
Summary of an
Incident Action Planning Meeting
Purpose: Establish strategies, tactics, and resource needs to meet the Incident 
	Objectives for the next Operational Period
When: After the Incident Briefing, and after Sections have met (about 15 minutes) to 
	discuss their response priorities 
Attendees: Incident Commander, Command Staff, General Staff.  Other attendees may 
	be assigned by the Incident Commander.
Facilitated by: Planning Section Chief
Length of Time: short; no longer than 10-15 minutes

Prior to the meeting
· The Incident Commander should complete HICS Form 201 Incident Briefing
· The Incident Commander should request each Section Chief to: 
· Meet with their Section staff to discuss Section-specific Incident Objectives, strategies, tactics, and resources assigned and resource needs for the next operational period
· Complete HICS 204 Assignment List  to be presented at the incident action planning meeting
· HICS 204 can be used to represent an entire Section or a Branch within a Section
· The Safety Officer should begin HICS 215A Incident Action Plan Safety Analysis

After the meeting
· The Safety Officer should finalize HICS 215A Incident Action Plan Safety Analysis based on reports from the incident action planning meeting, and submit to the Planning Section
· The Planning Section should:
· Complete HICS 202 Incident Objectives by identifying the Incident Objectives from the Incident Commander’s incident briefing, and additional information as identified during the incident action planning meeting
· Complete HICS 203 Organization Assignment List based on each Section’s HICS 204
· Compile the HICS Forms (201, 202, 203, 204, and 215A) and any other supplemental information such as maps into one Incident Action Plan for the Operational Period
· Complete the HICS 200 Incident Action Plan Cover Sheet 
· Submit the completed Incident Action Plan to the Incident Commander for approval
· Disseminate the approved Incident Action Plan so that it can be used in Operational  Period Briefings for supervisors to inform staff of the plan for the next operational period


Agenda
· Situation briefing (from HICS Form 201 Incident Briefing) - may be provided by the Incident Commander or the Planning Chief
· Reports from General Staff (Section/Branch Incident Objectives, strategies, tactics, and resources assigned/needed to meet the objectives)
· Operations Chief
· Logistics Chief
· Finance/Administration Chief
· Planning Chief
· Reports from Command Staff (if there are specific issues to consider)
· Safety Officer
· Public Information Officer
· Liaison Officer
· Medical/Technical Specialist(s)
· Comments, concerns, questions
· Wrap-Up
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