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Incident Command & Responsibility Worksheet

Assign a response lead and backups before calls and responsibilities scatter.

Working template

1. Incident Summary

Date / Time Owner / Source

Notes / Status Next action

2. Response Lead

Date / Time Owner / Source

Notes / Status Next action

3. Occupant Coordination

Date / Time Owner / Source

Notes / Status Next action

4. Contractor Liaison

Date / Time Owner / Source

Notes / Status Next action



5. Decision Authority

Date / Time Owner / Source

Notes / Status Next action

6. Shift Handoff

Date / Time Owner / Source

Notes / Status Next action

Important: General facility-management aid only. Customize to your site and follow applicable emergency plans,
regulations, qualified-specialist requirements, emergency services, insurer requirements, and
authority-having-jurisdiction direction.
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