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MEMORANDUM

FAIRFIELD FIRE DEPARTMENT



DATE:		Current Date

TO:		Current Fire Chief, Title (i.e. Tony Velasquez, Fire Chief)
		Current DC, Title (i.e. Matt Luckenbach, Acting Deputy Chief)
		Current DC, Title (i.e. Steve Trepagnier, Deputy Chief)
		Current BC, Title (i.e. Andy Cranston, Acting Battalion Chief
		Current BC, Title (i.e. Larry Palmer, Battalion Chief)
		Current BC, Title (i.e. John Sturdee, Battalion Chief)

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

SUBJECT:	Example:	TYPE OF ACCIDENT (i.e. Motor Vehicle Accident)
			Broken Gas Line
Field Save
Grass Fire (or Multiple Grass Fires)
Hazmat Materials Call Out
Second Alarm (Put in Type i.e. Structure) Fire
Shooting
Structure Fire



IF THE 6TH COMPANY MADE AN IMPACT ON A DISPATCHED CALL, PLEASE FOLLOW THE INSTRUCTIONS BELOW:  You will need to complete this memo (Forms located in Fire Internal Website under OTHER FORMS/DOCUMENTS  CORRESPONDENCE) in addition to the regular memo for one of the examples listed under subject above.  Note:  You may be able to use part or all of the information that was included in your regular memo.)

FINAL COPY TO BE EMAILED TO LINDA AND MANDI
On DATE (i.e. March 4, 2015) at TIME (i.e.1541 hours), TYPE NARRATIVE (i.e.  Fairfield Dispatch received a report of a major injury accident westbound I-80, east of the 680 off ramp.  Engine 40 arrived to find a single vehicle into a tree with two patients.   One of the patients required extrication in order to be removed from the vehicle.  Truck 37, Engine 41 and Battalion 37 responded to the accident to assist Engine 40 with patient care and extrication.

Medic Ambulance transported both patients to NorthBay Medical Center with Engine 40’s Firefighter/Paramedic; their injuries were not life threatening. 

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.

PLEASE EXPLAIN HOW THE 6TH COMPANY IF THE ONLY ONE TO RESPOND OR HOW THE ASSISTANCE OF THE 6TH COMPANY MADE A DIFFERENCE IN OUR ABILITY TO RESPOND TO AN INCIDENT VERSUS NOT HAVING A 6TH COMPANY IN OPERATION (I.E. ENGINE ABLE TO RESPOND TO AN INCIDENT IN THEIR DISTRICT VERSUS HAVING TO COVER FOR ANOTHER STATION OR HAVING AN ENGINE HAVE TO TRAVEL FURTHER TO AN INCIDENT BECAUSE NOT IN THEIR OWN DISTRICT AT THE TIME OF THE DISPATCH.  

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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