
Job Aid:  Requesting External Assistance 
 
Instructions:  When requesting assistance, ensure that your request includes as much of the 
following information as possible.   
 
 

Element of Request Incident-Specific Details 

1. What type of incident is 
involved? 

 

2. When did the incident occur, or 
when is it expected to occur? 

 

3. What actions have been taken 
already? 

 

4. What areas and how many 
people are involved? 

 

5. What are the estimates of 
fatalities, injuries, and extent of 
property damage? 

 

6. What type and amount of 
assistance is required? 

 

7. What is the name of the 
incident? 

 

8. What is the order and/or 
request number? 

 

9. What is the date and time of 
the order? 

 

10. What quantity, kind, and/or 
type of resource is requested? 

 

11. If requesting resources via 
mission assignment, what are 
the pertinent details? 

 

12. What is the specific reporting 
location? 

 

13. What is the requested time of 
delivery? 

 

14. What is the name and title of 
the person placing the 
request? 

 

15. Who is the contact for followup 
questions? 

 

16. What is the callback phone 
number or radio designation for 
clarifications or additional 
information? 

 

17. Other: 
 
 

 

 


