


	RRT PROTOCOLS 
Protocols to adhere to when using the Resource Request Tracking System
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Requesting
· When requesting multiple people resources of the same type, use a new line for each, with a quantity of 1 per line to help with processing.  
· E.g. to request 2 unit crews, create 2 lines (one line for each Unit Crew). 
· When requesting equipment, you may use multiple quantities per resource type.
· E.g. first line requests 5 laptops, second line requests 20 radios.
· Make sure you are careful with choosing the correct values in the “Requested By” and “Requested For” fields.  The system does not link your ID to a specific fire centre or office, so if you click on the wrong option in the drop down, the request could get mixed up into another fire centre’s list.
Request Approval
· Every request must be approved (outside of the system) before it is created and submitted.   Once this has been done, the person filling out the request in the system must identify the person who has approved the request taking place.  The approver’s name is selected from the mandatory “Authorized By” drop down list when entering the request into RRT.   
· People normally authorized to approve requests are IMT ICs, RWCOs, and PWCOs.
· The drop down list should have the names of all of the people who hold these roles for WMB.  If you don’t see the name you need, please contact the PWCC Operations section to have them added.  
WILDFIRE TEAMS Requests
· At this point we will not be providing Wildfire TEAMS Liaisons access to the system.   If we are filling a request with a Wildfire TEAMS person, phone calls and emails will need to take place between WMB staff and the TEAMS Liaison to activate TEAMS staff.  Staff can discuss the request with the Liaison, and if parts of the request need to be shared with the Liaison (e.g.  travel information) please use the Snipping Tool on your computer and email any information that must be shared.  
Manifesting
· Manifests cannot be attached in RRT at this time.  When responding to requests for people, manifests must be emailed using a standard subject line in the email.  
· The subject line format is: <request number> “MANIFEST”  <crew name or last name of the person>
· E.g. 42-0098-1 MANIFEST Ravens  or  49-0010-3 MANIFEST Smith
· For requests being processed at the Fire Centre level, the manifest should be emailed to the receiving Fire Centre’s generic Logistics and Plans inboxes.    
· For requests being processed through the PWCC, the manifest should be sent to the receiving Fire Centre’s generic Plans and Logistics in-boxes, with a CC to the PWCC generic Plans and Logistics inboxes.  
· After you send a manifest, make sure you go back in to RRT and indicate this has happened.  Open the request and click on the Details button beside the appropriate Response line item.  Change the Manifest field to “Sent” and click Save.  This will update the dashboard to show that the manifest has been sent.  


Status Uses
“Declined” can be used by all levels to indicate that they do not approve the request.  This is irreversible; a request cannot be un-declined.
“Unable to Fill” - ONLY USED BY PWCC.  If the PWCC cannot fill a request, they will use this status.  It indicates that they have reached out to the other fire centres and tried to fill the request and were unable to find the resource requested, therefore, the request is not being filled at this time.   

If a zone or fire centre cannot fill a request that has been sent to them from a higher level of the organization, use “Send to Fill” instead when responding.  
“Send to Fill” replaces the process of needing to email requests back and forth to offices to see if the request can be filled.  
1) It is used to escalate a request up to the next level of the organization to be filled e.g. from an incident to a zone, or from a fire centre to the PWCC.
2) It is used to send a request down to a lower level of the organization to be filled e.g. from PWCC to a Fire Centre or from a Fire Centre to a zone.  
3) It is also used to return a request that has been sent down, when the current reviewer cannot fill.  E.g. PWCC sends a request to a Fire Centre to fill.  They cannot fill it, so they choose “Send to Fill” and set the receiving organization back to PWCC.  This will allow the PWCC to continue to try to get it filled.  
MZOCs    
· MZOC numbers are not supported by the current version of RRT.  When dealing with an MZOC, the “Requested By” and “Requested For” fields should be set to the specific fire the request is for, or the zone that the MZOC belongs to if the request is not for a specific fire.  Use the Additional Information field and Destination section to indicate the request is for the MZOC.  
IMT Managed Fires
· Where possible, IMT managed fires will be expected to request resources using the RRT system.  If an IMT is on a fire that does not have internet access, requests can be faxed or called in to the zone or fire centre. That location will enter it into the system on behalf of the fire using the “Requested For” Field.  If IMT Logistics wishes to record the Request Number, they can ask their zone or fire centre to inform them of the number after the request is entered into RRT.  
Demob
· When demobing staff that have been deployed, email the demob to the home fire centre’s generic Plans in-box and CC the PWCC generic Plans inbox. 
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