	DAILY MEETING SCHEDULE
	1. Incident Name

	2. Operational Period (Date/Time)

From:                             To: 

	3.                                                                       MEETING SCHEDULE (Commonly-held meetings are included)

	Date/ Time
	Meeting Name
	Purpose
	Attendees
	Location

	8h – 0800

12h – 0700

24h – 0700


	Operations Briefing


	Present IAP and assignments to the Supervisors / Leaders for the next Operational Period.
	(IC/UC, Command Staff,
General Staff, Branch Directors, Div. Sups., Task Force/Strike Team Leaders and Unit Leaders)
	

	12h – 1100

24h – 1100


	KDHE Internal Incident Briefing
	Brief KDHE leadership on operations using the current ICS-209 form. 
	KDHE Bureau Directors and above, Departmental Liaison Officer
	

	8h – 1000

12h – 1200

24h – 1200
	Objectives Meeting
	Review/ identify objectives for the next operational period.
	(Command and General staff, agency leaders, subject matter experts)
	

	8h – 1100

12h – 1300

24h – 1300
	Tactics Meeting


	Determine the tactics and resources to complete the objectives and strategies set forth by the DOH Commander
	(Operations Section Chief, Safety Officer, Planning Section Chief, Logistics Section Chief, Resources Unit Leader, subject matter experts as needed)
	

	8h – 1200

12h – 1500

24h – 1500
	KDHE Internal Incident Briefing
	Brief KDHE leadership on operations using the current ICS-209 form. 
	KDHE Bureau Directors and above, Departmental Liaison Officer
	

	8h – 1500

12h – 1700

24h – 0300
	Planning Meeting
	Review status and finalize strategies and assignments to meet Incident Objectives for the next Operational Period.
	(Command and General Staff, agency administration, and cooperating agency personnel)
	

	8h – 1600

12h – 1800

24h – 1800
	IAP Preparation & Approval
	Review, revise and approve the IAP.
	(Planning Section Chief and Incident Commander)
	

	8h – 1600

12h – 1900
	KDHE Internal Incident Briefing
	Brief KDHE leadership on operations using the current ICS-209 form. 
	KDHE Bureau Directors and above, Departmental Liaison Officer
	

	24h – 1900
	Operations Briefing


	Present IAP and assignments to the Supervisors / Leaders for the next Operational Period.
	(IC/UC, Command Staff,
General Staff, Branch Directors, Div. Sups., Task Force/Strike Team Leaders and Unit Leaders)
	

	24h – 2300
	KDHE Internal Incident Briefing
	Brief KDHE leadership on operations using the current ICS-209 form. 
	KDHE Bureau Directors and above, Departmental Liaison Officer
	

	24h – 2400
	Objectives Meeting
	Review/ identify objectives for the next operational period.
	(Command and General staff, agency leaders, subject matter experts)
	

	24h – 0100
	Tactics Meeting


	Determine the tactics and resources to complete the objectives and strategies set forth by the DOH Commander
	(Operations Section Chief, Safety Officer, Planning Section Chief, Logistics Section Chief, Resources Unit Leader, subject matter experts as needed)
	

	24h – 0300
	KDHE Internal Incident Briefing
	Brief KDHE leadership on operations using the current ICS-209 form. 
	KDHE Bureau Directors and above, Departmental Liaison Officer
	

	24h – 0400
	Planning Meeting
	Review status and finalize strategies and assignments to meet Incident Objectives for the next Operational Period.
	(Command and General Staff, agency administration, and cooperating agency personnel)
	

	24h – 0600
	IAP Preparation & Approval
	Review, revise and approve the IAP.
	(Planning Section Chief and Incident Commander)
	

	4. Prepared by: (Planning Section Chief)
Date/Time 
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