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Incident Action Plan

Use this template to coordinate operational objectives, assignments, resources, safety,
and communications for an incident period.

Template Metadata
Field Details
Category Public Safety & Emergency
Owner [Team or owner]
Version [Version number]
Effective Date [Date]
Review Cycle [Monthly / Quarterly / Annual / Event-based]
Status [Draft / In Review [ Approved]

Incident Overview

Identify incident name, location, operational period, command post, situation summary, and
assumptions.

Item Details Owner Status

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]
Notes
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[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]

Objectives

List measurable incident objectives, priorities, constraints, and success criteria.

Item Details Owner Status

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]
Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]

Organization and Roles

Document incident commander, operations, planning, logistics, finance, safety, and liaison roles.

Item Details Owner Status

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]
Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]

Tactical Assignments

Assign branches, divisions, groups, resources, staging areas, and reporting times.
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Item

[Item or
requirement]

[Item or
requirement]

Notes

Incident Action Plan

Details

[Describe the relevant detail, evidence, or
decision]

[Describe the relevant detail, evidence, or
decision]

Owner Status

[Owner] [Open/
Complete]

[Owner] [Open/
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Communications Plan

List radio channels, phone bridges, alerting tools, interoperability notes, and backup methods.

Item

[Item or
requirement]

[Item or
requirement]

Notes

Details

[Describe the relevant detail, evidence, or
decision]

[Describe the relevant detail, evidence, or
decision]

Owner Status

[Owner] [Open/
Complete]

[Owner] [Open/
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Safety Message

Describe hazards, PPE, weather, medical plan, evacuation signals, and responder accountability.

Item

[Item or
requirement]

[Item or
requirement]

Details

[Describe the relevant detail, evidence, or
decision]

[Describe the relevant detail, evidence, or
decision]
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Owner Status

[Owner] [Open/
Complete]

[Owner] [Open/
Complete]
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Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]

Demobilization and Transition

Define release criteria, documentation, recovery handoff, and next planning cycle.

Item Details Owner Status

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]
Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]

Review and Signoff

Document review conclusions, approvals, unresolved items, and next review date.

Role Name Date Notes

Preparer [Name] [Date] [Notes]
Reviewer [Name] [Date] [Notes]
Approver [Name] [Date] [Notes]
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