
Cupertino Citizen Corps

Forms – Why’s and How’s

7 October 2021
Jim Oberhofer KN6PE



Cupertino Citizen Corps

Forms

• Captures Information
• In a structured way 

• During an Event/Incident
• Becomes Documentation

• It may be…
• Paper
• Whiteboards
• Computer programs

7 October 2021 Forms -- The How's and Why's



Cupertino Citizen Corps

Accuracy and Completeness
Its all about the money

Excerpts from the FEMA | Office of Inspector General report titled “Summary 
of Key Findings of Fiscal Year 2016 FEMA Disaster Grant and Audits”
• “Over the 7-year period, FYs 2009 to 2015, we found $1.64 billion, or 15 percent, 

in questioned costs out of the $10.9 billion that we audited, which we 
recommended FEMA disallow as ineligible and unsupported costs.”

• “In fiscal year 2016, we found $155.6 million, or 23 percent, in questioned costs 
out of the $686 million that we audited, which we recommended FEMA disallow as 
ineligible and unsupported costs.” 

In cases where FEMA payments were made and claims later disallowed, 
recipients would be required to repay these payments, with audits 
sometimes taking place years later.

Because your documentation could be a used as part of the City’s justification 
for either an expense reimbursement or cost recovery request, ensuring the 
accuracy and completeness of what we submit is critical.
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How does this apply to us?

• If tracked properly, hours worked volunteering can be reimbursed by FEMA 
under the guidelines for “volunteer labor” (44 Code of Federal Regulations 
(CFR) 13.24 (c) (1)). 

• The reimbursement rate would depend on the volunteer and the type of 
work completed.

• The reimbursement rate could be in the range of $20 to $50 / hr (estimate)

• For instance:

• And… city staff hours are reimbursable if overtime is extraordinary or the 
work is not normally budgeted in their job.

• BUT, it all depends on getting the documentation right
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CARES 10 10 # volunteers
hrs/day 12 120 Volunteer hours / day
days 10 1200 Volunteer hours / event
$/hr $35 $42,000 Reimbursement
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A case in point

• From May 1 through May 2, 2010, Tennessee experienced high winds and 
flooding which resulted in widespread loss of power.

• The disaster forced residents to vacate their homes and to require food and 
basic housing.

• The Applicant opened a disaster recovery center and staffed it with 
volunteers.

• The Applicant requested credit toward the calculation of the non-Federal 
cost share for volunteer labor, donated equipment, and donated materials.

• FEMA initially granted Applicant’s request for a $65,416 credit but later de-
obligated $57,714 because volunteer hours were not properly documented.

• FEMA also indicated that a church organization, not the Applicant, 
organized the emergency work.
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Where do we use them?

Events
• Long Notice

• Specific Planning

• One Op Period

• AAR/CAR

• Lawsuits

Incidents
• Little or No Notice

• General Planning

• Multiple Op Periods

• AAR/CAR

• Recovery Dollars

• Audits

• Lawsuits
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Operational Information

• Situation Status  Planning  Response

• Personnel and Equipment Tracking and Accountability

• Decisions Made and Reasons for Decision

• Resident Interactions – positive and negative

• Contact Information

• Open issues and questions

• Continuity during personnel changes
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• The job is not done until the paperwork is complete... and 
submitted.

• Every scrap of paper used during an activation is part of the event or 
incident and goes to the Documentation Unit
• It must be legible (print)
• Use one side only

• These are legal documents that may be needed to defend decisions
• Most of this documentation is ‘discoverable’
• If it is not in the documentation, then it did not happen
• Some documentation is specifically created after the event or 

incident, such as the After Action Report

• And, all this applies to our voice and packet operations

Operational Information
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Incident Documentation

• Financial recovery
• Who did what, where, when, using what
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Where are the forms?
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Available Cupertino Forms
(https://www.cupertinoares.org/ccc/forms/index.html)
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County RACES Forms
(https://www.scc-ares-races.org/operations/go-kit-forms.html)
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FEMA ICS Forms
(https://training.fema.gov/icsresource/icsforms.aspx)
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Forms you will encounter
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Form 1

• A simple writing tablet works
• Lots of uses 

• Writing down assignment
• Writing down activation number
• Copying directions
• Informal notes and messages 
• Scratch paper –
• Food and drink orders for the team

• – …
• When you run out of the right form 
• Turn in to supervisor at end of shift

• (yes, even informal notes!)
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ICS 214 Activity Log

• This is your personal log
• May also be used by unit leader
• Always start this form before 

leaving for assignment
• Common items for this form

• Departure and arrival times
• Assignments
• Contact information
• Decisions and reasons
• Informal messages (who, what)
• Items requiring follow up
• This may be the only form some field 

responders may need
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ICS 214a-OS

• Alternate ICS 214
• Form can be used be 

individuals, not teams
• A few more lines
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ICS-211B Check-in Sheet

• Except in rare circumstances, 
always sign in/out of event

• Some variant of 211 is usually 
used

• Places you may encounter 211
• Check in location
• EOC
• Staging areas
• Base 
• ICP

• May sign in/out on different 211s
• Include call sign

7 October 2021 Forms -- The How's and Why's



Cupertino Citizen Corps

ICS 213 Message Form

• Should be used for all formal 
messages

• Can be used for informal 
messages

• Space to compose 
message

• Receiving station will expect 
fields in order

• Message number assigned 
by net control
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ICS 213SF Short Message Form

• New form being introduced
• Short form of ICS 213

Everyone should have a PAD 
of these forms!
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SCCo RACES ICS 213 Message Form

• Form to use if sending and 
receiving messages with the 
County

• Multiple message numbers
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COES 213SR Smoke report

• Potential of specialized 
forms 

• Experimented with this 
form at last exercise

• Allows for collection of 
specific information

• Receiving station will 
expect fields in order
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ICS 221 Demob Check-out
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ICS 309 Communications Log

• For positions 

• Handling large message volume

• Especially formal messages

• Put your 214 to the side

• Net control will assign message 
numbers

• Details of message will 
be on message form

• Indicate messages for which you are 
awaiting response

• Use one ICS 309 for each net that 
you are on (i.e., voice and packet)
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COES 311 Mike-Mike Summary
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Plans
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Series of Forms

 Series of forms
 ICS 201 – Incident briefing
 ICS 202 – Incident objectives
 ICS 203 – Organization Assignment List
 ICS 204 – Assignment list
 ICS 205 – Incident radio 

communications plan
 ICS 206 – Incident medical plan
 ICS 207 – Organization Chart
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Thank you
Any Questions?
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