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I-SUITE 

3.1 – IAP:  CREATING FORMS FOR YOUR IAP 

 

OBJECTIVES 

Upon completion of this unit, the trainee will be able to: 

1. Understand how to complete the following forms in IAP: 

a. Master Frequency List (MFL). 

b. ICS 202 Incident Objectives. 

c. ICS 203 Organization Assignment List. 

d. ICS 204 Division Assignment List. 

e. ICS 205 Incident Radio Communications Plan. 

f. ICS 206 Medical Plan. 

g. ICS 220 Air Operations Summary. 
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I. INTRODUCTION: 

A. Master Frequency List (MFL). 

B. ICS 202 Incident Objectives. 

C. ICS 203 Organization Assignment List. 

D. ICS 204 Division Assignment List. 

E. ICS 205 Incident Radio Communications Plan. 

F. ICS 206 Medical Plan. 

G. ICS 220 Air Operations Summary. 

II. EXERCISES. 

A. To specify frequencies to be used on an incident on the Master Frequency List 
(MFL). 

1. On the Tools menu, click Master Frequency. 

2. Click the System drop-down arrow, and then click to select the System of 
your choice. 

3. Complete the remaining boxes in the row. 

a. Group. 

b. Channel. 

c. RFunction. 

d. TX. 

e. Tone. 

f. Assignment. 

g. Remarks. 

4. When finished, click to select the check box in the Show column for that 
new Frequency, and then click the Propagate Changes button. 
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B. To delete a frequency on the Master Frequency List (MFL). 

1. On the Master Frequency List, click the Show column to select the 
Frequency you want to delete. 

2. Perform one of the following: 

a. Click the Delete Form icon. 

b. On your keyboard, press DELETE. 

C. To refresh data on the Master Frequency List. 

1. Click the Refresh Data icon. 

D. To create an ICS 202 Incident Objectives. 

1. On the File menu, point to New Form, and then click New Form 202 – 
Objectives. 

2. In the 4. Operational Period box, click the drop-down arrow, and then 
click to select the Shift of your choice. 

3. Complete the following information: 

a. 5. General Control Objectives for the incident (include 
alternatives). 

b. 6. Weather Forecast for Period. 

c. 7. General Safety Message. 

4. Under Attachments, click to select all that apply: 

a. Organization List – ICS 203 

b. Div. Assignment Lists – ICS 204. 

c. Medical Plan – ICS 206. 

d. Air Operations Summary – ICS 220. 

e. Incident Map. 

f. Safety Message. 

g. Traffic Plan. 

h. Weather Forecast. 
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5. To add an additional attachment, click to select a check box next to a 
blank line, and then type the appropriate attachment next to that check 
box. 

6. In the 9. Prepared by (Planning Section Chief) box, type the Planning 
Section Chief Name. 

7. In the 10. Approved by (Incident Commander) box, type the Incident 
Commander Name. 

8. When finished, click the Save icon. 

E. To create an ICS 203 Organization Assignment List. 

1. On the File menu, point to New Form, and then click New Form 203 – 
Organization. 

2. For each position, click the drop-down arrow, and then click to select the 
Person of your choice. 

3. Under 6. Agency Representative, type the Agency for each agency 
representative. 

4. In the Prepared by box, type the Resource Unit Leader Name, and then 
click the Save icon. 

F. To customize your mnemonics (kindcode) filter. 

1. On the Tools menu, click Form 203 Template. 

2. For each section, click in the appropriate box, and then type additional 
Mnemonics as needed, separated by a semi-colon. 

3. To save your additions, click the Save button. 

G. To create an ICS 204 Division Assignment List. 

1. On the File menu, point to New Form, and then click New Form 204 – 
Division Assignments. 

2. In the 1. Branch box, type the Branch Name, and then press TAB. 

3. In the 2. Division/Group box, type the Division/Group name, and then 
press TAB. 

4. Under Operations Personnel, click the drop-down arrow for each 
Position, and then click to select the Person of your choice. 
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5. Under 6. Resources Assigned this Period, click to select the option of 
your choice. 

a. All, to display all resources. 

b. Crew, to limit the drop-down list to display only hand crews. 

c. Engine, to limit the drop-down list to display only engines. 

d. Equipment, to limit the drop-down list to display dozers, water 
tenders, tractor plows, and other heavy equipment. 

e. Line Overhead, to limit the drop-down list to display individual 
line overhead such as Strike Team Leaders and Field Observers. 

6. Complete the following boxes for each resource, as appropriate: 

a. Strike Team/Task Force/Resource Designator. 

b. Leader. 

c. Number of Persons. 

d. Trans Needed. 

e. Drop Off PT./Time. 

f. Pick Up PT./Time. 

7. Complete the following boxes as appropriate: 

a. 7. Control Operations. 

b. 8. Special Instructions. 

8. Under 9. Division/Group Communications Summary, complete the 
following boxes as appropriate for each Function. 

a. Frequency - RX. 

b. Frequency - TX. 

c. Tone. 

d. System. 

e. Channel. 

f. System. 
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g. Channel. 

9. In the Prepared By box, type the Resource Unit Leader Name, and then 
press Tab. 

10. In the Approved By box, type the Planning Section Chief Name, and 
then click the Save icon. 

H. To customize your mnemonics (kindcode) filter. 

1. On the Tools menu, click Form 204 Template. 

2. Under Operations Personnel, click in the appropriate box, and then type 
additional Mnemonics as needed, separated by a semi-colon. 

3. To save your additions, click the Save icon. 

I. To edit the 204 template. 

1. On the Tools menu, click Form 204 Template. 

2. Click one or more of following buttons, in the order of your choice, to 
customize the 204: 

a. Add Resource. 

b. Add Kind Code. 

c. Add Resource Name.3. To save your changes to the 204 template, 
click the Save icon. 

J. To manipulate rows on the 204 form. 

1. To Cut a row, click to select the row of your choice. 

a. In the left-most column of that row, right-click, and then click 
Cut. 

2. To Copy a row, click to select the row of your choice. 

a. In the left-most column of that row, right-click, and then click 
Copy. 

3. To paste the cut or copied row, click to select the target row of your 
choice. 

a. In the left-most column of that row, right-click, and then click 
Paste. 
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4. To Delete a row, click to select the row of your choice. 

a. In the left-most column of that row, right-click, and then click 
Delete. 

K. To spell check the 204 form. 

1. On the Tools menu, click Spell Check. 

L. To complete ICS 205 Incident Radio Communications Plan. 

1. On the File menu, point to New Form, and then click New Form 205 – 
Communications. 

2. For each frequency, click the Radio Type/Cache drop-down arrow, and 
then click to select the Frequency of your choice. 

3. Click the Verify Frequencies button. 

M. To complete the ICS 206 Medical Plan. 

1. On the File menu, point to New Form, and then click New Form 206 – 
Medical. 

2. Complete the following sections as appropriate: 

a. Incident Medical Aid Station. 

b. Ambulance Services. 

c. Incident Ambulances. 

3. In the Paramedics column, click to select the Yes or No check boxes, as 
appropriate, to designate the available Paramedics for each type of 
medical service. 

4. Complete the Hospitals section, and then click to select the Yes or No 
check boxes, as appropriate, to designate if a Helipad and/or Burn 
Center is available. 

5. In the Medical Emergency Procedures box, type a description of the 
medical emergency procedures, as appropriate. 

6. Complete the following boxes: 

a. Prepared by (Medical Unit Leader). 

b. Reviewed by (Safety Officer). 
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7. When finished, click the Save icon. 

N. To complete the ICS 220 Air Operations Summary. 

1. On the File menu, point to New Form, and then click New Form 220 – 
Air Operations. 

2. Complete the following sections as appropriate: 

a. Sunrise Hour. 

b. Sunset Hour. 

c. REMARKS. 

d. MEDEVAC AIRCRAFT. 

e. TFR. 

f. PERSONNEL. 

g. FREQUENCY. 

h. FIXED WING. 

i. HELICOPTERS. 

3. To advance to the next page of the form, click the Go to Page 2 button. 

4. Complete section 10. TASK, MISSION, ASSIGNMENT, as appropriate. 

5. When finished, click the Save icon. 
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