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	State Coordination / Local Control Centre
Location (not address)
                   Contact details (phone, fax, email)


Sitrep no. (version no.)
Date of issue
Time period covered by the Sitrep (optional if not issue daily or similar)
1.0 Situation to date (what has happened)
· Brief summary of “start up details” – date, place, time, who

· Summary of overall situation to date
· Ensure old information is deleted, and do not just add new/additional info
2.0 Actions to date (what has been done)
· Brief reporting of actions completed to date
· Table format may be used for repeat actions and/or progressive totals or similar are given eg destructions statistics, no’s of properties visited

3.0 Actions to be completed (what will be done)

· Brief reporting of scheduled/planned actions – typically for the period covered by the sitrep
· As above, table may be used for repeat actions

· Where the operation expects to be by the next sitrep

4.0 Issue(s)
· Present brief description of issue(s) that are known/reasonably expected to arise before the next sitrep is issued eg a shortage of a given resource, a significant OH&S issue

· Acknowledge of significant achievements, failures etc can be given here.

NOTE:

· Information in the sitrep should be factual and largely without interpretation and conjecture.

· The information in a sitrep should cover the period between the last sitrep and the next sitrep.

· Sitreps should be brief and not a narrative (read in <3-5 mins). A report should be used for the provision of more detailed information.
· Sitreps should be specific for a given functional area, and not present information that is outside the specific functional area.

· It is acceptable for a sitrep to be issued that states – no change since last sitrep (see last sitrep for information)

· A map and other graphic can be part of a sitrep – ensure date/time of the graphic is shown on it, and there is a reference between the graphic and the sitrep.
· A sitrep and an Incident Action Plan (IAP) are not interchangeable. The first part of an IAP, the Situation, is likely to contain much of the content in a sitrep (assuming time period and functional area are the same).

· Each electronically produced sitrep should be saved as a new file, and all saved to the same folder

Prepared by: name/role
Approved by: name/role
Date:
Sitrep Number # for insert functional area
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