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Forms:
• Capture Information
• In a Structured Way 

• During an Event/Incident
• Becomes Documentation

• May be –
• Paper
• Whiteboards
• Computer programs



Event
• Long Notice
• Specific Planning
• One Op Period
• AAR/CAR

• Lawsuits

Incident
• Little or No Notice
• General Planning
• Multiple Op Periods
• AAR/CAR
• Recovery Dollars
• Audits
• Lawsuits



Operational Information
• Situation Status  Planning  Response
• Personnel and Equipment Tracking and Accountability
• Decisions Made and Reasons for Decision
• Resident Interactions – positive and negative
• Contact Information
• Open issues and questions
• Continuity during personnel changes



Event/Incident 
Documentation

Every scrap of paper is part of event/incident and goes to 
Documentation Unit
• Must be legible (Print)
• Use one side only
• These are legal documents that may be needed to defend decisions
• Most of this documentation is discoverable
• If it is not in documentation, it did not happen
Some documentation like AAR is specifically created after the 
event/incident



Incident Documentation
• Financial recovery

• Who did what, where, when, using what



Forms You Will Encounter



Available Cupertino Forms

https://www.cupertinoares.org/ccc/forms/
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Available SCCo RACES Forms

https://www.scc-ares-races.org/MACinfo/ICSfiles/formslist.html



Form 1
• A simple writing tablet works
• Lots of uses 

• Writing down assignment
• Writing down activation number
• Copying directions
• Informal notes and messages 
• Scratch paper –
• Food and drink orders for the team
• – …

• When you run out of the right form 
• Turn in to supervisor at end of shift

• (yes, even informal notes!)



COES 105
• Preliminary Safety Assessment 
• Situation Status Information
• May be used even if not available for 

deployment



ICS 214
• This is your personal log
• May also be used by unit leader
• Always start this form before leaving for 

assignment
• Common items for this form

• Departure and arrival times
• Assignments
• Contact information
• Decisions and reasons
• Informal messages (who, what)
• Items requiring follow up

• This may be the only form some field 
responders may need



ICS 214a-OS
• Alternate ICS 214
• Form can be used be individuals, not 

teams
• A few more lines



ICS 211B
• Except in rare circumstances, always 

sign in/out of event
• Some variant of 211 is usually used
• Places you may encounter 211

• Check in location
• EOC
• Staging areas
• Base 
• ICP

• May sign in/out on different 211s
• Include call sign



Plans



PLANS

 Series of forms
 ICS 201 – Incident briefing
 ICS 202 – Incident objectives
 ICS 203 – Organization Assignment List
 ICS 204 – Assignment list
 ICS 205 – Incident radio communications plan
 ICS 206 – Incident medical plan
 ICS 207 – Organization Chart



COES 309
• For positions 

• Handling large message volume
• Especially formal messages

• Put your 214 to the side
• Net control will assign message 

numbers
• Details of message will be on 

message form
• Indicate messages for which you are 

awaiting response



COES 213
• Should be used for all formal messages
• Can be used for informal messages

• Space to compose message
• Receiving station will expect fields in 

order
• Message number assigned by net 

control



COES 213SF
• New form being introduced
• Short form of 213



SCCo ICS 213
• Form to use if sending/receiving county 

message
• Multiple message numbers



COES 213 SR
• Potential of specialized forms 
• Experimented with this form at last 

exercise
• Allows for collection of specific 

information
• Receiving station will expect fields in 

order



COES 201
• Used by net control station 
• Message ID (number) is created 

from this form
• Subject or content of message is 

not important
• Priority of message will 

determine order of sending
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QUESTIONS
COMMENTS
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Thank you
Any Questions?


