	COORDINATORS INCIDENT CHECKLIST
	2016


· Notify the DES Duty Officer to make sure they are aware of the situation. (406)324-4777 if after hours ask to speak to the MT DES duty officer
· Notify the chief elected official 
· If local resources are overwhelmed utilize intra- state mutual aid with help from MT DES. 
· DOCUMENT!! DOCUMENT!! Start Documenting Costs associated with the incident as soon as it happens. 
· Fill out DES form 209 / local Situation Report 
· Complete the local Declaration of an Emergency/ Disaster and submit to MT DES: Fax/ 406-558-2057 or email: mtdes@mt.gov
· Use the Resource/Technical Assistance Crosswalk when requesting resources from MT DES. 
· [bookmark: _GoBack]Complete the Declaration request to the Governor 
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****This document is meant to be used as guidance. Not all Incidents may require all these activities. Not all incidents would require for things to happen in this order. ****
Documentation 
&
Finance
· DOCUMENT!!DOCUMENT!!Start Documenting Cost associated with the incident as soon as it happens. 
· Reference the State of Montana Handbook for Applicant/ Start filling in the required information found within the handbook. 
Recovery
· Reference the State of Montana DES PDA for PA guidebook 
· Reference the State of Montana DES PDA for IA guidebook 
Response

