Message Action Log


	MESSAGE / ACTION LOG

	Event Number
	

	
	

	
	Message Number
	


	
	
	
	Sample Form
	
	
	

	Date:
	______/______/______

Mo
Day
Yr
	
	Time:
	

(24 Hr.)
	
	

	Routine
	
	

	Urgent

	TO:
	FROM:

	Staff / Name
	

	
	Staff / Name
	


	Staff / Organization
	

	
	Staff / Organization
	


	Method
	

	
	Method
	


	
	(Tel., Fax, Radio, Ecomm, Amateur)
	
	
	(Tel., Fax, Radio, Ecomm, Amateur)

	MESSAGE / ACTION: (Names, Titles, Dept., Tel. No., Dates) 


	


	


	


	


	


	


	
	


	
	Signature

	R O U T E  T O:
	

	ELECTED OFFICIALS

	
	

	EOC INCIDENT COMMAND (IC)

	
	
	

	PUBLIC INFO OFFICER
	

	RUMOR CONTROL

	
	
	

	LIAISON Municipal EMA/Elected Officials

	
	
	

	MESSAGE CENTER Data Information Systems

	
	
	
	

	

	OPERATIONS OFFICER
	
	

	PLANNING OFFICER
	
	

	LOGISTICS OFFICER
	
	

	FINANCE OFFICER

	
	(Field Actions)
	
	
	(Plan/Evaluate)
	
	
	
(Resource Mgmt.)
	
	
	
(Cost/Contract)

	

	FIRE/RESCUE
	
	

	AGRICULTURE
	
	

	COMMUNICATIONS/RACES
	
	

	


	

	POLICE
	
	

	PUBLIC WORKS
	
	

	MASS CARE/RED CROSS
	
	

	


	

	EMS/MEDICAL
	
	

	DAMAGE ASSMT.
	
	

	SHELTER SYSTEMS
	
	

	


	

	EMA
	
	

	RADIOLOGICAL
	
	

	SCHOOLS
	
	

	


	

	EVACUATION
	
	

	HAZMAT
	
	

	RESOURCES
	
	

	


	

	FLOOD OBSERVERS
	
	

	FLOOD COORD.
	
	

	TRANSPORTATION
	
	

	


	

	CIVIL AIR PATROL
	
	

	DOCUMENTATION
	
	

	MILITARY AFFAIRS
	
	

	


	ACTION TAKEN BY RECIPIENT: 


	


	WHITE = To Designated Staff        YELLOW = Message Control     PINK = Keep
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