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Classification: Public

Forms Overview
Preparation

ü 205 – What frequencies will I be using?

Arrival
ü 214 – What is happening at this location?

• Who arrived or departed from this site
• Equipment setup completed
• Checked into nets
• Equipment problems

I will send a message
ü 213 message form
ü NTS message form

What messages did I send
ü 309 Message Log (Written)
ü 309 Message Log (Automated)
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ICS 205
Purpose. The Incident Radio Communications Plan 
(ICS 205) provides information on all radio frequency 
or trunked radio system talkgroup assignments for 
each operational period. The plan is a summary of 
information obtained about available radio 
frequencies or talkgroups and the assignments of 
those resources by the Communications Unit Leader 
for use by incident responders. Information from the 
Incident Radio Communications Plan on frequency 
or talkgroup assignments is normally placed on the 
Assignment List (ICS 204). 
Preparation. The ICS 205 is prepared by the 
Communications Unit Leader and given to the 
Planning Section Chief for inclusion in the Incident 
Action Plan. 
Distribution. The ICS 205 is duplicated and attached 
to the Incident Objectives (ICS 202) and given to all 
recipients as part of the Incident Action Plan (IAP). 
All completed original forms must be given to the 
Documentation Unit. Information from the ICS 205 is 
placed on Assignment Lists. 
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ICS 205 - Instructions
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ICS 214
Purpose. The Activity Log (ICS 214) records details of notable 
activities at any ICS level, including single resources, equipment, 
Task Forces, etc. These logs provide basic incident activity 
documentation, and a reference for any after-action report. 
Preparation. An ICS 214 can be initiated and maintained by 
personnel in various ICS positions as it is needed or appropriate. 
Personnel should document how relevant incident activities are 
occurring and progressing, or any notable events or 
communications. 
Distribution. Completed ICS 214s are submitted to supervisors, 
who forward them to the Documentation Unit. All completed 
original forms must be given to the Documentation Unit 
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ICS 214 - Instructions
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ICS 213
Purpose. The General Message (ICS 213) is used by the incident 
dispatchers to record incoming messages that cannot be orally 
transmitted to the intended recipients. The ICS 213 is also used 
by the Incident Command Post and other incident personnel to 
transmit messages (e.g., resource order, incident name change, 
other ICS coordination issues, etc.) to the Incident 
Communications Center for transmission via radio or telephone 
to the addressee. This form is used to send any message or 
notification to incident personnel that requires hard-copy 
delivery. 
Preparation. The ICS 213 may be initiated by incident 
dispatchers and any other personnel on an incident. 
Distribution. Upon completion, the ICS 213 may be delivered to 
the addressee and/or delivered to the Incident Communication 
Center for transmission. 
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ICS 213 Instructions
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NTS

http://www.arrl.org/files/file/Public%2520Service/MPG104A.pdf

For detailed instructions, please 
visit the link at the bottom of 
this page.

http://www.arrl.org/files/file/Public%252520Service/MPG104A.pdf
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NTS - Overview
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ICS 309 (Written)

Purpose:  The Comm Log records the details of 
message traffic and is used by either an individual 
or a Net Control Operator (NCO).  These logs 
provide the basic reference from which to extract 
communications traffic history.
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ICS 309 (Written) - Instructions
One log for each radio operating at any location. 

HEADER: 
Incident # and Name This is assigned by Incident Command. Leave blank if necessary but MUST be filled in later in later 
Date Started: Use military format: 01JAN2014 
Time Started:  The time you arrived on location or began operations. Use 24 hour clock and local time. 
Operational Period #  Numbered sequentially. Op period changes when Team Leader changes. 
Task Name This radio’s role in the response, Ex: Command Net, Red Cross Tactical Net 
Operator Name and Call Name and call sign of radio operator at start of log. 
Tactical ID Tactical call sign of station, assigned by EC. 
RADIO and/or BAND Identify the radio or band main frequency you are operating on 
LOGGING MESSAGES: 
TIME sent/rec: Enter the time the message is sent or received. Use 24 hour clock and local time. 
FROM: Tactical or station callsign of sending station 
TO: Tactical or station callsign of receiving station 
Narrative: For 213: Callsign of originating station, date and time message was authored from boxes following subject on 213, and exactly what is in the 
“Subject” box on the ICS 213  

For NTS: NTS, message number, callsign of originating station, date and time from the NTS message header. 
For Tactical Message: These will be logged the same as ICS 213 except: Summarize the subject and write the same exact subject on the message 

itself. For very short messages write the message itself in the log. If you take a verbal message by dictation, whether you write it directly into the log or on 
another piece of paper, have the author sign it. You cannot send a message without a signature. 

Other things to note on the Communications log When you check into or out of a net. When you go to a different frequency. When operator and logger changes 
with name and callsign of new person. When any operator takes more than a 10 minute break. Any significant event involving operation of this radio. When you 
go off the air. Note: Number each page as you go. When operations on this radio are over, add the final page count at the bottom of each page after “OF” 
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309 (Automated)
Purpose:  The Comm Log records the 
details of message traffic and is used by 
either an individual or a Net Control 
Operator (NCO).  These logs provide the 
basic reference from which to extract 
communications traffic history.

The automated ICS 309 is generated from 
within the RMS Express software.  You will 
move your messages into a global folder 
and then create the ICS 309 from the 
content in that folder


