Instruction Sheet for:

NCS 204(Incident Resource Data Sheet)

In order to accurately identify resources used in the Event please fill out the Incident Resource Data Sheet according to the following instructions:

1. Fill in all boxes that apply to you and your tasks for the week. 

a) Week Of: Operational week of assignment- (5/19-5/25)
b) Assignment: Sheltering displaced animals
c) Name: Individual’s Name
2. Assigned Resources

a) DATE: List dates of Event work

b) EQUIPMENT: Enter personal vehicle (PV) or state vehicle (SV) with vehicle #, EX: SV#34451.

c) TOTAL MILES: Enter total miles driven: Actual odometer mileage at start (bottom) and finish (top).

d) EVENT MILES: List miles driven specifically for EVENT work.  This is critical if you are conducting EVENT work in the normal course of your other duties.

e) OPER HOURS: List # of hours of drive time.

f) PERSONNEL:  Your initials.  Any personnel accompanying you must fill out a separate NCS 204.

g) TOTAL HRS WORKED: Enter the total # Hours worked that day.

h) EVENT HRS WORKED: Enter the total # Hours worked specifically on the EVENT for that day.

3. Assigned Task: Details of specific task assigned to you for accomplishment during operational period (for the week). Example – Distributed EVENT information and discussed EVENT Threat during routine inspection of 5 feed stores. 

4. Special Instructions: List any special instructions received for tasks assigned to you.  Example- Fill out assessment form as completely as possible.

5. Accomplishments and Remarks: List accomplished tasks as completed for documentation and also other remarks concerning the assignments received that may need further attention.  Example - Owner unavailable for assessment, needs return visit.

6. Service Instructions: If equipment assigned to you needs service and will be unavailable for work enter details here.  Example – Automobile due for oil change scheduled 6/21/2003.

7. Return completed form to UNIT SUPERVISOR by close of business the following day.  All Supervisors should review and sign the NCS 204 forms and send them to the Event Finance Section: Name and location.   This will allow Planning to prepare the Incident Action Plan for the next operational period.
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