HICS 257 – RESOURCE ACCOUNTING RECORD

PURPOSE:  TRACK REQUESTED EQUIPMENT.
ORIGINATION:  SECTION CHIEF.

COPIES TO:  FINANCE/ADMINISTRATION SECTION CHIEF, RESOURCES UNIT LEADER, MATERIEL TRACKING MANAGER, and originator.
INSTRUCTIONS:

Print legibly, and enter complete information.

1. DATE  Indicate today’s date.  Use the international standard date notation YYYY-MM-DD, where YYYY is the year, MM is the month of the year between 01 (January) and 12 (December), and DD is the day of the month between 01 and 31.  For example, the fourteenth day of February in the year 2006 is written as 2006-02-14.
2. SECTION  Indicate the Section for which this record is being prepared.
3. OPERATIONAL PERIOD DATE/TIME  Identify the operational period during which this information applies.  This is the time period established by the hospital’s Incident Commander, during which current objectives are to be accomplished and at the end of which they are evaluated.  For time, use the international standard notation hh:mm, where hh is the number of complete hours that have passed since midnight (00-24), and mm is the number of complete minutes that have passed since the start of the hour (00-59).  For example, 5:04 pm is written as 17:04.  Use local time.  For example, a 12-hour operational period might be 2006-08-16 18:00 to 2006-08-17 06:00.
4. RESOURCE RECORD  For each resource, record time that item is received.  Identify item and/or provide tracking number.  Describe condition of item.  Record from where item was received and to where it was dispensed.  Indicate date and time item was returned, and describe condition.  Obtain initials of person returning item.
5. CERTIFYING OFFICER  Use proper name to identify who verified the information on the report.
6. DATE/TIME SUBMITTED  Indicate date and time that the form is submitted to the Finance/Administration Section Chief.
7. FACILITY NAME  Use when transmitting the form outside of the hospital.
WHEN TO COMPLETE:  Prior to the end of the operational period or as needed.

HELPFUL TIPS:  Record details and status of resources used for this incident.  Be specific.

