
ICS Forms for use During Drills and Actual Incidents 

 

The Incident Command System (ICS) and National Incident Management System (NIMS) require the use 
of certain forms for use by radio communicators during an incident.  The forms are ICS-213 General 
Message Form and ICS-309 Communications Log.  COARES has adapted these forms for our use, and 
copies are available here for downloading.  Copies of these forms are also located in a yellow folder 
which is placed within each COTS Radio case.   

The ICS-213 General Message Form is a three-part form with carbonless paper (NCR paper), and must be 
used for all formal messages during an actual incident.   The information boxes at the top are self 
explanatory (use 24 hour time).  The amateur radio operator will fill in the top boxes including the 
message number starting with #1, and the message, which should be copied verbatim from the source.  
The amateur will keep the top copy. The yellow and pink copies, still stapled together, go to the message 
recipient.  The recipient should enter their reply and then send the yellow copy back to the sender (the 
amateur radio operator) and retain the pink copy.  A ball point pen must be used with this form; check 
the bottom pink copy to make sure it is legible. The top (white) copy and yellow copy should be  turned  
in at the end of the incident (see instructions at bottom of form).   If you don’t have access to the three-
part forms, you can in a pinch download and use copies of the single sheet form, instead of doing 
without the form. 

The ICS-309 Communications Log should be used for all drills, including hospital drills and airport drills.  
It is required to be used for all actual incidents.  The ICS-309 is printed on a single sheet of paper with 
instructions printed on the back.  The instructions should be carefully followed.  Every radio 
communication should be logged with the time, from and to whom, and the subject.  If the log entry 
references a formal message, the message number should be entered and the disposition, i.e. 
“forwarded”, “complete” or other indicator for formal message traffic that requires a reply.  At the end 
of your shift, your relief operator should start a new log sheet. The communications logs must be turned 
in at the end of the incident to the COARES coordinator, along with the message forms.  Do not leave 
the completed forms in the hospital.   


