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Why is Documentation Important?

 Provides a written record of exactly what happened (Think of 
the who, what, when, where, why, how)

 Ensures everyone is on the same page

 Reports from multiple teams can provide a better “big picture” 
when later combined into the IAP

 Volunteer hours and donated resources can be used to offset 
the local disaster cost-share (normally 25% of the disaster 
costs)

 Can be used to seek agency reimbursement for personnel 
hours, equipment use, lost\damaged equipment, etc

 May ultimately be used in legal proceedings

 Be as thorough as possible

 Remember:  If it’s not written down, it didn’t happen!

.



What Are Some Items We Need To Track?

Personnel Check In’s & Check Out’s

Team Assignments & Missions

Equipment Issued & Returned

Communications – Messages Sent\Received

Overall Unit “Actions” Log

Damage Assessment Details

Victim Status Information 

(Treatment\Triage Area Information)

.



Things To Remember When Documenting:

 Good documentation should be factual, accurate, 
complete, and timely

 Assume that anything you write will be included in 
public record

Avoid including Patient names

Avoid including personal cell phone numbers*

 Use common ICS terms or plain language

 Avoid using abbreviations or acronyms

 Print legibly so that everyone can read what you write

 A new set of forms should be completed for each 
unique operational period

.



CERT Documentation

 There are eight standard forms that can be used to facilitate documentation and 

information flow. The forms are functionally consistent with Incident Command 

System (ICS) forms and are designed to be NIMS compliant*. 

 The Standard CERT forms are:

 Damage Assessment (CERT Form #1)

 Personnel Resources Sign-In (CERT Form #2)*

 Incident/Assignment Tracking Log (CERT Form #3)*

 Briefing Assignment (CERT Form #4a)*

 Survivor Treatment Area Record (CERT Form #5)

 Communications Log (CERT Form #6)*

 Equipment Inventory (CERT Form #7)

 General Message (CERT Form #8)

 Remember that scribes can produce useful, high-quality documentation without using 

the forms as long as they take detailed notes of all activities.

.



CERT Form #1 – Damage Assessment

 Completed by CERT members as they travel through 

the area to the CERT’s staging location, then given to 

the CERT IC/TL

 Provides a summary of overall hazards in selected 

areas, including:

 Fires

 Utility hazards

 Structural damage

 Injuries and casualties

 Available access 

 Essential for prioritizing and formulating action plans

 Note:  We will be conducting a Detailed Damage 

Assessment class early next year

.



CERT Form #2 – Personnel Resources Sign-In

 Used to sign in CERT members as they arrive at 

the staging location

 Provides information about:

 Who is on site

 When they arrived

 When they were assigned

 Their special skills

 Used by staging personnel to track personnel 

availability

 NOTE: FWCERT Uses ICS-211P in lieu of this form

.



ICS-211P Example from Alliance Air Show

///////////////////////////////////////////

Due to sensitive information, the 

presented example has been 

removed from the public copy of this powerpoint

///////////////////////////////////////////



CERT Form #3 – Incident/Assignment Tracking Log

 Used by the Command Post for 

keeping abreast of situation status

 Contains essential information for 

recording the activities of the 

functional teams and overall 

situation status

 NOTE: Depending on assignment 

FWCERT uses ICS-204 in lieu of this 

form

.



CERT Form #4a – Briefing Assignment

 Used by the Command Post to provide 
instructions to functional team

 Used by teams to log their actions and 
report new damage assessment information

 The CERT IC/TL uses the front side of the 
form to communicate instructions about an 
incident such as address, incident type, and 
team objectives. 

 The scribe of the functional team uses the 
back side (blank side) of the form to log 
team actions. The form is returned to the 
Command Post when the team checks in

 NOTE: Depending on assignment FWCERT 
uses a combination of ICS-204 & ICS-214 in 
lieu of this form

.



ICS-204 Example from Alliance Air Show

///////////////////////////////////////////

Due to sensitive information, the 

presented example has been 

removed from the public copy of this powerpoint

///////////////////////////////////////////



ICS-214 Example from Alliance Air Show

///////////////////////////////////////////

Due to sensitive information, the 

presented example has been 

removed from the public copy of this powerpoint

///////////////////////////////////////////



ICS-214 (cont.) Example from Alliance Air Show

///////////////////////////////////////////

Due to sensitive information, the 

presented example has been 

removed from the public copy of this powerpoint

///////////////////////////////////////////



CERT Form #5 – Survivor Treatment Area Record

 Completed by medical treatment area 

personnel

 Records:

 Survivors entering the treatment area

 Their condition

 Their status (Immediate, Delayed, or Minor)

 Any movement

.



CERT Form #6 – Communications Log

 Typically completed by the radio operator

 Used to log incoming and outgoing 

transmissions

 Depending on mission, FWCERT may document 

this on an ICS-214 in lieu of this form

.



CERT Form #7 (based on ICS303) – Equipment Inventory

 Used to check out\in CERT-managed equipment

 Typically kept in the area or vehicle in which 

equipment is stored

 Make sure to include any accessories issued 

(belt clips\cases, all batteries, chargers, 

Speaker Mic’s, etc)

 Complete BEFORE the equipment is issued –

make them initial\sign for it!

 Make sure ALL equipment is accounted for 

before demobilization

.



Example of a “T-Card”

 T-Card’s are an alternate way of tracking 

personnel, physical resources, etc

 This is an example from National Incident 

Radio Support Cache

 To be completed by the borrower and kept 

either on a T-Card rack, or in the case where 

the radio is normally stored

 A new card is completed upon reissuance of 

the equipment

.



CERT Form #8 (based on ICS213) – General Message

 Used for sending messages between command levels and 
groups

 Messages should be clear and concise and should focus on 
such key issues as: 

 Assignment completion

 Special information

 Status update

 Any Additional resources required*

 Depending on incident, the LSC may request you to use a ICS-
213RR for physical\tangible resource requests 

 In Texas, these types of requests are typically filed via WebEOC
utilizing the STAR request process

 Often found printed two per page

 Sometimes found as two or three-ply NCR (carbonless)

 One copy stays with sender, and remaining copies to 
recipient

 If three-ply, recipient will write response on both of their 
copies; retain one copy, and send one copy back to sender.

.



Example ICS-213RR and STAR Request Form:



Questions?

.



Exercise:

 Break into teams of 8-10 people, nominate one team leader per 
group

 Assume that you have been activated for a Tornado that struck 
your neighborhood.  All of your team members are at the 
identified staging point and ready for assignments.

 Take 10-15 minutes, and as a team, review and complete the 
following forms:

 ICS-211P – Personnel Check-In List

 ICS-204 (Or CERT Forms #3 & 4a) – Team Work Assignment, Special 
Instructions, and log Individual Contact Information

 CERT Form #7 – Log equipment Issued (CERT Radios, Speaker Mics, 
Helmets, etc)

 ICS-213 – Log a sample status update message to the Incident 
Commander (i.e. Team A at staging point)

.



Additional Training Resources:

 IS-201 Forms Used for the Development of the Incident Action Plan

 https://training.fema.gov/is/courseoverview.aspx?code=IS-201

 TEEX MGT-347 ICS Forms Review Class

 FEMA Forms Library (PDF):

 https://training.fema.gov/icsresource/icsforms.aspx

 Excel Based Forms:

 http://texasimt.com/Forms/ICSforms.htm

 Fort Worth CERT Document Library

 http://www.certfortworth.org/documents

Before you leave, please complete the provided Training Evaluation Form!
Let us know how we’re doing, and what you would like to see in 2018

.
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