

Memo to (Name(s) and Title(s) as they appear on page 1)
Re:  (Subject – same as wording on page 1)
Current Date – same as date on page 1


[image: Logo

Description automatically generated][image: ]







MEMORANDUM

FAIRFIELD FIRE DEPARTMENT



DATE:		Current Date

TO:		Current CM, Title (ie. David A. White, City Manager)
		Current Assistant CM, Title (ie. Laura Snideman, Assistant City Manager)
		Current Police Chief, Title (i.e. Joe Allio, Police Chief)
		Current Fire Chief, Title (i.e. Tony Velasquez, Fire Chief)
		Current DC, Title (i.e. Jorge Merodio, Deputy Chief)
		Current DC, Title (i.e. Steve Trepagnier, Deputy Chief)

FROM:	Name, Title (note:  if from a DC, remove name above) 

SUBJECT:	Hazmat Materials Call Out



On DATE (i.e. March 4, 2015) at TIME (i.e.1541 hours), TYPE NARRATIVE (i.e. Fairfield Fire units were dispatched to a small grass fire in the homeless encampment on Cordelia Road.  After extinguishing the fire, units found a suspicious container full of an unknown substance.  It was determined by the on-duty hazmat team members that a full response from the Solano County Hazmat team was required.  A sample of the substance was obtained by the entry team.  After analysis, it was determined to be a large amount of discarded fecal matter, most likely from the Ledgewood Creek homeless camp.     

Cordelia Road between Beck and Pennsylvania Avenues was closed by the Fairfield Fire Department and CHP.  Hazmat team members from Vacaville Fire, Solano Sheriff’s Office, and Travis Fire responded to the scene.  Fairfield Police, Public Works (discarded the waste), Solano Sheriff, CHP, Medic Ambulance and Environmental Health all provided support at the scene.

If you know the amount of damage in dollars and to what area(s), you can include that information as well as any assistance that the homeowner(s), renter(s), visitor(s) needed or were offered.  Also, give credit to any outside agencies that responded.

NOTE:  Narrative above is sample only.  Areas highlighted must be included, if applicable.  Remember to remove highlight from all text and delete any sample notations.

If you have any questions, please contact me.

Initials of person writing memo, i.e. JM
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