
INCIDENT TRANSITION PLAN

SAMPLE TEMPLATE

April 2003

Type I and II Interagency Incident Management Teams (IMT) are encouraged to utilize this sample template when transitioning to another IMT. It can also be utilized to transition management back to the local unit.

IMT’s should prepare a draft transition plan, utilizing this template, and obtain local agency administrator concurrence at least 24 hours prior to the incoming IMT arrival. They are encouraged to email and/or FAX the draft to the incoming Incident Commander or appropriate C&G staff for advance information.

Not all parts of this Sample Template need be utilized; other important information deemed appropriate for a successful transfer of command should be included. IMT’s are encouraged to utilize existing resource/personnel databases, when available, to minimize duplication of effort.

Additional suggestions:

· Utilize this file as an rtf document (for broad application)

· Remember this is a PUBLIC DOCUMENT when you prepare it. Be aware that all audiences can and may read what you put in print. Keep comments and observations objective and constructive.

· Involvement of appropriate agency administrators (and Area Commanders), while new, is an important change in transfer of command procedures.

· Note improvements that could be made and forward to either Nick Greear (ngreear@fs.fed.us) or Paul Hefner (phefner@fs.fed.us) at anytime.

· Delete this first page after reading.

INCIDENT NAME: 

IINCIDENT NUMBER:

Team Name Type X  Incident Management Team

to

Team Name Type X Incident Management Team
This Transition Plan will guide the orderly transfer of command on this incident. This Plan, along with the ICS 209, Incident Status Summary, applicable maps, resource and demobilization information, and authorizing delegation(s) of authority, adequately summarize the status of the incident sufficient for transfer of command. 

An enclosed Complexity Analysis (Section H) documents the decision for the type (level) of incident management team that will assume command.

Plan Approval(s): (required)

Agency Administrator(s) or Area Commander:

	Agency or Area Command
	Agency Administrator Signature
	Date

	
	
	

	
	
	

	
	
	

	
	
	


Outgoing Incident Management Team:

	IMT Name
	Incident Commander Signature
	Date

	
	
	


Incoming Incident Management Team:
	IMT Name
	Incident Commander Signature
	Date

	
	
	


A. INCIDENT OBJECTIVES

(State the incident objectives from the latest Form ICS-202, Incident Objectives).

B. TRANSITION SCHEDULE and COORDINATION

(Name) IMT will transition with (Name) IMT on (date) and will participate in incident management operations until (name) Team assumes command of the incident at (time) on (date).

(Name) IMT will develop and produce the Incident Action Plan for the (Operational Period). (Name) IMT and (Name) IMT will jointly develop and produce the Incident Action Plan for the (Operational Period). (Name) IMT and (name) IMT will jointly conduct the morning briefing on (date or day) at (location).

C. ORGANIZATIONAL NEEDS

A partial list of resources to be left with the incoming IMT, by ICS function, is included in Section F of this narrative.  The incoming team should continue to coordinate with (Name of Area Command) in (location) and Expanded Dispatch in (location) regarding the release and reassignment of resources. Area Command is primarily interested only in critical resources such as Type 1 crews, aircraft, or others as listed.  Critical resources are identified by Area Command daily, and included in their daily fire summary information.

D. CONTACTS
A list of important contacts, by ICS function, with phone numbers and/or email addresses is included in Section G of this narrative.


E. FUNCTIONAL HIGHLIGHTS
1. Command
(State relevant information necessary for the incoming incident commander to understand and successfully function upon transfer of command. Items to consider include the following):

· Political considerations

· Agency Administrator or Area Command expectations

· Documentation/scheduling of FAST, ASTAT, Cost, HR and other oversight teams

· Cost containment objectives and opportunities

· Cooperator involvement

· Various agency objectives

· Daily conference calls

· Community meeting schedules

1a. Human Resource Management:
· Recommended staffing of HRSP positions

· Critical Incident Stress Management resources

· CONCERN/Union relationships

· Employee conerns/morale 

2. Safety
(State relevant information necessary for the incoming Safety Officer to understand and successfully function upon transfer of command. Items to consider include the following):

· Major safety hazards (line, camps, transportation, and other)

· Recommended future staffing

· Ongoing investigations and/or reviews

· OSHA relationships

· Evacuations and contingencies

· Fatigue management issues

· Non-operations risk assessments and mitigations employed

· Safety summary including causal factors and mitigation measures employed.

· Daily conference calls

3. Information

(State relevant information necessary for the incoming Information Officer to understand and successfully function upon transfer of command. Items to consider include the following):

· Recommended future staffing of Information Function

· Information center locations

· Key talking points, past, present, and future

· Recommended tasks

· Political considerations

· Relationships with local agencies and news outlets (print and electronic)

· Trends

· Daily conference calls

4. Liaison
(State relevant information necessary for the incoming IMT to understand and successfully function upon transfer of command. Items to consider include the following):

· Staffing, by agency, of Agency Representatives

· Major issues expressed by Agency Representatives, by agency

· Opportunities for improved relations

5. Ground Operations
(State relevant information necessary for the incoming Operations Section personnel to understand and successfully function upon transfer of command. Items to consider include the following):

· Current strategy and the anticipated probability of success

· Tactical successes

· Tactical barriers

· Cooperator responsibilities, accomplishments to date, and future needs

· Specialized equipment on-scene and needs for the future

· Safety risk assessments and operational mitigations

· Cost containment opportunities

· Supervisory recommendations during transition

· Coordinating needs with adjoining zones or incidents

5a. Air Operations
· Recommended future staffing for Aviation Branch
· Aviation facility locations (past, present, and future) and capabilities including current issues and future use opportunities. Includes fixed and rotor wing bases, dip sites, re-load bases, portable retardant plants, FAA towers, etc.
· Utilization of current assigned fleet
· Past and existing Temporary Flight Restrictions including number(s)
· Safety risk assessments and operational mitigations

· Operational successes and issues

· Working relationships with cooperators including states and the military

· Communication frequency management and recommendations

· Special operations missions on-going or planned

· Daily conference calls

6. Plans
(State relevant information necessary for the incoming Planning Section personnel to understand and successfully function upon transfer of command. Items to consider include the following):

· Currency and status of WFSA or other Agency Administrator strategic direction

· Status of planning cycle successes and barriers

· ICS-209 Reporting arrangements 

· Recommended future staffing fo Planning Section

· Status of planning facilities including equipment (copiers, etc)

· Status of incident documentation

· Cooperators involvement in planning meetings

· Resource (Advisor) issues, concerns, and opportunities

· Interagency Resource Representative contacts

· Daily conference calls

6a. Situation Unit
· Brief description of fuels and fire behavior

· Status of mapping capabilities including GIS

· Status of Fire Weather Meteorologists & equipment

6b. Resources Unit
· Brief description of data base including currency

6c. Demobilization Unit
· Current status of Demobilization Plan

· Demobilization issues, concerns and opportunities

6d. Documentation Unit
· Status of documentation 

6e. Computer Specialist:
· Status of computer equipment including computers, switches, printers, and network arrangements that will remain in place for the incoming team.

· Procedures for transferring data from one IMT to another.

7. Logistics
(State relevant information necessary for the incoming Logistics Section personnel to understand and successfully function upon transfer of command. Items to consider include the following):

· Current and future facility locations 

· Recommended future staffing for Logistics Section

· Successes and barriers in working with expanded dispatch

· Equipment and supply shortages to meet operational objectives

· Communications capabilities and barriers

· Applicable supplemental foods policy

· Daily conference calls

7a. Facilities
· Issues with current facilities

· Status of camp help arrangements

· Existing land use agreements and needs

· Status of shower, laundry services

· Camp safety issues

7b. Food Unit
· On-scene caterers and capabilities by location

· Food quality, supply

· Local purchasing and supply opportunities

7c. Ground Support
· Safety considerations

· Travel times for operations personnel

· Equipment considerations (graders, rentals, buses, carts, etc.)

· Environmental considerations (wash stations etc)

· Spike camp considerations

· Access and travel management considerations

7d. Supply Unit
· Status of resource ordering (reconciliation) 

· Ordering processes with expanded dispatch including local purchase procedures

· Shortages/excesses of supplies to meet operational objectives

· Use of caches

· Delivery times

· Supply Unit staffing arrangements (Job Corps, AD’s, etc.)

7e. Communications
· Issues, concerns, opportunities with existing system(s)

· Status of fire line communications

· Status of camp to town communications including cell phone and hard line

· Status of data lines/satellite 

· Status of computers, printers, etc.

7f. Security
· Major security issues (non-confidential)

· Cooperator responsibilities (highways, road blocks, evacuations etc.)

· Contingencies

7g. Medical Unit
· Facility locations

· EMT status in camp

· Summary of personnel injuries and treatments

8. Finance
(State relevant information necessary for the incoming Finance Section personnel to understand and successfully function upon transfer of command. Items to consider include the following):

· Status of documentation (Finance Package)

· Commissary arrangements

· Agency Incident Business Advisor(s) assigned

· Land Use agreements in effect or needed

· Daily conference calls

· Status of cost containment efforts and relevant documentation

· Recommended future staffing for Finance Section

8a. Cost Unit
· Status of cost collection mechanisms and daily reports

8b. Time Unit

· Summary of equipment and personnel time issues, barriers

· Work/rest issues/documentation

· Equipment and personnel time reconciled with resources unit and Incident Action Plan

8c. Compensation for Claims
· Outstanding claims and/or Compensation for Injury cases

· Potential claims and mitigation measures to avoid

8d. Procurement Unit:
· Status and location of Buying Team(s)

· Numbers of contract crews and engines

· Status of contract inspectors

F. OVERHEAD RESOURCES REMAINING

(The use of I-Suite or other data base reports is encouraged in lieu of completing the following sections)

1. Command: (IC’s, all command staff, Agency Representatives, and HRSP staff)

	Position
	Name (last, first)
	Resource Order #
	Location
	Planned Demob

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


2. Operations (Ground):

	Position
	Name (last, first)
	Resource Order #
	Location
	Planned Demob

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


3. Operations (Aviation):

	Position
	Name (last, first)
	Resource Order #
	Location
	Planned Demob

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


3a. Aircraft:

	Type
	Tail Number
	Resource Order #
	Location
	Planned Demob

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


4. Plans:

	Position
	Name (last, first)
	Resource Order #
	Location
	Planned Demob

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


5. Finance:

	Position
	Name (last, first)
	Resource Order #
	Location
	Planned Demob

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


6. Logistics Personnel:

	Position
	Name (last, first)
	Resource Order #
	Location
	Planned Demob

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


7. Logistics Equipment:

	Equipment Type
	Vendor/Name/NFES #
	Resource Order #
	Location
	Planned Demob

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


G. CONTACT INFORMATION

	ICS

Unit
	Contact Type

(i.e. Co. Sheriff)
	Name
	Phone
	Cell
	email

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


H. COMPLEXITY ANALYSIS:

(Attach an appropriate complexity analysis sufficient to meet the agency administrator(s)/area commanders objectives.)


