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1. COMPLETING REPORTS REQUIRED BY


    A  ____________________________


     A. I AM NOT SURE WHAT THEY ARE LOOKING FOR IN THIS SECTION EXCEPT


         THAT ALL REPORTS MUST HAVE CORRECT PURPOSE, BE ACCURATE AND


          WELL WRITTEN. ALSO YOU SHOULD BE FAMILIAR WITH ALL


          DEPARTMENTAL FORMS USED BY YOUR JURISDICTION. SOME FORMS 


         THAT YOU NEED TO BE FAMILIAR WITH ARE:


         1. DD FORM 2324- DOD FIRE INCIDENT REPORT


         2. DD FORM 2324-1- DOD SUMMARY NO LOSS FIRE EMERGENCY REPORTS


         3. DOD 6055.7-M- FIRE INCIDENT REPORTING MANUAL WHICH PROVIDES


             GUIDANCE FOR FILLING OUT ABOVE FORMS.


         4. NFPA 902M- FIRE REPORTING FIELD INCIDENT MANUAL


         5. NFPA 904- INCIDENT FOLLOWUP REPORT GUIDE.





2. RECORD-KEEPING.


     A. ONCE AGAIN I AM NOT SURE WHAT THEY ARE LOOKING FOR HERE. READ 


          IFSTA CHIEF OFFICER CHAPTER #5 WHICH COVERS INFORMATION


          MANAGEMENT.


     B. THE FOLLOWING INFORMATION COMES 


          FROM ____________, PAGE 902M-4 THRU 9024M-5


          1. THREE ELEMENTS TO A REPORT:


              A. ELEMENT 1-  _____________________________


                 1. OBTAIN INFORMATION


                   2. COMPLETE REPORT FORM


                   3. SEND COMPLETED FORM TO PROCESSING


              B.  ______________________- FACT PROCESSING.


                 4. RECEIVE COMPLETED REPORTS


                   5. EDIT AND CODE REPORTS


                   6. ENTER FACTS


                   7. PROCESS FACTS


                   8. UPDATE FACT FILE


              C. ELEMENT III-  _______________________


                  9. REPORT PERIODICALLY


                  10. ANALYZE REPORTS


                  11. REQUEST SPECIAL REPORT IF NEEDED.


                  12. DECIDE SPECIFIC ACTION


                  13. ACT








    C. ELEMENT MEANINGS





         1.  _______________________________________________


             A. CAN BE SATISFIED WITH AS LITTLE AS A WRITTEN NARRATIVE REPORT.


              B. TO SERVE AS INPUT TO A FIRE REPORTING SYSTEM, MUST USE A STRUCTURED FORM TO COLLECT INFORMATION





.


              C. FORMS WILL BE FORWARDED THEN TO A CENTRAL


                   POINT.


         


         2. ELEMENT II- FACT PROCESSING


             A. FIRST ELEMENT OF THE REPORTING SYSTEM.


             B. INFORMATION IS PROCESSED INTO A RECORD


                 USEFUL FOR LEGAL, PLANNING, AND MANAGEMENT


                 PURPOSES.


             C. THE FIRST STEP IN PROCESSING IS TO  ________________


                  FOR  ACCURACY AND COMPLETENESS. SECOND STEP


                  INVOLVES CREATION OF A FILE CONSISTING OF ALL


                  RECORDS OF REPORTED INCIDENTS. THIS FACT FILE


                  IS THE BASIC SOURCE OF INFORMATION ABOUT PAST


                  INCIDENTS.





         3. ELEMENT III- FACT USE


             A. ONCE FACT FILE IS GENERATED, IT MAY HAVE MANY


                  POTENTIAL USES:


                  1. MEET INFORMATIONAL NEEDS OF THE FIRE DEPARTMENT


                      A. FROM A LEGAL STANDPOINT


                      B. FOR PERIODIC REPORTS


                  2.  __________________________


                  3.  ____________________________________________


                  4. PROVIDE DATA FOR PROGRAM EVALUATION 


                      AND CORRECTIVE ACTION


                  5. PROVIDE INPUT TO THOSE DESIGNING AND 


                      MARKETING NEW EQUIPMENT.





         


3. PROCEDURES FOR FILLING OUT FIRE REPORTS.


     (READ DOD 6055.7-M, PAGES1-1 THRU 1-4)


     (COPIES WILL ALSO GO TO COMMAND AND THE FILE


      IN THE INFORMATION MANAGEMENT OFFICE)





    A. THE USAF IS USING THE DD FORM 2324 FOR FIRE


         INCIDENT REPORTING. SUBMITTED WITHIN 14 DAYS


         OF FIRE INCIDENT.


    B. THE USAF IS USING THE _______________________, DOD 


         SUMMARY NO LOSS FIRE EMERGENCY REPORT


         FOR NO LOSS FIRES, STANDBYS, SERVICE CALLS,


         FALSE CALLS, ETC. SUBMITTED WITHIN  __________


         FOLLOWING END OF QUARTER.


    C. THE NFPA 902M AND  ________ARE NOT USED BY THE


         USAF AND I HAVE NO REASON WHY IT IS EVEN


         MENTIONED. 





       


              


                    


   


