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Agenda:   Primary Responsibility 

 

1.  State incident objectives and Policy issues. 
2.  Briefing of situation, critical and sensitive areas, 

weather/sea forecast, and resource status/availability. 
3. State primary and alternative strategies to meet objectives. 
4. Designate Branch, Division, and Group boundaries and 

functions as appropriate, use maps and ICS form 215. 
5. Specify tactics for each Division, note limitations. 
6  Specify resources needed by Divisions/Groups. 
7. Specify operations facilities and reporting locations and plot 

on map. 
8. Develop resources, support, and overhead order (orders). 
9. Consider support: communications, traffic, safety, medical, 

etc. 
10. Contributing organization/agency considerations regarding 

work plan. 
11  Safety considerations regarding work plan. 
12  Media considerations regarding work plan. 
13. Report on expenditures and claims. 
14.       Finalize and approve work plan for the next operational 
period. 

IC/UC 
 

SUL 
 
 
 

OPS  
 
 
 
 

OPS /LSC 
LSC 
LSC 
LO 
SO 
IO 

F/ASC 
IC/UC 
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Common Components     Primary Responsibility 
 
1.  Incident Objectives (ICS form 202). 
2.  Organization List/Chart (ICS FORMS 203/207). 
3.  Assignment List (ICS form 204). 
4.  Communication Plan (ICS form 205). 
5.  Medical Plan (ICS form 206). 
6.  Incident Map. 
7.  Safety Plan. 
8.  Decontamination Plan. 
9.  Waste Management or Disposal Plan. 

Resources Unit                      

Resources Unit                      

Resources Unit 

Communications Unit                

Medical Unit                         

Situation Unit                        

Safety Officer                        

Technical Specialist                  

Technical Specialist 

 
Optional Components (use as pertinent): 
 
1.  Air Operations Summary (ICS form 220). 
2.  Traffic Plan. 
3.  Demobilization Plan. 
 

Air Operations Branch Director 
Ground Support Unit 
Demobilization Unit 
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K. SPECIAL PURPOSE MEETINGS 

The Special Purpose meetings are most applicable to larger incidents requiring 

an Operational Period Planning Cycle, but may be useful during Initial Response and 

Assessment. 

 

1. COMMAND STAFF MEETING - Coordinate Command Staff functions, 

responsibilities, and objectives.  It is held before the Tactical Meeting.  Command 

Staff (IC/UC, SO, LO, IO) attend. 

 

2. COMMAND & GENERAL STAFF MEETING - An opportunity for the 

Command & General staffs to gather under informal conditions (breakfast/dinner) 

to discuss developing issues.  

 

3. BUSINESS MANAGEMENT MEETING - This under-30-minute meeting 

develops and updates the operating plan for finance and logistical support.  The 

agenda could include: documentation issues, cost sharing, cost analysis, finance 

requirements, resource procurement, and financial summary data.  Attendees 

include: F/ASC, Cost Unit Leader (CUL), LSC, SUL, DUL.  

 

4. AGENCY REPRESENTATIVE MEETING - This meeting is held to update 

Agency Representatives and ensure that they can support the IAP.  It is 

conducted by the LO, and attended by Agency Representatives.  It is most 

appropriately held after the Planning Meeting in order to announce plans for the 

next operational period.  It allows for changes should the plan not meet the 

expectations of the Agency Representatives. 

 

5. NEWS BRIEFING - This meeting briefs media and the public on the most 

current and accurate facts.  It is set up by the IO, moderated by a UC 

spokesperson, and features selected spokespersons.  This brief must be held 

away from the ICP.  Spokespersons should be prepared by the IO to address 

anticipated issues.  The briefing should be well-planned, organized, and 

scheduled to meet the media’s needs.   
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