Georgia Wing Civil Air Patrol


FORMS REQUIRED FOR COMMON CAP MISSIONS

The following forms are generally required to be submitted to GAWG Headquarters for most mission, exercise, or training activities. Some forms may only be needed if that type of asset was used. Additional forms may be required depending upon the type and length of the mission. All paperwork must be submitted not later than 15 days after the end of the mission, exercise or training activity. Refer to CAPR 60-3 for definitive guidance.
· Incident Commander’s Log - ICS Form 214 (Unit Log): 
Required to be used on ALL Emergency Services training activities, exercises, and missions per CAPR 60-3.
Purpose: The Incident Commander’s Log lists detailed information regarding the incident and the time decisions/actions were made by the IC. It also serves as a permanent record of the initial response to the incident. This log may be on an ICS Form 214, Unit Log, or other form as long as it is identifiable as the IC’s log.

· ICS 201 – Incident Briefing: 
Required to be used on ALL Emergency Services training activities, exercises, and missions per CAPR 60-3; Para 8-10c.
Purpose: The incident briefing form provides the incident commander (and the command and general staffs assuming command of the incident) with basic information regarding the incident situation and the resources allocated to the incident. It also serves as a permanent record of the initial response to the incident.

· ICS 211 – Check In List: 
Required to be used on ALL Emergency Services training activities, exercises, and missions per NHQ Policy. 

Purpose: Used to sign-in all ES personnel and equipment at ES events. Personnel arriving at the incident can check-in at various incident locations. Check-in consists of reporting specific information that is recorded on the check-in list. The check-in list serves several purposes:

a. Used for recording arrival times at the incident of all overhead personnel.

b. Used for recording the initial location of personnel and thus a subsequent assignment can be made.

c. Used to support demobilization by recording the home base, method of travel, etc., on all check-ins.

· ICS 218 – Vehicle Check In List:
Required to be used on ALL Emergency Services training activities, exercises, and missions per NHQ Policy. 

Purpose: Used to sign in all vehicles and aircraft. The support vehicle inventory form provides an inventory of all transportation and support vehicles assigned to the incident. The information is used by the Air Operations Branch and/or the Ground Support Unit to maintain a record of the types and locations of aircraft/vehicles on the incident. The resources unit uses the information to initiate and maintain status/resources information on these resources. 

· CAPF 122 – SAR Mission Report:
Required to be used on ALL USAF & AFNSEP assigned missions per CAPR 60-3, Para. 1-12i.
Purpose: The CAPF 122 is used as a closeout form for an operational period. The CAPF 122 is provided to the lead agency (AFRCC or AFNSEP) to report the efforts of CAP personnel. The form is initiated by the incident commander or the planning section and then certified by the incident commander. Copies are kept on file in the wing’s mission folders.

· CAPF 115 - CAP Emergency Services Mission Folder:
Required to be used on ALL Emergency Services training activities, exercises, and missions per CAPR 60-3; Para 1-18.

Purpose: The CAPF 115 is used as a folder for all mission documents of record. The form is initiated by the incident commander at the opening of the mission, updated throughout the mission, and forwarded to the wing headquarters at the close of the mission. This form will be used on all missions for storage of CAP mission records, and supporting agency documents if applicable. 

FORMS FREQUENTLY USED DURING COMMON CAP MISSIONS

The following forms are commonly used on most small missions lasting only one operational period. Some may only be required if that type of asset was used. For example, if no radios were used, a CAPF 110; Radio Communications Log is not required. Additional forms may be required depending upon the type and length of the mission.

· GAWG Form 6-06 – ES Qualified Personnel: Used to list ES Specialties of qualified personnel checked-in to the incident.


May be used on any Emergency Services training activities, exercises, or missions to track ES qualifications available.

Purpose: The GAWG Form 6-06 may be used to capture qualification information during check-in to ensure that the incident staff will know what qualifications are available for assignment.

· ICS Form 215 – Operational Planning Worksheet: Used to plan tasks & assignments.


May be used on any Emergency Services training activities, exercises, or missions.

Purpose: The Operational Planning Worksheet provides the Operations Section a way to list and organize tasks & assignments to be accomplished or in progress. The Operations Section Chief, the Ground Branch Director, and/or the Air Branch Director complete the form. Copies are then forwarded to the Planning Section and the Logistics Section so that the incident action plan can be adjusted appropriately and manpower requests and reports made as necessary. The Ground Branch may use this form similarly to the way a CAPF 107 is used for tracking multiple aircraft assignments.

· CAPF 109 – Ground Team Clearance: Used to assign (brief/debrief) ground sorties.


May be used on any Emergency Services training activities, exercises, or missions.

Purpose: The purpose of this form is to consolidate the incident and specific sortie information that the ground team needs on one form, while also tracking progress and updates allowing for relatively simple debriefs of the team on completion of their assigned tasks.

· CAPF 104 – Flight Plan/Briefing Form: Used to assign (brief/debrief) aircrew sorties.


May be used on any Emergency Services training activities, exercises, or missions.

Purpose: The incident flight plan/briefing form provides the aircrew information required for the assigned personnel to complete their assignment, and incident base staff the information that they need upon completion of the assigned sortie.

· CAPF 107 – Flight Operations Log: Used to track aircrew sorties.


Must be used on ALL Emergency Services training activities, exercises, and missions using air assets.

Purpose: The flight operations log provides the Air Branch a way to track aircrew sorties accomplished or in progress. The Air Branch completes the form. Copies are then forwarded to the planning section and the Finance/Administration Section so that the incident action plan can be adjusted appropriately and budget and manpower reports made as necessary.

· CAPF 110 – Radio Communications Log: (Air/Ground or Point to Point Log)


May be used on any Emergency Services training activities, exercises, or missions Ref. CAPR 100-1 Vol. I.

Purpose: The communications log provides a record of the date, time and details of all radio transmissions. For mission activities, it becomes a part of the mission documentation package.

· CAPF 108 – CAP Payment & Reimbursement Document: Used to request reimbursement for authorized aviation, automotive, and miscellaneous expenses.


May be used on any funded Emergency Services training activities, exercises, or missions per CAPR 173-3.

Purpose: Used to request reimbursement for authorized aviation, automotive, and miscellaneous expenses. The original receipts must be attached. 
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