	INDIANA WING INCIDENT DOCUMENTATION CHECKLIST

	INCIDENT COMMANDER – Check the below to ensure that all required incident documentation is completed and included with the incident file.  Verify all forms are complete and concise.  Include this checklist as PAGE 1 of the CAPF 115. 
 FORMCHECKBOX 
 CAPF 115 (all appropriate blocks initialed/dated as required)

 FORMCHECKBOX 
 IC Log (no required format but should be noted as “IC Log,” required for all missions)

 FORMCHECKBOX 
 ICS 201 (and/or IAP as appropriate)

 FORMCHECKBOX 
 CAPF 104s (Mission Flight Plan)        FORMCHECKBOX 
 CAPF 104 Not Applicable, no flight releases given      

 FORMCHECKBOX 
 ICS 211 (Personnel Register, required for all incidents)

 FORMCHECKBOX 
 ICS 218 (Support Vehicle Inventory, vehicles should be signed in on this form)

 FORMCHECKBOX 
 IN WG Form 959 (Ground Ops ORM)    FORMCHECKBOX 
 IN WG Form 959 Not Applicable, no ground sorties
 FORMCHECKBOX 
 IN WG Form 9115 (Air Ops ORM, required for all air sorties)

 FORMCHECKBOX 
 Reports required by controlling agency (examples: CAPF 122, SITREP, etc; not required for training missions)

 FORMCHECKBOX 
 Copies of any news releases (anything published regarding the incident)

 FORMCHECKBOX 
 Copies of mission reimbursement paperwork (any reimbursement documentation collected at the incident)

 FORMCHECKBOX 
 Any other CAP or wing forms used (CAPF 109, CAPF 106, CAPF 110, etc.)

 FORMCHECKBOX 
 Communications Documentation (radio message forms, radio log, etc.)

 FORMCHECKBOX 
 Indiana Wing Incident Checklists used 

 FORMCHECKBOX 
 After Action Report (list specific accomplishments and any lessons learned)

Note: Be sure to verify that all forms are completed (on all sides) and signed.  Verify that debriefing forms include the results of the sortie.  ICS Forms should be completed as appropriate for the incident, all sections may not be applicable.
Mail CAPF 115 with ALL documentation to Wing Headquarters at: Civil Air Patrol, ATTN: IN WG/WA, 3010 N White River Pkwy, East Drive, Indianapolis, IN, 46208

	THIS SECTION FOR HQ USE ONLY

	Date Received (DD-MMM-YY): ________________     Initials: _________

Above section reviewed, all required documents are found to be:

 FORMCHECKBOX 
 Included and complete

· IN WG/ES and IC notified on (DD-MMM-YY): ______________  
 FORMCHECKBOX 
 Included but not complete

· IN WG/ES Notified and folder mailed back to IC on (DD-MMM-YY): _____________

· See comments on reverse
· Completed/Corrected Documentation received on (DD-MMM-YY): _____________

 FORMCHECKBOX 
 Not Included
· IN WG/ES notified, IC requested to provide on (DD-MMM-YY): _____________

· See comments on reverse
· Completed/Corrected Documentation received on (DD-MMM-YY): _____________

 FORMCHECKBOX 
 Print WMIRS e108 and place in file

 FORMCHECKBOX 
 Verify all required finance paperwork is included in file

Note: Once CAPF 115 is received a file should be created and placed in the file cabinet.  The CAPF 115 should be placed in the appropriate file once it is to be retained at HQ (if it is not being mailed back to the IC).
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