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Washington
Incident Management Team





Agency Administrator Briefing Checklist
Incident Name:



   Incident #: 


    Date 


Agency Administrator/Official: 



   Incident Commander: 



(
Incident Description (ICS 209) & IAP

(
Incident Summation & General Information

(
Location/Population Affected
(
Organization Charts (ICS 201)
(
Threats (current/immediate)
(
Political & Community Concerns

(
Financial Considerations

(
Jurisdiction Participants

(
Regulatory/ARARs Considerations

(
Response Options/Proposed Actions

(
Resource Needs (e.g., Contractors)

(
Policy Issues

(
Stakeholders (Who are they and have they been notified?)
(
Priorities

(
Key Issues

(
Health/Safety (includes H&S Plan)

(
Schedule (Assume Command?  IC Briefing?  Planned Public Meeting?  etc.)
(
Management Objectives
(
Visuals (maps, photos, etc.)

(
Need for Inter/Intra-Agency Support

(
Media Interest?  How to handle release of information (Agency or IMT?)
(
Technical Data/Monitoring Information Availability and Location
(
Local and Residential/Businesses Affected (area & degree)
(
Other Available Resources (water plans, city equipment, etc. and location or method of obtaining)

(
Community Relations Issues (fact sheets)

(
Deficiencies in Information – Data Gaps

(
Other Command Post Locations or Facility Recommendations?
(
PRP and Enforcement Information

(
Special Information on Finance/Administration (burn rates, source of money, in-kind services ceilings)

(
What Briefings, to whom it was/will be delivered, Media Interests, and Briefing Schedule

(
Scope of Work (as defined) (Action Memos, Delegation of Authority, Mission Assignments)

(
Logistics Concerns and Needs







