.mil/npfc
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The FOSC Financial Management Checklist was developed to address all incident documentation and 
cost documentation issues from a “cradle to grave” perspective, regardless if it is an FPN, CPN, or   
DPN case. If unique circumstances are encountered, e.g., cases involving a DPN, specific guidance will 
be conveyed by the assigned NPFC Case Officer. This checklist does not address DPN responses, but 
the information in the checklist can be used to collect baseline information until subsequent guidance is 
provided. This checklist is located on the NPFC’s website: http://www.uscg.mil/npfc. 

 

Page 1. 
 

 

 
 

 

http://www.uscg.mil/npfc
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CHAPTER 3 – INCIDENT REPORT AND TRANSMITTAL (IRAT) 
 
A. The Incident Report and Transmittal serves two purposes:  (1) it provides necessary 

incident documentation on the pollution incident, and (2) it serves as a transmittal form to 
forward the FOSC’s Financial Summary Report to the NPFC. 

 

B. The Financial Summary Report is a component of the IRAT.  It consists of all the financial 
information compiled on the response. The Case/Cost Documentation Checklist and the FOSC 
Financial Management Checklist (discussed in Chapter 2) are the best practice tools to ensure all 
documentation is captured on a response. Examples of information that would be included are: 

 
 e5136 workbook for the response, which includes the Project Summary, Daily Summary, 

and Individual Dailies: 
o ALMIS data for boats, cutters and aircraft. 
o Documentation supporting any purchases (whether credit card or Purchase Order). 
o TONO’s (Travel Order Number) & TVS’s (Travel Voucher Summary). 

 All contractor documents: 
o OF-347. 
o Contractor’s Invoice (with FOSC’s certification stamped on it). 
o Dailies supporting contractor’s invoice. 
o ATP (Authorization to Proceed) message to SILC. 
o ATP (Authorization to Proceed) form to contractor. 

 PRFA (Pollution Removal Funding Authorization) documents: 
o PRFA (with FOSC endorsement of reimbursement). 
o Scope of Work. 
o Agency Billing. 
o Documentation supporting billing. 
o SF-1080 or SF1081. 

C. Unit Abbreviated IRAT/Financial Summary Reports. The NPFC has allowed minimal 
documentation from the FOSC’s in the past, but this is no longer allowed because of internal 
controls and audits at the National Pollution Funds Center.  Consulting with your respective 
Regional Manager may allow a deviation from this on selective cases. 

 

D. Unit out-of-pocket expenses.  A Coast Guard unit should never incur out-of-pocket expenses on 
a response.  Once a report of an oil or hazardous substance spill is received, an FPN or CPN should 
be opened to cover any direct costs.  If for some unforeseen reason, the unit incurs expenses using 
unit funds, the Response Department Head should contact the NPFC Regional Manager for 
guidance. This is usually corrected by initiating a “PES Error” to the Finance Center. But at the 
minimum, the same detail of “cradle to grave” financial documentation is required as described in 
this chapter.  The CG unit should also consult the NPFC TOPS for Determining Removal  
Costs Under The Oil Pollution Act of 1990 located on the NPFC’s website. 

 

E. Report Due Dates. The FOSC should prepare and submit this report and appropriate enclosures  
within 120 days after completion of removal activities. Anytime a response is expected to last 
for an extended period of time (90 days or more), interim reports should be submitted at 30 day 
intervals or as required by the NPFC Regional Manager. EPA documentation is submitted in 
accordance with the NPFC/EPA MOU. 
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F. How To Complete Page 1 – IRAT. 

1. Instructions on completing Page 1. 
 Date:  Insert the date report is completed. 
 From: Insert the unit’s name. 
 To:  Director, National Pollution Funds Center. 
 Subj:  Insert the FPN/CPN/DPN. 

 

2. Incident Information. 
 FPN/CPN/DPN:  Insert the Federal, CERCLA, or Disaster Project Number. 
 MISLE Information: Enter the “Case Number” and/or “Activity Number”. 
 Date of Incident:  Insert the date the incident occurred, was reported, or discovered. 
 Date of OPA/CERCLA/Disaster Actions Started: Insert the date unit commenced 

operations. 
 Date of OPA/CERCLA/Disaster Actions Completed:  Insert the date unit concluded 

removal operations. 
 Location of Incident:  Provide the location of the incident, for example, insert the St. 

Lawrence River, off Alexandria Bay, New York. 
 Material Involved:  Insert the type of oil(s) or hazardous substance(s) discharged or 

that posed a substantial threat of discharge. 
 Quantity Discharged:  Insert the amount of oil or hazardous substance discharged 

(best estimate). 
 Was There A Substantial Threat:  Check the appropriate block. 
 Water or Resource Affected: Enter the body of water affected by the discharge. 
 Primary Unit Contact and phone number: Insert the name of person designated 

with the responsibility to complete documentation. 
 

3. Financial Information. 
 Total Authorized Ceiling: Insert the dollar amount of the final removal ceiling for 

this incident. 
 Total CG Direct Costs:  Insert the total dollar amount of all Coast Guard obligations 

(contractors, PRFAs, purchases, TONOs, etc.). If these obligations are closed out 
(UDO’s), then the true costs should be reported. 

 Total CG Indirect Costs: Insert the total dollar amount of all CG resources 
(personnel, boats, aircraft, and cutters). 

 

4. Source Designation. 
 Has Source Been Identified:  Check the appropriate block. 
 Has Source Been Designated:  Before checking this item, coordinate with the NPFC 

Case Officer.  Checking this block means a Notice of Designation was issued for the 
RP to meet all the advertisement for claims requirements. 

 

5. Signature Block. 
 Submitted By:  Signature of person completing report. 
 Approved By: Signature of Federal On-Scene Coordinator (FOSC) or his/her 

designated representative. 
 

6. Enclosures. 
 Complete as appropriate: List all other applicable enclosures attached to this report. 
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Page 1 of IRAT. 

 

 

 
 



Page 41 of 124 Version July 18, 2016  

G. How To Complete Page 2 – Source Information. 
 

1. Identification – Vessel.  Complete this section when the source of the discharge is a vessel. 
The FOSC is required to collect as much information on the owner/operator of the source of the 
discharge to support liability determination efforts. 

 Vessel Name:  Insert the name of the vessel involved in the incident. 
 Flag/Nationality:  Insert the legal flag of the vessel involved. 
 Official Number/Call Sign/State Number:  Insert the official number, call sign, or the 

state number of a vessel involved in an incident. 
 Gross Tons:  Insert the gross tonnage of a vessel (if applicable). 
 Home Port:  Insert the official home port of the vessel. 
 Type of Vessel:  Insert the type of vessel (e.g., fishing vessel, tank vessel, freight 

vessel, or pleasure craft). 
 Master’s Name:  Insert the name of the Master of the vessel, or on small vessels, the 

name of the person operating the vessel (if applicable). 
 Source Identified: If you have identified the source of the discharge, check “yes”. 

This is usually followed by the Pollution Investigator issuing a Notice of Federal 
Interest (NOFI) to the owner of the source.  If the source has not been identified, check 
“no”.  Occasionally, this is delayed until the Marine Safety Lab (MSL) finalizes the oil 
sample analysis (if applicable). 

 U.S. Agent:  For commercial vessels having an agent in port, insert the name of the 
agency. 

 Address:  Insert the complete address of the local agent. 
 Contact:  Insert the name of the contact at the U.S. agency office. 

2. Identification – Facility. Complete this section when the source of the discharge is a facility. 
 Facility Name:  Insert the complete legal name for the facility (e.g., ABC Facility at 

Bayway, NJ). 
 Facility Address: Insert the complete mailing street address of the facility. 
 Type of Facility:  Insert the type of facility (i.e., tank storage, gas station, or private 

home). 
 Source Identified:  Check the appropriate block. 

3. Responsible Parties. (Owner and Operator.  Can be an individual, company, or both.  Each 
may be represented by an Insurance Company or other parties). 

 Company Name: Insert the name of the company that owns, operates, or insures the 
facility or vessel. If the owner is a private individual, insert their name. 

 Company Address:  Insert the complete address on record for the owner, operator, or 
insurer. 

 Contact Name:  Insert the name of the person at the company with whom you have 
made contact. 

 Contact Phone Number: Insert the contact person’s phone number. 
 Notice of Designation: The Pollution Responder/FOSCR must coordinate with the 

NPFC Case Office for any Notice of Designation issues. This applies to all the sections 
below. 

 Notified of Designation:  If the owner, operator, or insurer was notified of the need to 
advertise for claims, check “yes”. 

 Date Notified:  Insert the date of the letter providing notification. 
 Accepted Designation:  If the owner, operator, or insurer formally accepted 

designation as a source, check “yes”.  If the owner either rejected designation, or 
simply did not reply to designation, check “no”. 

 Rejected Designation:  Party formally rejected designation as a source, check “yes”. 
If the owner either accepted designation or simply did not reply to designation, check 
“no”. 

 Advertised:  Party advertised in accordance with instruction given to him in the 
designation letter, check “yes”. If the owner did not advertise, or if the advertisement 
was not in accordance with the instructions given, check “no”. Provide copy of Ad’s. 
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Page 2 of IRAT. 
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H. How To Complete Page 3 – Contractors. 
 

1. Complete one page for each contractor involved in the pollution incident.  Attach copy of 
certified contractor’s invoice. 

 
 Company: List the name of the company that was hired to assist and operate in 

removal activities under the direction of the FOSC. 
 Address:  List the formal address of the company. 
 Contact:  Provide the name of the person with whom the FOSC or staff dealt with on- 

scene. 
 Telephone:  Provide the contact person’s telephone number. 
 Authorized Ceiling Amount:  Provide the total ceiling amount the FOSC authorized 

for the contractor’s activity. 
 Contract Number: This is the document control number (DCN), normally the 

purchase order number assigned for the specific job under a BOA Contract (i.e., 
24/16/84/6/V/XN/024).  It is not the BOA contract number. 

 Primary Function:  Provide a brief description of the activities this contractor 
provided.  For example: “conducted general cleanup operations.” An example of one 
that might be somewhat different would be “provided disposal services in accordance 
with RCRA.” This section does not need to be completed for subcontractors, only for 
the primary contractors. 

 

2. Use this cover page for each contractor hired on a project. 
 

3. All Coast Guard vendors shall be registered in the System for Award Management (SAMS) 
to receive payments (see http://www.sam.gov).  SAM is a Federal government owned and 
operated free web site. 

 
4. The Data Universal Numbering System (DUNS) number is the primary identifier in SAMS. 

Contractors are identified in SAMS by the DUNS number, therefore, to facilitate payment, the 
contractor must ensure the DUNS number is recorded on any invoice submitted to the U.S. 
Coast Guard. 

http://www.sam.gov/
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Page 3 of IRAT. 
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I. How To Complete Page 4 – Other Government Agencies (OGAs). 
 

1. Complete one page for each agency involved in the pollution incident. Attach this page to each 
Pollution Removal Funding Authorization as a cover page. 

 

 Agency:  Provide the name of the agencies involved. For example, U.S. Environmental 
Protection Agency, Commonwealth of Massachusetts Department of Environmental 
Protection, etc. 

 Unit:  Provide the particular part or subunit that was involved in the operations.  For 
example, Region III Emergency Response Team, Bayonne State Response Unit, etc. 

 Address:  Provide the address of the unit responding. 
 Contact:  Provide the name of the person with whom the FOSC or his staff dealt with at 

that agency. 
 Telephone:  Provide the telephone number of the contact. 
 Authorized Ceiling Amount:  Insert the total ceiling authorized to this agency for its 

activities in removal operations. 
 Comments:  Provide explanatory comments, as necessary, so that the case team and 

subsequent parties involved understand the relationship of this agency to the removal effort. 
 

2. Each State or Local agency needs to submit an SF-1080 with their reimbursement request. 
Each Federal agency needs to submit an SF-1081 with their reimbursement request. Each 
agency must also provide the following financial information (see also Chapter 7 in this TOP): 

 Federal agencies: 
o Agency Location Code (ALC). 
o Tax ID Number. 
o DUNS. 
o Treasury Account Symbol (TAS). 
o Must be registered in SAMS. 

 State and Local agencies: 
o Tax ID number. 
o DUNS. 
o Must be registered in SAMS. 

3. All Coast Guard vendors (including other government agencies) shall be registed in the System 
for Award Management (SAMS) to receive payments (see http://www.sam.gov). SAM is a 
Federal government owned and operated free web site. 

 
4. The Data Universal Numbering System (DUNS) number is the primary identifier in SAMS. 

All government agencies and contractors are identified in SAMS by the DUNS number, 
therefore, to facilitate payment, the government agency or contractor must ensure the DUNS 
number is recorded on any invoice submitted to the U.S. Coast Guard. 

http://www.sam.gov/
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Page 4 of IRAT. 
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J. How To Complete Page 5 – Key Parties. 
 

1. This section is provided so that other people, who did not work directly for the FOSC, but were 
involved in removal efforts, can be identified. Examples of this type of entity would be 
witnesses to the removal effort; state and local agencies that assisted, but did not request 
funding; and private individuals or voluntary organizations that assisted, and did not request 
funding. 

 

 Person/Agency/Company:  Provide the appropriate entry. 
 Address:  Provide the complete address of the person/agency/company noted. 
 Contact:  For an agency or company, provide the name of the person with whom the FOSC 

or his staff dealt with during the incident. 
 Telephone:  Provide the contact person’s number. 
 Relationship To Case:  Describe what effect this person had on the removal efforts, and 

what the relationship of this person/agency/company is to the removal activity. 
 

2. Use as many pages as needed. 
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Page 5 of IRAT. 
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Chapter 4 

Electronic 5136 Workbook Job Aid 
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National Pollution Funds Center Job Aid For Completing The Electronic 5136 Workbook. 
 

The electronic version of the CG-5136 form was developed in the early 1990’s as a workbook in Excel 
to help expedite data entry at the field level.  It is being referred to as the e5136 workbook.  There are 
two versions in use: a 7-day schedule and a 31 day schedule. It is extremely important that accuracy 
is used when entering information in this workbook. Parts of this workbook are password protected 
to prevent the formulas from being inadvertently compromised. It has been adopted for use on any type 
of incident, not just oil or hazardous substances spills. This workbook is made up of three parts: 

 Project Summary Page 
 Daily Summary Page 
 Individual Daily Page. 

 
Page 50 through 55 show what a full day of information would look like when printed.  Starting on page 
55 is a more detailed discussion on each section of the workbook.  Note that the example used in this  
job aid is a full 31-day record and the ceiling is $25 million dollars, so you can see that accuracy and 
timeliness are a necessity when tracking these kinds of costs. These workbooks can be found on 
NPFC’s website at:  http://www/uscg/mil/npfc. 

 

Project Summary Page. 

 

 
 

 

http://www/uscg/mil/npfc
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Daily Summary Page (This page should be printed on 8x14 paper or two pages of 8x11 or hide unused 
columns). 
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Continuation from previous page. 
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These 

EMPLIDS are 

only 

examples! 

 

Individual Daily (requires three pages when printed, if all the sections are utilized. If some sections are 
not being used, they can be hidden (excel feature) to cut down on pages printed). 

 
 

 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

These 

EMPLIDS are 

only 

examples! 
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Continuation of previous page. 
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Continuation of previous page. 
 
 

 
 
 

CG-5136 Electronic Workbook – In Detail 
 

Project Summary Page. 
 

This page summarizes the costs compiled over a period of time and is made up of three parts. 

 Current Periods Totals. 
 Daily Burn Rate. 
 Overall Estimated Total Project. 

 

This part only requires the following information to be entered: 

 Federal Project Number. 
 Name of the Case. 
 Current Period. 
 FPN Ceiling Amount Authorized. 

 

Please note that the ceiling at the top only reflects a ceiling for the “direct expenses” (obligations) 
against this project. The first block of totals are indirect (non-obligation) Coast Guard costs for the 
Incident Command’s information, and do not factor into the ceiling. The next block of numbers 
represent the Coast Guard direct expenses (actual obligations entered in FPD) which are factored into 
the ceiling amount. 
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Note: Two important numbers are listed in this section.  They are the FPN Ceiling at the top and the  
Ceiling Remaining at the bottom. It is important that you note the Coast Guard indirect costs are  
provided and made available here for the Incident Commander (IC) to have a clear financial picture of 
all the costs associated with this incident, but only the direct costs affect the FPN Ceiling.  

 

 
 

Daily Burn Rate: 
 

This section is probably the most important piece of information for the Incident Commander.  This 
particular section allows the Cost Unit Leader (COST) or the Finance Section Chief (FSC) to look at 
projected costs using a number of different factors. The formulas are protected and should not be 
adjusted. There are three burn rates provided: 

 
 The first two are used by NPFC to reflect both direct (obligations) and indirect costs –burn 

rates. 
 The third burn rate is most important to the IC, because it captures all costs (both direct and 

indirect) and provides an overall burn rate (see note on the next page). In the example below, it 
was estimated that this response would last 30+ days. The daily direct costs – burn rate is 
approximately $13,040.86/per day (with a 14-day obligation period of performance) and the 
indirect costs – burn rate is $833,223.69/per day (based on the first days of CG cost information 
being captured). This is just an example emphasizing that the numbers in this section will 
change drastically as time progresses (reconciling along the way) making the projections more 
accurate. 
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As each day of indirect costs is captured, this will change the burn rate up or down over time. The last 
figure combines both direct and indirect burn rates for an overall burn rate per day.  This number can 
change dramatically when resources are demobilized or additional resources are brought in for extended 
periods of time. See Estimated Total Project Cost at the bottom of this section that calculates an overall 
estimated project cost, based on expected duration of the response.  Of course, this is “only an estimate” 
based on current information and will change as obligations/expenditures are reconciled or periods of 
performance are adjusted. 

 
Note:  Incident Commanders and NPFC Management like to view burn rates in different views. To  
accommodate both parties, a separate burn rate is provided as described below (yellow shaded rows). 
Any adjustments to these cell should be done with caution. IC’s can be very savvy when it comes to 
financial information. Make sure you provide what the Incident Command or Finance Section Chief 

 

wants to see. Remember, be careful about information you provide, because it can be easily  
misinterpreted.  

 

 

 
 

Estimated Total Project: 
 

This estimate is a good gauge for the Incident Commander to use when briefing various audiences on 
overall estimated costs. This figure should also be used cautiously, because it can change significantly 
over time.  As you can see by this example, the total project cost is only an estimate, but can be an 
attractive number for upper management, and the more accurate this number is, the more informed 
management’s decisions will be. 
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Daily Summary Page. 
 

The next two pages show the Daily Summary Page in full form. It requires printing using 8 x 14 paper 
or hiding columns not being used. The most important component of this section is it requires no  
manual entries because it summarizes (brings up) all financial subtotals from the Individual Dailies 
and brings down information from the Project Summary Page.  This page is password protected and 
should only be unlocked to enter information in the yellow rows for continuous data information on 
cases beyond 30 days.  The first seven columns are summarized as the total Coast Guard Daily Indirect 
Costs. The next eight columns summarize the total Coast Guard Direct Costs. The total between 
Indirect and Direct costs are summarized in the very last column called Daily Totals. 
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Continuation of Daily Summary Page. 
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This section and page is now considered “Sensitive Personal Identification Information “SPII” 
and must be handled in accordance with current Coast Guard policies (ALCOAST 420/12 – 
DTG 201114Z SEP 12). This workbook requires that individuals be identified by their 
Employee Identification Number (EMPLID).   See sample EMPLID’s in this document.  DO 
NOT REMOVE THE SPII LOGO from this page. 

As stated earlier, this section of the workbook requires very little maintenance or adjustment because it 
collects information elsewhere in the workbook. An important piece of information is found on this 
page when your response lasts longer than 30 days.  At the top of the page is a yellow row that is 
completely blank if this is the first 30-day period. At the bottom of this page, another yellow row exists 
with all the subtotals of each column heading.  To maintain a continuous record of all costs, you will 
need to copy the information from the row at the bottom onto another workbook for the second 30-day 
period. In this new workbook, you will unprotect this page and enter the subtotals you just copied down 
into the yellow row at the top of the new workbook.  Once this is accomplished, you will password 
protect this page.  As you enter new information for day 31 and beyond in this workbook, the subtotals 
at the bottom of the workbook will add both the previous totals (from top yellow row) plus all new 
entries for the next 30-day period. You then repeat this process at 60, 90, and 120 day periods or until 
completed.  If you have problems, please contact your assigned Case Officer at the NPFC. 

 

Individual Daily Sheet. 
 

 
trap – garbage in – garbage out). 
section explains how information 

(remember not to fall into a common 
. This 

into each category and several pull-down menus 
that the Cost Unit Leader (COST) or Finance Section Chief (FSC) can select from to document the 
correct data elements. 

 

Response Personnel Information. 
 

 Note that the FOSC (Incident Commander) signature or FOSCR (his/her designated 
representative) signs each daily. 

 
 Enter the correct date in the date field, which rolls up to the Daily Summary Page mentioned 

above. 

 Enter the names in for the format shown: 
o Hildebrand, Robert N., GS-13 
o The Paygrade Column provided a pull down menu to select the proper pay-grade of the 

individual. The standard rate for the selected pay-grade automatically fills in and 
calculates the daily total. 

o The Duty Column should identify the ICS Position this person filled during the 
response.  Some “M” type titles are still recognized, but ICS positions should be used 
for all entries. 

o The Coast Guard Personnel Costs are summarized on the Daily Summary Page. 
 












This is the heart and soul of the cost documentation workbook  
 It is very important that accurate information is captured 

should be entered  
 

Transmitting 5136 workbooks to the NPFC Case Officer. Because this is now a SPII  
document when the EMPLIDS are entered, it must be protected from disclosure during the  
response and must be transmitted via password protected file or encrypted before sending over  
general CG e-mail system. Units can coordinate with their assigned Case Officer to use  
AMRDEC SAFE (Safe Access File Exchange) at  
https://safe.armdec.army.mil/safe/Default.aspx.  SAFE is designed to provide AMRDEC and its 
customers an alternative way to send files other than via email. SAFE support file sizes up to 2 
GB or 25 files or both. This system is relatively simple to use and a guide is found on the  
website for first time users . 
 

https://safe.armdec.army.mil/safe/Default.aspx
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










Coast Guard Boats, Cutter, and Aircraft Information. 
 

This section captures Coast Guard Boats, Cutters, and Aircraft used during the response.  Please  
identify the frame or hull number of the Coast Guard asset. The columns displayed on the next page are 
pretty much self-explanatory.  It is important to record the boat number, cutter name and/or hull number, 
and aircraft frame number as indicated in this example. 

 
Each of these assets record operational information in ALMIS (Asset Logistics Management 
Information System) and a user needs authorized access to obtain information from this database.  You 
should print-out the applicable abstract information or Electronic Aircraft Log (EAL, formerly called a 
“Bluesheet”) or Electronic Asset Log for each resource (aircraft, cutter, or boat) recorded in the 
workbook.  Note the box at the end of each section, reminding you to check ALMIS (and acknowledge 
you did).  If you said “yes”, this means you printed it out and included it with the daily. 

 
 

 
 

































These EMPLIDS 

are only 

examples! 
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Coast Guard Response Equipment Information. 
 

This section captures all Coast Guard response equipment that may have been used during the response. 
This list is “incomplete” because it does not include a lot of strike team equipment that will be added 
after HQs and the program managers determine a standard rate for all the equipment. If something is 
used and not in the list, make a note of it in your file and send to NPFC, and try to capture the hours of 
use in a log. 

 

 
 

USCG Marine Safety Lab (MSL) Information. 
 

The Marine Safety Lab provides an important service to the field personnel by analyzing oil spill 
samples against suspected source samples. This is another indirect cost item that should be captured 
during the response. The sample analyses costs can add up to a lot of money and should be recorded in 
the workbook with the MSL Report Number, date issued, and the overall costs. 
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Coast Guard Vehicle Information. 
 

This section is used to capture all the government vehicles (CG owned not leased) used during the 
response.  If vehicles have been leased, they should show up as a purchase under Doc Type 48 in direct 
costs (under purchases or contracts). This section also does not include vehicles that are rented under 
Travel Orders. If a vehicle is not listed in the drop down menu, make a note of the discrepancy in the 
file and submit it to NPFC. You must use two lines per vehicle. The first line records the daily 
vehicle rate (as shown below), which should always be “1” because it is a daily rate for one vehicle. 
The second line records the mileage and the mileage rate for each vehicle.  Please record the vehicle 
license number or tag number as indicated below (helps audit the record). 

 

 

 

Coast Guard Purchases. 
 

This section captures all purchases by the Incident Commander. This includes Doc Types 21, 23, 32, 
and 48, etc. Remember, there must be a receipt for each of the purchased items as well as the 
appropriate signed obligation documents. The only formula that exists in this section is the total amount 
of purchases. 

 

 

 
 

Coast Guard Travel Costs. 
 

This particular section is the most difficult cost item to keep a good record on because personnel 
depart and soon forget to provide a copy of the signed travel orders (if not given upon arrival) and then 
soon forget to submit a copy of their liquidated “Travel Voucher Summary” (TVS).  Each individual 
must sign into “TPAX” to get a printed copy of their TVS and then send it to the Cost Unit Leader or 
designated person identified upon demobilization. 

 

 

Important Point. Each member is required to hold onto this documentation for 6 years and 3 
months.  No exceptions. Read the last page of the TVS. 
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The Cost Unit Leader initially enters the traveler’s cost as an estimated cost.  As the member is 
demobilized and the member gets his or her travel claim processed, an updated copy is submitted to the 
Cost Unit Leader. The Cost Unit Leader then enters the exact amount in the spreadsheet replacing the 
estimated amount when the member arrived.  This should be done for each member prior to submitting 
a Financial Summary Report to the NPFC (but sometimes it can’t wait).  If problems exist on getting 
any of the Travel Voucher Summaries, please contact the NPFC Case Officer for assistance or advise 
the Case Officer that you could not get all the TVS information. 

 

 

 

 
Generally, Doc Types 11, 13, and 14 are entered here. (Doc Type 14 (GTR) requires a member to 
provide a copy of his or her itinerary that shows a GTA account was used to pay for the airfare).  If the 
unit or District maintains a record of all GTRs issued, this would be sufficient documentation to submit 
to the NPFC.  When Reserves are mobilized for a response, either a Doc Type 71 or 72 is utilized to pay 
the salary costs of the Reserve member (this only needs to be captured if the Oil Spill Liability Trust 
Fund and NPFC’s accounting line is being used to pay for this cost). 
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Coast Guard Auxiliary. 
 

CG Auxiliary Units are utilized in many ports, volunteering the use of their personnel, boats and 
aircraft. Normally, an Auxiliary member will be issued a TONO (Doc Type 11) and/or Patrol Orders 
(Doc Type 27) to conduct a mission for the Sector. 

 

 

 
 

Other Government Agency (OGA) Costs. 
 

This section captures costs of all government agencies participating in the response that were funded by 
the Incident Commander under a Pollution Removal Funding Agreement (PRFA) or a Military 
Interdepartmental Purchase Request (MIPR). 

 

 

 

 

 

Depending on how the Incident Commander wants to track burn rates on this response, the agency costs 
can be entered on a daily basis or entered as shown for the obligated amount. 

 

 

 
 

 
 

 Remember:  All unit-issued PRFAs are entered into the 
Financial Procurement Desktop (FPD) by the unit.  All MIPRs are entered into FPD by the Shore  
Infrastructure Logistics Command (SILC).  All Coast Guard units must assign a Document Control  
Number (DCN) to the PRFA or MIPR from their unit log. If there is a problem, contact the assigned 
Case Officer.  EPA FOSCs that issue PRFAs will have their accounting information assigned by the  
NPFC and entered into FPD.  
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Coast Guard Contractor Costs. 
 

This section captures all the contractors that were hired by the Incident Commander to respond to the 
incident.  It is important that the Document Control Number (Doc Type 24) is captured here.  If the 
Cost Unit Leader wants to list the BOA Contract Number, this can be entered in parenthesis next to the 
DCN. Of these two numbers, the DCN is the most important for tracking the contractor costs. 

 
As mentioned above, these costs can also be entered as a daily rate provided by the contractor or as an 
obligated total shown below.  The key point to remember is the period of performance of each contractor 
may be different, so the burn rate calculations on the Project Summary Page should reflect                   
the longest period of performance. If you desire to monitor each contractor’s individual burn rate, it can 
be accommodated in the workbook, but requires the user to modify the mechanism to capture this 
information.  Contact the assigned NPFC Case Officer for assistance with this endeavor. Enter the total 
obligation amount and make a note what the expected burn rate would be (obligation amount divided by 
period of performance) on the page it is entered, even it is outside the margin or in the body of the DCN 
box (just expand the row height). 

 

 
 

Total Cost For The Day. 
 

At the bottom of each daily is the subtotal for the day and a date. This total can be used to double check 
the totals on the Daily Summary Page, since each category subtotal rolls up to the higher level in the 
workbook.  For example, the total displayed in the example below ($1,015,795.69) should be the same 
total displayed in the Daily Summary Total for April 1

st 
(see Page 59).  Each of the cost category 

subtotals roll up to the Project Summary Page. The date at the bottom of the page is the date the last 
update was done to the workbook.  By checking the totals between the Daily and the Daily Summary 
page and/or Project Summary Page, you can verify that all the values are being rolled up to the next 
level of the workbook. If not, a formula is not being read correctly.  Check with your NPFC Case 
Officer. 

 

 

 
 

Super-User Information. 
 

All users of this workbook can contribute to improvement by providing feedback to the NPFC Case 
Officer. This workbook was designed to help the field responders do their work more efficiently and 
maintain an audit trail. The workbook is supported by the latest Coast Guard Standard Rate Instruction 
(COMTDTINST 7301.1(series), which is available on the NPFC’s website, as well as this job aid:  
http://www.uscg.mil/npfc. 

 
 

 
 

http://www.uscg.mil/npfc
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Chapter 5 

Contractor Documentation Requirements 
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Contractor Documentation Requirements 

References: (a)  COMDTINST M4200.19 (series), Coast Guard Acquisition Procedures, SubChapter 
3017.92, dtd 1 March 2014. 

(b) COMDTINST 16460.5 – Emergency Contracts for Responding To Discharges Which 
Pose Substantial Threat to Public Health or Welfare, dtd 26 September 1995. 

 
A. SILC (Shore Infrastructure Logistics Center) Guidance.  Guidance on contractor documentation 

is provided by the Shore Infrastructure Logistics Center (SILC) as they are the unit that maintains all 
the Basic Ordering Agreements (BOAs) for hiring contractors and associated documentation 
required for hiring and closing out a project. On the next several pages are excerpts from references 
(a) and (b) for using a contractor on a spill response. The Federal Water Pollution Control Act 
(FWPCA), Section 311 (c)(2) provides the FOSC with emergency authority to bypass the FAR and 
the normal agency contracting process and to execute contracts when it is necessary to protect 
human health and welfare from substantial harm, or the threat of substantial harm caused by a 
discharge of oil or hazardous substances. 

 
B. The SILC, Chief of Contracting Office (COCO), Base Support and Services, Emergency 

Services Contract Operations Branch (COB1) has an ongoing requirement to provide contracting 
support to cleanup and/or mitigate the harmful effects of oil and hazardous substance spills in 
waterways and adjoining shorelines.  Funding to support this effort is managed by the National 
Pollution Funds Center (NPFC) under the Oil Spill Liability Trust Fund (OSLTF), the Superfund 
established in the Comprehensive Environmental Response, Compensation and Liability Act of 
1980 (CERCLA) and the Stafford Act, ESF-10 Funding. 

 

C. Coast Guard Federal On-Scene Coordinator (FOSC): 
 

1. Ensures an appropriate federal project (FPN, CPN, or DPN) is established and funded 
sufficiently in accordance with NPFC guidance on using CANAPS. 

 
a. CG FOSCs initiate a request to the NPFC for access to the OSLTF or CERCLA by using the 

Ceiling and Number Assignment Processing System (CANAPS). 
 

b. CG FOSCs responding to Stafford Act pollution incidents must coordinate in advance with 
FEMA to receive ESF-10 Mission Assignment(s) and then with NPFC to receive 
corresponding Disaster Project Number (DPN) and associated funding.  If it appears that a 
delay in issuance of the Stafford Act funding could result in untimely operational response, 
the CG FOSC should contact the NPFC Case Officer. 

 
2. Develops requirements for services, equipment, and materials needed in the BOA program and 

advised SILC-COCO-BSS-COB1. 
 

3. Ensures all ordering that is done under the emergency authority is in accordance with all 
applicable regulations and paragraph D below. 

 
4. Issues Authorization to Proceed (ATP) not to exceed $50,000.00 to contractors in accordance 

with reference (a) subpart 3017.9204. The FOSC MUST obtain the respective SILC 
Contracting Officer’s approval prior to issuing an ATP in excess of $50,000.00. 

 
5. Ensures the SILC-COCO-BSS-COB1 Contracting Officer is an addressee on ATP messages 

and that a written ATP letter in the format enclosed has been issued to the BOA contractor. 
 

6. Ensures SILC-COCO-BSS-COB1 is copied on all Pollution Reports (POLREPs or SITEP- 
POLs) in accordance with current program guidelines. POLREPs inform the Contracting 
Officer and others of significant events taking place regarding each use, including completion 
of case. 
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7. Directs, monitors, and inspects work.  The CG-5136 E-1 through E-4 forms are used to both 
summarize in detail all personnel, equipment, and other resources used during the removal 
activities of an incident. The FOSC/FOSCR verifies services, equipment and materials per the 
CG Form 5136E (series) dailies in accordance with the BOA’s terms and conditions. Details on 
using and completing all parts of the form are included in this chapter.  When a difference of 
opinion between the FOSC and the Contractors occurs, the FOSC must notify the Contracting 
Officer or the Contract Specialist immediately for resolution. The FOSC ensures that the 
personnel being used by the Contractor are of the same caliber that was originally bid by the 
Contractor to the government. The experienced personnel contracted for and/or approved by  
the government should not be diluted by the use of personnel with less experience.  However, 
you may permit changes, substitutions, or additions to personnel.  Any decrease in or lack of 
performance shall be brought to the attention of the Contracting Officer or Contract Specialist. 

 
8. Monitors expenditures via dailies to ensure the ceiling price of each individual order/contract is 

not exceeded. Monitors combined expenditures and obligations for the federal project to ensure 
they do not exceed the response ceiling. 

 
9. PRIOR to initiating or requesting any contract actions or modifications, the FOSC/FOSCR must 

ensure incident funding is available to cover anticipated contract changes and coordinate 
funding increases with the NPFC Case Officer if request will exceed $500,000.00. The FOSC 
has access up to $500,000.00 via CANAPS without assistance from the NPFC Case Officer. 

 

10. Reviews and certifies invoices for accuracy of labor, equipment and materials. 
 

D. Procedures. 
 

1. Basic Ordering Agreement (BOA) Procedures: 
 

a. Selection of a BOA contractor by the FOSC is made by evaluating which BOA meets the 
technical and response time requirements and offers the lowest evaluated price for the BOA 
priced items initially determined to comprise the cleanup response. 

 
b. Initiate the order to the BOA contractor by issuing a written ATP. FOSCs are authorized to 

issue ATPs against SILC BOAs for services, equipment and materials priced in the BOA up 
to and including $50,000.00.  A verbal ATP may be issued if followed within 24 hours with 
a written ATP to the BOA contractor IAW reference (a). 

 
c. Issue an ATP message via C2OIX to NPFC, CG FINCEN, SILC, NSFCC Elizabeth City and 

other units as appropriate within 24 hours of issuance of initial (verbal or written) ATP to the 
BOA contractor. The ATP message shall contain: 



Page 70 of 124 Version July 18, 2016  

EXAMPLE OF INITIAL ATP MESSAGE 
 

DTG (make sure you change to current Date Time Group) 
FM:  Originator 
To COGARD SILC NORFOLK VA 
COMCOGARD NPFC WASHINGTON DC 
COGARD NSFCC ELIZABETH CITY 
CCGDistrict//DR/DRM/DMF// (add additional addressees as appropriate) 
BT 
UNCLAS//N16450// 
SUBJ:  AUTHORIZATION TO PROCEED, FPN/CPN: XXXXX 
1. FPN/CPN XXXXX WAS OPENED WITH A CEILING OF $00.000.00 (Description of incident and 

location, e.g. To remove and dispose of all fuel and oil residue from the F/V Smith.  The F/V Smith 
sank outside the Chesapeake Bay Ship Channel, a. U.S. navigable waterway). 

2. DETAILS are: 
A. CONTRACTOR NAME: 
B. BOA NUMBER:  HSCGXX-XX-A-XXXXX 
C. REASON FOR SELECTED CONTRACTOR:  Give reason here, e.g. “(Ability to respond 

soonest, technical capabaility/response time)” Select one. 
D. FPN/CPN/DPN PROJECT NO: XXXXX 
E. DATE OF ATP: XX XXX XX (Must be on or after the date in #3B of CANAPS message 

(FOSC action). 
F. DATE OF WORK STARTED:  XX XXX XX (on or after ATP date). 
G. CONTRACTOR NOT TO EXCEED:  $00,000.00. 
H. SECTOR/UNIT POC/FOSCR: 
I. SPECIAL REQUIREMENTS: 

3. REQUEST YOU ISSUE ORDER. 
BT 
NNNN 

 

EXAMPLE OF INCREASE TO CEILING ATP MESSAGE 
 

DTG (make sure you change to current Date Time Group) 
FM:  Originator 
To COGARD SILC NORFOLK VA 
COMCOGARD NPFC WASHINGTON DC 
COGARD NSFCC ELIZABETH CITY 
CCGDistrict//DR/DRM/DMF//(add additional addressees as appropriate) 
BT 
UNCLAS//N16450// 
SUBJ:  INCREASE AUTHORIZATION TO PROCEED, FPN/CPN: XXXXX (Use correct FPN). 
1. FPN/CPN XXXXX WAS OPENED WITH A CEILING OF $00.000.00 DOLLARS. 
2. DETAILS are: 

A. CONTRACTOR NAME: 
B. BOA NUMBER:  HSCGXX-XX-A-XXXXX 
C. REASON FOR SELECTED CONTRACTOR:  Give reason here, e.g. “(additional resources 

required due to emergent nature of the work and unforeseen site conditions). 
D. FPN/CPN/DPN PROJECT NO: XXXXX 
E. DATE OF INITIAL ATP: XX XXX XX 
F. DATE OF ATP INCREASE:  XX XXX XX. 
G. CONTRACTOR NOT TO EXCEED:  INCREASED FROM $0.00 TO $0.00. 
H. SECTOR/UNIT POC/FOSCR: 
I. SPECIAL REQUIREMENTS: 

J. REQUEST YOU ISSUE ORDER. 
BT 
NNNN 
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EXAMPLE OF ATP LETTER TO THE CONTRACTOR 
 

United States Coast Guard Authorization To Proceed With Removal And Disposal 
Of Oil or Hazardous Material Spill 

 

FPN/CERCLA Number:    Date Issued:   
 

This is an authorization to proceed with work as ordered by the Federal On-Scene Coordinator (FOSC) to Contractor 

  under Basic Ordering Agreement (BOA) Number HSCG84-    

pending execution of an order under the BOA identified above or to non-BOA Contractor as 

verbally approved by the Contracting Officer.  When Contractor reaches 85% of the overall ATP amount, the Contractor  

shall notify the FOSC and Contracting Officer. 
 

SERVICES REQUIRED 
 

You are to provide all necessary supervision, labor, equipment, and materials, as priced in the BOA or negotiated by the 

Contracting Officer for non-BOA Contractors, for performance of work ordered, in writing, by the FOSC.  Termination of 

service shall be at the convenience of the Government and at the discretion of the FOSC or the Contracting Officer. 

 
The maximum dollar value of this commitment is NOT TO EXCEED $   

. NEGOTIATION OF NON-BOA ITEM OR SUBCONTRACTOR REUIREMENTS: 

If directed by the FOSC to provide a non- BOA item or subcontract for personnel, equipment, and/or material, you shall 

proceed with providing the item and submit your proposed price to the respective Shore Infrastructure Logistics Center (SILC- 

COB1) Contracting Officer as soon as practicable (generally within 1 business day).  The SILC Contracting Officer will 

evaluate the proposed price and negotiate, if necessary, and provide approval once the final price is agreed upon.  The FOSC is 

not authorized to negotiate prices for these items. 

 
INVOICE SUBMISSION 

 

#1 SUBMIT COPY OF INVOICE TO (FOSC) #2 SUBMIT ORIGINAL TO: 

Coast Guard Federal On-Scene Coordinator U.S. Coast Guard 

Representative (FOSCR) for certification Shore Infrastructure Logistics Center 

SILC-COCO-BSS-COB1 

300 East Main Street, Suite 965 

Norfolk, VA 23510-2112 

 
#3 PAYMENTS will be made by: 

Commander 

U.S. Coast Guard Finance Center 

1430A Kristina Way 

Chesapeake, VA 23316-0324 

 

 

 

 
 

   

(Name of Federal On-Scene Coordinator) (Received by BOA Contractor) 
 

 
 

   

(Signature) /Date (Contractor Authorized Signature/Date) 
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EXAMPLE OF POLREP/SITEP-POL MESSAGE VIA C2OIX 

 

 

Things SILC is looking for in SITREP-POL: 
 

 Potential Responsible Party 
 

 Subcontracting Items 
 

 Disposition of empty drums (if 

not disposed, please state this 

information). 

Generated by OIX Gateway Norfolk VA. PTTUZYUW RHOIAAAOOO1 3551118-UUUU—RHSSSUU. 
DTG (Use correct date time group is used) 
FM ORGINATOR 
TO CCGDISTRICT//DR/DRM/DMF// 

INFO COGARD SILC NORFOLK VA 

COMCOGARD NPFC WASHINGTON DC 

COGARD NSFCC ELIZABETH CITY NC 

COMDT COGARD WASHINGTON//CG-533// 

(Add additional addresses as appropriate) 

BT 

UNCLAS 

SUB: SITREP-POL FPN _, ACTUAL MINOR DISCHARGE, SUNKEN VESSEL, CHESAPEAKE BAY SHIP CHANNEL, 

M/V JOE SMITH, MISLE CASE 965697, NRC 234543 (If final polrep is sent, make sure it is noted as final polrep). 

REF/A/MSG/COMCOGARD NPFC WASHINGTON DC /P (CANAPS msg) 

REF/B/MSG/MY R (Unit ATP msg to SILC) 

NARR/REF A IS INTIAL OBLIGATION OF POLLUTION FUNDS//REF/B IS THE AUTHORIZATION TO PROCEED FOR JOE 

HOLLYWOOD CLEANUP, LLC//RUPTURED JACKET WATER LINE. THE VESSEL HAS 500 GALLONS – SUBSTANTIAL 

THREAT OF DISCHARGE OF OIL. THE OWNER IS CONTACTING INSURANCE REP AND REFUSES TO HIRE CONTRACTOR 

UNTIL CONTACT IS MADE. JOE HOLLYWOOD, LLC HAS BEEN HIRED TO REMOVE FUEL FROM THE VESSEL AND FOR 

MITIGATING ANY OTHER POLLUTION ISSUES. 

1. SITUATION. 

A. OVERVIEW: 

B. O/S WX: 

C. VESSEL DATE: 

D. OWNER/OPERATOR: 

E. SAR STATUS: 

F. CG RESOURCES SUMMARY: 

G. RESOURCES AT RISK: 

H. ECONOMIC IMPACT: 

I. HEALTH AND SAFETY FACTORS: 

J. MEDIA INTEREST: 

K. CASULATY INFORMATION: 

L. INCIDENT/UNIFIED COMMAND STATUS: 

2. ACTION TAKEN.  

A.– Z. TIME LINE. 

3. ADDITIONAL. 

A. BRIGHT-LINE TEST: 

B. FPN INFORMATION: 

C. BOAT CONTRACTOR: 

D. FPN CEILING/DIRECT COSTS/INDIRECT COSTS: 

E. CONTRACTOR RESOURCES: 

4. FUTURE PLANS AND RECOMMENDATIONS. 

A. SUBMIT COST DOC PACKAGE TO NPFC. 

B. INITIATED ENFORCEMENT ACTION AGAINST RP. 

BT 

#0001 

NNNN 
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d. Invoice Certification. The payment cycle under the Prompt Payment Act is thirty (30) days 
from receipt of proper invoice.  In order to prevent interest payments, the FOSC is 
responsible for ensuring that all invoices are date stamped upon receipt at the FOSC’s 
units and are processed and forwarded to the Contracting Officer within ten (10) days. 
Responding within that timeframe allows the Contract Specialist/Contracting Officer ten 
(10) days to review the invoice after certification and FINCEN ten (10) days to process 
payment.  Invoices may be certified by the FOSC or his designated representative for: 

 Acceptance, 
 Recommended for rejection, or 
 Partial acceptance/Partial Rejection. 

 
A recommendation for rejection (partial or full) must be sent to the Contract 
Specialist/Contracting Officer and address in detail the charges being rejected and the 
grounds for the rejection. 

 

Invoice submissions to the Contracting Officer shall contain the following: 
 

 The invoice with all attachments as submitted by the Contractor. When the FOSC is 
required to maintain an original document contained with the invoice (e.g. 
manifests); clear, legible copies are to be provided. 

 

 FOSC Certification of acceptance or rejection of the services, equipment and 
materials and the quantity of those items being invoiced. This certification is made 
either directly on the first page or the invoice or a separate cover memo from the 
FOSC or designated representative stating the “services, equipment, materials and 
quantity of those items invoiced is authorized and were received in conjunction with 
Phase III and Phase IV removal actions and are proper for payment from the Oil 
Spill Liability Trust Fund (OSLTF) or CERCLA.  The FOSC does NOT certify 
contractor rates or costs. 

 

e. Emergency Non-BOA Items and Subcontractor Procedures. 
 

 Pricing for non-BOA items and subcontractors requires approval from the SILC 
(COB1) Contracting Officer at the time of the incident.\ 

 

 The FOSC may order the BOA contractor to provide non-BOA priced items or 
subcontracts for services, equipment and materials. The contractor is required to notify 
SILC (COB1) of any non-BOA items or subcontracts. The FOSC/FOSCR shall direct 
the contractor to contact the respective Contracting Officer as soon as possible with 
pricing information on the non-BOA item(s) or subcontract(s). 

 

f. Special Contracting Procedures: 
 

 In the event BOA contractors have been contacted and cannot provide the requisite 
labor equipment and material required within a timeframe determined necessary by the 
FOSC, the FOSC shall contact the Contracting Officer who is authorized to award a 
contract to a non-BOA contractor at the recommendation of the FOSC. 

 

 There are major pollution incidents that required protracted response after the 
immediate discharge has been contained.  In those circumstances, the FOSC shall work 
with the Contracting Officer to identify long-term requirements and determine the most 
efficient contracting response. 
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 The Pollution Removal Funding Authorization (PRFA) is another tool available to 
the FOSCs to quickly obtain needed services and assistance from Other Government 
Agencies (OGAs) in oil spill and hazardous substances responses.  If it is determined a 
PRFA is needed, the FOSC shall coordinate with the assigned NPFC Case Officer as 
well as review information in Chapter 7 of this TOP. 
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E. POLLUTION INCIDENT DAILY RESOURCE REPORT – CG-5136E-1 – CONTRACTOR  
PERSONNEL 

 

1. This form should be completed by the contractor to document personnel costs incurred for each 
day of removal activity as required in the BOA and submitted to the FOSC daily for review and 
concurrence. 

 

2. How to complete form: 
 

 FPN/CPN/DPN: The Federal, CERCLA, or Disaster Project Number assigned to the 
incident. 

 Date:  Report the date costs were incurred. 
 Contractor:  Name of contractor, indicate if supporting documentation is attached. 

 

3. Contractor Personnel:  Provide the following information for each individual. 

 CLIN:  The applicable contract line item number. 
 Name: First and Last names of contract personnel involved in removal activity. 
 Job Description:  What was the employee’s job (i.e., supervisor, equipment operator, 

laborer). This may require an abbreviation to be entered. 
 Hours Employed: The starting and ending times during which the personnel were 

performing removal activities. 
 Total Hours:  Hours spent performing removal duty. 
 Hourly Rate: The hourly rate of pay for personnel. 
 Rate Charge: The number of hours multiplied by the hourly rate of pay. 
 Per Diem: Per diem (MI&E costs only) incurred by the personnel is allowable under the 

Joint Travel Regulations (JTR). Lodging costs (in accordance with the JTR) should be 
documented as sub-contract expenses on the CG-5136E-3 forms. 

 Total Cost: The sum of the Rate Charge and the Per Diem costs. 
 Total Personnel Costs For This Date: The sum of the amount entered in the Total 

column. 
 Contractor’s Certification:  Contractor’s certification of the validity of the information 

presented. 
 FOSC/FOSCR/Trustee Signature: Certification by the FOSC/FOSCR/Lead Trustee. 

The FOSC/FOSCR certifies that personnel listed were authorized for the date reported.  
The FOSC/FOSCR does not certify contract rates or costs. 
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F. POLLUTION INCIDENT DAILY RESOURCE REPORT – CG-5136E-2 – CONTRACTOR  
EQUIPMENT 

 

1. This form should be completed by the contractor to document equipment costs incurred for each 
day of removal activity as required in the BOA and submitted to the FOSC daily for review and 
concurrence. 

 

2. How to complete form: 
 

 FPN/CPN/DPN: The Federal, CERCLA, or Disaster Project Number assigned to the 
incident. 

 Date:  Report the date costs were incurred. 
 Contractor:  Name of contractor, indicate if supporting documentation is attached. 

 
3. Contractor Equipment:  Provide the following information for each piece of equipment used 

in the removal activities. 

 CLIN:  The applicable contract line item number. 
 Item Description:  Description of the equipment used for removal activities. 
 Rate Basis: The base used for charging equipment costs (i.e., hourly, daily, weekly). 
 Employed From/To: The period of time equipment was used. 
 Units: The number of units the equipment was used for expressed in terms of the rate bases 

(i.e. number of hours, days, weeks). 
 Rate/Unit: The rate charged per unit. 
 Rate Charges: The rate per unit multiplied by the number of units. 
 Non Rate Charges: Total charges related to the equipment, not charged on a per unit basis 

(i.e. mileage, fuel, setup/takedown charges). 
 Total Cost: The sum of the Rate Charges and the Non-Rate Charges. 
 Total Equipment Costs For The Day: The sum of the amounts entered in the Total Costs 

column. 
 Contractor’s Certification:  Contractor’s certification of the validity of the information 

presented. 
 FOSC/FOSCR/Trustee Signature:  Certification by the FOSC/FOSCR/Lead Trustee. 

The FOSC/FOSCR certifies that equipmenty listed were authorized for the date reported.  
The FOSC/FOSCR does not certify contract rates or costs. 
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E. POLLUTION INCIDENT DAILY RESOURCE REPORT – CG-5136E-3 – 
CONTRACTOR/SUBCONTRACTOR/MATERIAL/OTHER EXPENSES 

 

1. This form should be completed by the contractor to document cost incurred by subcontractors, 
and for material and other expenses for each day of removal activity and submitted to the FOSC 
daily for review and concurrence. 

 

2. How to complete form: 
 

 FPN/CPN/DPN: The Federal, CERCLA, or Disaster Project Number assigned to the 
incident. 

 Date:  Report the date costs were incurred. 
 Contractor:  Name of contractor, indicate if supporting documentation is attached. 

 
3. Subcontractors:  Indicate whether subcontractors were hired.  If marked “Yes”, completed the 

remainder of the subcontractors section and attach copies of the subcontractor’s Daily Resource 
Reports. Subcontractors should complete CG-05136 (E-1 through E-3) or CG-5136 E-EZ 
forms as applicable. 

 CLIN:  The applicable contract line item number. 
 Subcontractor’s Name:  Name of the subcontractor. 
 Cost:  Cost incurred by the subcontractor for this date. 
 Admin Fee:  Fee charged for administering the subcontractor. 
 Total Cost: The sum of subcontractor costs and administration costs. 
 Total Cost Of Subcontractors For This Date: The sum of the amount entered in the 

Total Cost Column. 
 

4. Materials Used/Other Expenses. 
 CLIN:  The applicable contract line item number. 
 Description:  Description of material or item used or purchased. 
 Units:  Units of material or items used (e.g. pads, rolls, feet, etc.) 
 Units Used:  Unit of material or items used or purchased. 
 Unit Cost:  Cost per unit. 
 Total Cost: Units used multiplied by the Unit Cost. 
 Total Cost Of Materials Used/Other Expenses For This Date: The sum or the amount 

entered in the Total Cost Column. 
 Subcontractor’s Name: Name of the subcontractor. 
 Contractor’s Certification:  Contractor’s certification of the validity of the information 

presented. 
 FOSC/FOSCR/Trustee Signature: Certification by the FOSC/FOSCR/Lead Trustee. 

The FOSC/FOSCR certifies that personnel listed were authorized for the date reported.  
The FOSC/FOSCR does not certify contract rates or costs. 
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H. POLLUTION INCIDENT DAILY RESOURCE REPORT – CG-5136E-4 – CONTRACTOR  
SHORT FORM 

 

1. This form can be used in lieu of long forms CG-5136 (E-1 through E-3). 

 
2. How to complete form: 

 FPN/CPN/DPN: The Federal, CERCLA, or Disaster Project Number assigned to the incident. 
 Date: Report the date costs were incurred. 
 Contractor:  Name of contractor, indicate if supporting documentation is attached. 

3. Contractor Personnel: Provide the following information for each individual. 

 CLIN:  The applicable contract line item number. 
 Name:  First and Last names of contract personnel involved in removal activity. 
 Job Description:  What was the employee’s job (i.e., supervisor, equipment operator, laborer).  This may require an 

abbreviation to be entered. 
 Hours Employed:  The starting and ending times during which the personnel were performing removal activities. 
 Total Hours:  Hours spent performing removal duty. 
 Hourly Rate: The hourly rate of pay for personnel. 
 Rate Charge: The number of hours multiplied by the hourly rate of pay. 
 Per Diem: Per diem (MI&E costs only) incurred by the personnel is allowable under the Joint Travel Regulations (JTR). 

Lodging costs (in accordance with the JTR) should be documented as sub-contract expenses on the CG-5136E-3 forms. 
 Total Cost:  The sum of the Rate Charge and the Per Diem costs. 
 Total Personnel Costs For This Date:  The sum of the amount entered in the Total column. 

4. Contractor Equipment: Provide the following information for each piece of equipment used in removal activities. 

 CLIN:  The applicable contract line item number. 
 Item Description: Description of the equipment used for removal activities. 
 Rate Basis: The base used for charging equipment costs (i.e., hourly, daily, weekly). 
 Employed From/To:  The period of time equipment was used. 
 Units:  The number of units the equipment was used for expressed in terms of the rate bases (i.e. number of hours, days, 

weeks). 
 Rate/Unit: The rate charged per unit. 
 Rate Charges:  The rate per unit multiplied by the number of units. 
 Non Rate Charges:  Total charges related to the equipment, not charged on a per unit basis (i.e. mileage, fuel, 

setup/takedown charges). 
 Total Cost: The sum of the Rate Charges and the Non-Rate Charges. 
 Total Equipment Costs For The Day:  The sum of the amounts entered in the Total Costs column. 

 

5. Subcontractors. Indicate whether subcontractors were hired.  If marked “Yes”, completed the remainder of the subcontractors 
section and attach copies of the subcontractor’s Daily Resource Reports.  Subcontractors should complete CG-05136 (E-1 through 
E-3) or CG-5136 E-EZ forms as applicable. 

 CLIN:  The applicable contract line item number. 
 Subcontractor’s Name:  Name of the subcontractor. 
 Cost:  Cost incurred by the subcontractor for this date. 
 Admin Fee:  Fee charged for administering the subcontractor. 
 Total Cost: The sum of subcontractor costs and administration costs. 
 Total Cost Of Subcontractors For This Date:  The sum of the amount entered in the Total Cost Column. 

 
6. Materials Used/Other Expenses. 

 
 CLIN:  The applicable contract line item number. 
 Description: Description of material or item used or purchased. 
 Units:  Units of material or items used (e.g. pads, rolls, feet, etc.) 
 Units Used:  Unit of material or items used or purchased. 
 Unit Cost: Cost per unit. 
 Total Cost:  Units used multiplied by the Unit Cost. 
 Total Cost Of Materials Used/Other Expenses For This Date: The sum or the amount entered in the Total Cost Column. 
 Subcontractor’s Name:  Name of the subcontractor. 
 Contractor’s Certification: Contractor’s certification of the validity of the information presented. 
 FOSC/FOSCR/Trustee Signature: Certification by the FOSC/FOSCR/Lead Trustee.  The FOSC/FOSCR certifies that 

personnel listed were authorized for the date reported. The FOSC/FOSCR does not certify contract rates or costs. 
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F. MILITARY INTERDEPARTMENTAL PURCHASE REQUEST (MIPR) 
 

1. Any time Department of Defense resources are being requested to assist in the pollution 
response, a DD-448 must be used. MIPRS can be used to acquire assistance from DOD and 
civilian agencies either by providing direct assets (agency personnel/equipment) or by 
providing indirect/contractor assets via existing agency contracts.  Depending on the type of 
requirement, either a Comptroller or Contracting Officer signs the MIPR which must also 
include an Interagency Agreement. The deciding factors are: 

 
a. Financial Transaction requiring the Comptroller’s signature: the other government agency 

is providing direct assets (agency personnel/equipment) or, 
b. Assisted Acquisition Transaction requires a Contracting Officer’s signature: the other 

government agency will be awarding a Task/Delivery Order against an existing agency 
contract. 

 
2. The FOSC shall confer with the assigned NPFC Case Officer when direct assets from another 

government agency is required to determine if the Sector or District Comptroller wills sign the 
MIPR. 

 
3. The FOSC shall contact SILC-COCO-BSS (COB1) as soon as it is known that a MIOR is 

required where the other government agency will be awarding a Task/Delivery Order against an 
existing agency contract. 

 
An example of a MIPR is on the next two pages. Any time services are agreed upon, the Sector 
Commander must coordinate with the official issuing the MIPR on completing the DD-448-2 
(Acceptance of MIPR), as well as keeping the NPFC Case Officer informed. 

 

4. The FINCEN also has some critical processing requirements: 
 

a. The ALC 70-06-0000 must be in block 14 of the DD-448. 
 

b. The proper Treasury Account Symbol must be included in block 14 (under appropriations) 
on the DD-448 (see below). 

 Emergency Fund – 70X8349 
 

c. Completed MIPR’s must be forwarded to: 
 Interagency Agreements 

USCG Finance Center 
P.O. Box 4116 
Chesapeake, VA 23327-4116 

 

5. DOD entities are usually paid by IPAC via DFAS. 
 

6. MIPRs issued in response to a pollution incident must be Category I, Reimbursement Cost 
Documentation is required to be submitted to the FOSC for certification similar to a 
contractor’s cost documentation PRIOR to the IPAC request being submitted to FINCEN. 
Coordination will be required between FINCEN, the supporting Sector/Unit and NPFC for 
certification and authorization to IPAC. 
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Chapter 6 

Accounting Data For Pollution Response Funds 
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This job aid was developed for teaching the ICS-351 Logistics and Finance Section Course. The 
information in this job aid came from the U.S. Coast Guard Finance Center’s Standard Operations 
Procedures (SOP).  It is updated as financial changes are promulgated by the U.S. Coast Guard. This 
job aid provides all the necessary information you need to develop accounting strings and document 
control numbers (DCNs) for FPN, CPN, and DPN projects. It is available on NPFC’s website at  
http://www.uscg.milnpfc. 

 

 
 
 

 
 

 

NOTE:  THE U.S. COAST GUARD WILL BE INTIATING A NEW ACCOUNTING SYTEM IN 
THE NEAR FUTURE THAT WILL MAKE THIS CHAPTER ALMOST OBSOLETE. THIS 
CHAPTER WILL THEN BE UPDATED. 

http://www.uscg.milnpfc/
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Chapter 7 

Pollution Removal Funding Authorizations (PRFA) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Pollution Removal Funding Authorizations (PRFAs) 

A. General. The Pollution Removal Funding Authorization (PRFA) is a tool available to FOSCs to 
quickly obtain needed services and assistance from other government agencies (federal, state or 
local) in oil spill and hazardous substances response actions. There are two types of PRFA forms, 
one for Federal agencies and one for Non-Federal agencies. 

 
B. Financial Obligation Document. The PRFA obligates the OSLTF to payment, by reimbursement, 

of costs incurred in pollution response activities undertaken by another government agency working 
for the FOSC. The other government agency’s response costs must not exceed the amount obligated 
in the PRFA. 

 
C. Agency Reimbursement. Under the terms of a PRFA, an FOSC may agree to reimburse another 

government agency for costs incurred in providing any agreed upon removal services and 
assistance to the FOSC, consistent with the NCP.  Some of the costs which are reimbursable under 
a PRFA include, but are not necessarily limited to: 

 

1. Personnel salary costs, including overtime; 
2. Travel and per diem expenses; 
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3. Appropriate charges for the utilization of other government agency owned equipment or 
facilities; and 

4. Actual expenses for contractor or vendor supplied goods and services obtained by the other 
government agency, through its own purchasing process, to provide agreed upon assistance 
and support to the FOSC. 

 
D. Clear Agreement as to Support Provided. The FOSC and the other government agency must 

agree upon and document: 
 

1. The specific goods and/or services to be provided; and 
2. A good faith estimate of the total anticipated costs, with a line item breakdown of the principal 

expense categories. This need not be more than a single page, and can be made an attachment 
to the PRFA. 

 
E. Amendment.  A PRFA makes funding available to another government agency for costs incurred 

up to the maximum amount authorized. The FOSC may amend the PRFA: (1) to change the scope 
of work, (2) increase the authorized maximum reimbursement ceiling if additional assistance and 
support is desired, and (3) if the cost of services is expected to exceed the original estimate. 

 
F. Other Government Agency Cost Tracking. The Other Government Agency (OGA) that is acting 

under a PRFA must track costs as they are incurred and ensure costs do not exceed the authorized 
maximum ceiling, when additional assistance and support is needed, or if the cost of OGA services 
is expected to exceed the original estimate. 

 
G. Other Government Agency Cost Documentation. The Other Government Agency (OGA) 

receiving a PRFA must track its costs and provide documentation to support reimbursement and 
federal cost recovery actions against RPs, as appropriate.  Cost documentation must follow the 
guidance stated in Chapter 5 of this manual or equivalent agency documentation. All alternative 
documentation schemes must be pre-approved by the NPFC prior to use. 

 
1. NOAA.  The NOAA Scientific Support Coordinator (SSC) and their associated services are the 

most frequently called upon other government agency resources which participate in Coast 
Guard pollution responses. Unless NOAA specifically declines the need for a PRFA, the FOSC 
must prepare a PRFA each time the SSC is called upon for incident specific response support. 
Based on input from the SSC for each prospective PRFA, NOAA’s Office of Ocean Resouces 
Conservation and Assessment (ORCA) in Seattle, Washington will provide the FOSC with a 
spreadsheet showing the estimated costs for the PRFA.  The FOSC shall attach the spreadsheet 
to the PRFA using it to support the maximum funding authorized by the PRFA. 

 
2. If the level of services provided by NOAA changes, e.g., either by shortening or lengthening the 

response, changing the nature of NOAA’s support, NOAA will issue a new estimate which 
becomes part of the PRFA package.  If the funding authorization increases, a PRFA amendment 
must be issued to show the increase in the authorized funding (decreases do not need to have an 
amendment issued). Following the completion of a response, NOAA will issue a final cost 
spreadsheet to the FOSC. Under an agreement with the NPFC, this document will serve as 
NOAA’s resource and cost documentation for inclusion with the FOSC’s Financial Summary 
Report to the NPFC. NOAA has agreed to provide NPFC with a more detailed report upon 
request to support cost recovery action. 

 
H. Accounting Date for PRFA. PRFAs are a Doc Type “34” document.  Construct the Document 

Control Number (DCN) on all authorizations using the format found in Chapter 6 of this TOPS. 
 

I. Authorizing Officer. Signature of the FOSC/IC or authorized representative (e.g., Deputy IC) 
must sign the PRFA or amendments.  FOSCR’s are not authorized to sign PRFAs. 

 

J. Invoicing. Each agency must provide the following financial information, when a PRFA is issued: 
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 Federal agencies (Submits SF-1081 with): 
o Agency Location Code (ALC) 
o Tax ID Number 
o DUNS 
o Treasury Account Symbol (TAS) 
o Must be registered in SAM 

 State and Local agencies (Submits SF-1080 with): 
o Tax ID Number 
o DUNS 
o Must be registered in SAM 

K. The NPFC will not approve payment of charges against a PRFA for: 
 

1. Costs that exceed the maximum dollar amount authorized in the PRFA and amendments; 
2. Services provided that fall outside the scope of work that the FOSC authorized; and 
3. Costs that are not documented adequately. 

 
L. FOSC Certification. In certifying an invoice for reimbursement against a PRFA, the FOSC is not 

verifying the various cost categories, but is attesting that the goods and services are consistent with 
those agreed upon and authorized.  An example that can be used is: 

 
 I certify that this agency performed removal activities in accordance with the issued 

Pollution Removal Funding Authorization and reimbursement of costs is authorized, unless 
otherwise indicated. 

 

 
 

FOSC’s signature and Date 
 

M. Limitations on use of PRFAs. The PRFA may not be used by the FOSC to obtain goods or 
services directly from private individuals, groups, or companies.  It should also not be used to 
obligate funds for the Initiation of Natural Resources Damage Assessments (NRDA), further 
assessment actions, or payment of damages. 
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AMENDMENT TO 
POLLUTION REMOVAL FUNDING AUTHORIZATION 

 

Issued to (Recipient Agency):    
 

Address: 
 

 
 

 
 

 
 

 

By FOSC: 
 

 

Date of Original Authorization: 
 

 

Document Control Number (DCN) of Original Authorization: 34- 
 

 

The Authorization cited above is amended as follows: 
 
 

 

 
 

 
 

 
 

 
 

 

New Document Control Number of this Amendment: 34- 
 

 

 

 

 

Authorized Official 
 

Signature:     

Title: Federal On-Scene Coordinator (FOSC) Date:    
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PRFA 
Statement of Work For Removal Actions 

FPN/CPN:                  
DCN/PRFA:      
CG/EPA FOSC:     
Incident Name/Site Name:    
Site ID (EPA):    

 

The task list below addresses the specific removal actions that are ordered through PRFA’s in support of 
FOSC’s. When modification or amendment to this PRFA is required the “Amendment to PRFA” shall 
be used and a new or updated task list shall be assigned if new tasking is identified.  A narrative   
written scope of work can be drafted if more specific information is needed to clarify specific activities 
being authorized to support the response activities, otherwise, this checklist can be a starting point. The 
recipient agency of the PRFA shall perform the following (as identified by the appropriate check marks 
below): 

 

     - collect facts regarding the discharge of oil into navigable waters, to include its source 
and cause; 

 

     - identify potentially responsible parties (RPs), including any “deed and title court record 
search; 

 

     - analyze the nature, amount, and location of discharged oil; 
 

     - analyze the probable direction and time of travel of discharged oil; 
 

     - identify pathways to human and environmental exposure; 
 

     - provide analysis of discharges posing a substantial threat to the public health or welfare 
of the United States; 

 

     - provide temporary/permanent stabilization prior to the mobilization of other 
responders; 

 

     - provide appropriate personnel, equipment, and supplies to contain and remove 
discharged oil from navigable waters and shoreline; 

 

     - document all site-specific costs incurred by the contractor and the recipient agency 
for the removal actions; 

 

     - identify active or historical facility processes or operations that may have contributed 
to the discharge of oil 

 

     - prepare a sampling plan that describes the number, type, and location of samples and 
the type of analysis (for example, samping and analysis plans for collection of multi- 
media environmental samples; petrochemical product or waste oil or crude oil); 

 

     - collect representative oil sample(s) and submit them to the U.S. Coast Guard Marine 
Safety Lab (MSL) for appropriate analysis; 

 

     - develop site specific Health and Safety Plans (HSP’s); 
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     - review, prepare, and submit all required accounting/accounting records in accordance 
with this TOPS; 

 

     - submit Pollution Reports (POLREPs) at periodic intervals as specified by the issuing 
FOSC; 

 

     - provide daily progress reports and/or consultations to the FOSC, as necessary; 
 

     - develop health and safety procedures for response activities, such as OSHA levels of 
Protection associated with a site; 

 

     - recommend cleanup and disposal options; 
 

     - review completeness of disposal documentation, such as manifests, waste profile data, 
and other information; 

 

     - obtain permits from local, state or federal agencies, associated with the contractor’s 
Response activities; 

 

     - provide or arrange for site security to prevent unauthorized access of any persons or 
Animals to preserve public safety, such as armed or unarmed security services; 

 

     - identify concerned local and elected officials; 
 

     - conduct waste profile analysis; 
 

     - perform and advise on wildlife capture, recovery, and stabilization; 
 

     - perform other duties as specified below: (narrative or bullet items). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

N. Entering PRFAs into FPD. The flowchart below shows the steps Coast Guard personnel should 
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follow for using FPD to obligate OSLTF, CERCLA, and Disaster funds for PRFAs. 
 

 

  
 



Page 114 of 124 Version July 18, 2016  

 

O. Local and State Agencies Use of SF-1080 
 

The SF-1080 is used by local and state agencies to request reimbursement from the Coast Guard. 
Documentation should be organized and summarized, to provide a clear audit trail from the detail to the 
SF-1080 or invoice submitted for reimbursement. These submittals will be reviewed by the NPFC Case 
Officer for continuity and propriety. Incomplete submittals will be returned to the sender for corrective 
action. 

 

How to Complete the SF-1080 – General Information: 
 

1. Voucher No: Leave blank. 
2. Schedule No:  Leave blank. 
3. Department, establishment, bureau, or other receiving funds:  Enter complete mailing 

address of the agency receiving the funding and submitting the SF-1080. 
4. Bill No:  Enter the Federal Project Number (FPN). 
5. Department, establishment, bureau, or office charged:  Enter the following: 

 

Director 
National Pollution Funds Center 
2703 Martin Luther King Jr. Avenue SE 
Washington, DC 20593-7605 

 

6. Paid By:  Leave blank. 
7. Order No:  Enter the number “1”. 
8. Date of Delivery:  Enter the date work began and was completed. 
9. Articles or Services:  Enter the following: 

 
Completion of removal activities supporting CG or EPA FOSC on case number: (Enter FPN), 
with inclusive dates of to . 

 

10. Quantity:  Enter the number “1”. 
11. Unit Price:  Enter the total cost of agency’s services. 
12. Amount – Dollars and Cents:  Enter the same as in 11. 
13. Total:  Same as in 11 and 12. 

 
Note:  On large responses, on a case-by-case basis, it may be appropriate to break out services 
and costs indicated in items 7 through 12 into separate line items with the total amount 
requested noted in item 13. 

 
14. Remittance in payment hereof should be sent to:  Enter the mailing address of the agency 

requesting reimbursement and submitting the SF-1080 (Probably the same as item 3). 
15. Accounting Classification – Office Receiving Funds:  Enter the agency’s Tax ID number and 

DUNS number, Point of Contact (POC) and e-mail address. 
16. Certificate of Office Charged: The FOSC should fill in his/her name and title, sign and date 

to certify that the services were provided as specified in the PRFA Scope of Work. 
17. Accounting Classification – Office Charged: This section is completed by the NPFC Case 

Officer. This usually includes the PRFA accounting string and document control number. 
 

*********************************************************************************** 
 

ALC – Agency Location Code – applies to Federal Agencies only. 
 

DUNS – Data Universal Numbering System. The USCG Finance Center requires that all agencies 
receiving payments have a DUNS number obtained from Dun and Bradstreet,  
http://smallbusiness.dnb.com/establish-you-business/1234338-1.html. To facilitate payment, the vendor 

http://smallbusiness.dnb.com/establish-you-business/1234338-1.html
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must ensure their DUNS number is recorded on every invoice submitted to the U.S. Coast Guard.  
SAM – All Coast Guard vendors shall be registered in the System for Award Management (SAM) to 
receive payments. Register on-line at http://www.sam.gov or call U.S. Coast Guard Finance Center 
Customer Service line at (757) 523-6940.  SAM is a Federal Government owned and operated free 
website. 

 

The SF-1080 form can be found on the NFPC’s website:  http://www.uscg.mil/npfc. 

http://www.sam.gov/
http://www.uscg.mil/npfc
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P. Federal Agencies Use of SF-1081 
 

The SF-1081 is used by Federal agencies to request reimbursement from the Coast Guard. 
Documentation should be organizes and summarized, to provide a clear audit trail from the detail to the 
SF-1081 or invoice submitted for reimbursement. These submittals will be reviewed by the NPFC Case 
Officer for continuity and propriety. Incomplete submittals will be returned to sender for corrective 
action. 

 

How To Complete the SF-1081 – General Information: 
 

1. Transaction Date:  Enter the date the SF-1081 is prepared. 
2. Document No:  Enter the Document Control Number (DCN) from the PRFA. 
3. Charge and Credit Information: Leave blank. 
4. Customer Agency – Agency Location Code:  – for NPFC, enter 70-06-0000. 
5. Customer Agency Voucher No:  Enter the PRFA DCN. 
6. Billing Agency Location Code: – Enter the Federal Agency’s ALC. 
7. Billing Agency Voucher No:  Enter the PRFA DCN. 
8. Customer Agency Department, Bureau, and Address:  Enter the following: 

 National Pollution Funds Center 
Attn:  Case Management Division 
2703 Martin Luther King Jr. Avenue SE 
Washington, D.C.  20593-7605 

9. Billing Agency Department, Bureau, and Address: Enter the PRFA Recipient Agency’s 
information. This information must match the name and address information recorded in SAM 
data files. 

10. Customer Agency Appropriation, Fund, or Receipt Symbol:  Enter the following: 
 Completion of removal activities supporting CG or EPA FOSC on FPN/CPN: . 

11. Customer Agency Amount:  Enter total costs for Billing Agency’s services. 
12. Customer Agency Total: Enter total amount (must agree with total for Billing Agency – Item 

#15). 
13. Billing Agency Appropriation, Fund, or Receipt Symbol: – Enter the following: 

 Completion of removal activities supporting CG or EPA FOSC on FPN/CPN: . 
14. Billing Agency Amount: Enter the total costs for Billing Agency’s services. 
15. Billing Agency Total:  Enter total amount (must agree with total for Customer Agency – Item 

#12). 
16. Details of charges or reference to attached supporting documents: Use this item to provide 

additional information: 
 Short narrative of removal activities with inclusive dates of to  , 

reimbursement of pollution removal costs associated with FPN  and PRFA # 
(enter DCN, see Item #2). 

 Billing Agency’s Tax ID Number:    
 Billing Agency’s DUNS Number:    
 Billing Agency’s TAS (Treasury Account Symbol:    
 NPFC’s Tax ID Number: 54-6010204. 
 NPFC DUNS Number:  806754677. 
 NPFC TAS: 70X8349. 

 
Note: The SF-1081 summary blocks should be identical on both the Customer Agency side and 
the Billing Agency side of the form. Please note the statement at the bottom of the Summary 
Box “Must Agree With Billing Agency”. 

 
17. Billing Agency Contact, Prepared By, Approved By, Telephone No: Provide Billing 

Agency’s information. This is important so that agency personnel can be contacted if 
questions arise concerning the SF-1081 submission. 

18. Certification of Customer Office: The CG or EPA FOSC should fill in his/her name an title, 
date, telephone number and sign to certify that the services were provided as specified in the 
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PRFA Scope of Work and that the submitted costs are appropriate for those services. 
 

*********************************************************************************** 
 

ALC – Agency Location Code – applies to Federal Agencies only. 
 

DUNS – Data Universal Numbering System. The USCG Finance Center requires that all agencies 
receiving payments have a DUNS number obtained from Dun and Bradstreet,  
http://smallbusiness.dnb.com/establish-your-business/1234338-1.html. To facilitate payment, the 
vendor must ensure their DUNS number is recorded on every invoice submitted to the U.S. Coast 
Guard. 

 
SAM – All Coast Guard vendors shall be registered in the System for Award Management (SAM) to 
receive payments. Register on-line at http://www.sam.gov or call U.S. Coast Guard Finance Center 
Customer Service line at (757) 523-6940.  SAM is a Federal government owned and operated free 
website. 

 

The SF-1081 form can be found on the NFPC’s website:  http://www.uscg.mil/npfc. 

http://smallbusiness.dnb.com/establish-your-business/1234338-1.html
http://www.sam.gov/
http://www.uscg.mil/npfc
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Chapter 8 

Acquisition Of Property Using OSLTF 
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Acquisition of Property Using OSLTF 
 

A. Acquisition of Property. 
 

1. FOSCs should only purchase property with OSLTF funds when operational necessity directly 
related to the removal dictates or when it is clearly more beneficial to the government than 
leasing. When making decisions to buy versus leasing property, and operational conditions 
permit, units should factor in the costs necessary to acquire, maintain, and dispose of the 
property, not just the purchase price versus the costs of leasing.  Many of these considerations 
are appropriately addressed through the planning process before a spill occurs. Except in 
unusually urgent situations, the FOSCs should contact the NPFC Regional Manager or assigned 
Case Officer prior to beginning process of procuring/purchasing property with OSLTF funds. 

 
2. Documentation of the factors considered in purchasing property during a spill are critical in cost 

recovery and litigation efforts and shall be documented to the greatest extent possible.  FOSCs 
should be aware that property purchased for removal activities will be billed to the RP at 100% 
of the cost. Accordingly, whenever feasible, the FOSC should provide the responsible party the 
opportunity to purchase or otherwise directly supply the property needed for removal activities. 
Upon case completion, any property purchased and provided by the responsible party shall be 
returned to the responsible party.  Property purchased with the OSLTF, however, shall be 
disposed of in accordance with the procedures outlined below. 

 
 

3. All mandatory and sensitive personal property shall be recorded and tracked in the official 
property record, ORACLE FAM and its appropriate subsidiary system (i.e., ALMIS, AOPS). 
ORACLE FAM is the system of record for all capitalized and non-capital, but reportable, 
personal property in the Coast Guard.  All property purchased must also be accounted for in the 
cost documentation portion of the FOSC IRAT (Financial Summary Report). 

 
4. Mandatory Accountable Personal Property – is any item, excluding those under Command 

Security (COMSEC) that must be accounted for in the CG financial system of record, which 
include: 

 All aircraft; 
 All electronics; 
 General Purpose Property: 

o Greater than $5,000 in historical cost, or 
o Less than $5,000 in historical cost, but highly pilferable. 

 All Boats; 
 All Internal-Use Software greater than $2,500 in historical costs; 
 All Vehicles (including trailers); 
 All Vessels; 
 All Sensitive Personal Property; 
 All Leased, rented, or borrowed property; and 
 All Heritage Assets. 

 
5. Disposal.  Disposition procedures must follow stipulated Federal requirements as stated in 41 

CFR 102.34.30.  FOSC or assigned Accountable Property Officer, Property Custodian (or under 
ICS, Property Unit Leader) must identify which of the following three administrative processes 
is appropriate: 

 

 Report of Survey process (CG-5269); 
 Excess Property process (CG-4501); 
 Abandonment and Destruction process (CG-5598). 
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Most likely, the FOSC’s staff will use the excess property process and contact the closest DLA 
Disposition Services site by the following procedures below: 

 
a. Contact DLA prior to any transfer to determine specific requirements.  Document the 

transfer of each group of like items to DLA using form DD-1348 or other form acceptable 
to the specific DLA. 

 
b. After the transfer, forward the original transfer document to the NPFC as part of the FOSC 

Interim or Final IRAT (Financial Summary Report). The FOSC should maintain a copy of 
the form for local records. 

 
c. All lost, stolen, or damage property which is not available or suitable for transfer to the 

DLA must be surveyed in accordance with agency property management guidelines. 
Copies of approved survey reports shall be forwarded to the NPFC to provide the evidence 
of disposition. 

 
d. Consumable items (boxes of Xerox paper, toilet paper, bales of sorbent pads, etc.) 

remaining at the end of the removal activity should be disposed of in the most cost-effective 
manner.  Unused consumable property shall require the same documented disposal action as 
other property. 

 
e. If questions arise on a particular item or process, FOSCs should contact the NPFC Case 

Officer for guidance. 
 

6. Items which meet requirements for capitalization may be charged to the OSLTF, but the amount 
charged to the specific incident shall be based upon an appropriate standard cost or allocation of 
the acquisition cost to the useful life.  FOSCs should identify such items separately in the 
documentation. The NPFC shall make appropriate adjustments to the incident specific costs. 
Any such items purchased with the OSLTF, belongs to the OSLTF until properly disposed of as 
excess property. 

 
7. Purchase of major property items (land, buildings, structures, etc.) or major pieces of equipment 

that will remain in use for long periods of time, presents special problems not only for 
disposition, but in planning for maintenance and operation as well.  FOSCs contemplating such 
acquisitions should contact their NPFC Regional Manager or assigned Case Officer to ensure 
that proper financial planning and analysis is performed. 

 

B. Replenishment Of Inventory And/Or Repair Of Damaged Equipment. 
 

1. FOSCs routinely draw on existing inventory of response equipment for specific responses. The 
OSLTF may be used to return that equipment to inventory after the response to the same 
condition it was before the response.  Inventory items used up in the response or damaged 
beyond economical repair may be replaced. The unit replacing inventory items must follow 
existing agency guidance regarding survey of lost or damaged property.  Any survey should 
establish whether the damages were directly due to a specific response or otherwise due to 
manufacturer defect, improper maintenance, improper use of the equipment, or the actions of 
others unrelated to the removal. 

 
2. If the equipment is replaced as a result of damage incurred during the response, the OSLTF will 

pay for the replacement. Before any purchase is made, check with your NPFC Regional 
Manager or assigned Case Officer. The project should not, however, be charged the standard 
rate for use of that particular item of equipment during the response. 
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