
Information Office Task List


Fire name: __________________________
Date: ______________________
	Task
	Location
	Assigned to
	Completion date
	Remarks

	

	Arrange interview with XXXXXXX Courier 
	Information tent
	XXXXX
	Interview requested for 10:00 a.m.
	XXXXX will attend interview

	Escort reporters from KFRE and KHUH to fireline
	Meet at information tent
	XXXXX
	Interview and escort request at 9:00 a.m.
	Check for PPE; contact dispatch; 

	Meet with Unit supervisor and IC to plan community meeting
	At the Unit office in town
	XXXX
	11:00 a.m.
	XXXX will do trapline while in town today

	Arrange interview with prison camp crew members (2) 
	TBA by guard
	XXXXXXX
	Request for interview at 1:30 p.m.
	Get PC guard and inmate permissions, notify IC and security

	Orientation for new PIOF trainee; tour of camp; update and clippings on fire
	Information tent and camp
	XXXX
	Should arrive at 1:00 p.m.
	Assist with check-in. XXXXX will assess skills for assignments

	Attend City Council meeting
	City Hall
	XXXXX and IC
	7:00 p.m.
	Prepare key messages and briefing paper for IC

	Plan for Senator’s tour in two days
	Information tent
	XXXXX
	Tomorrow morning
	Use VIP checklist


