
GENERAL MESSAGE (ICS 213) 
1. Incident Name (Optional):
2. To (Name and Position):

3. From (Name and Position):

4. Subject: 5. Date: 6. Time

7. Message:

8. Approved by:  Name:  Signature:   Position/Title:  



9. Reply:

10. Replied by:  Name:  Position/Title:   Signature:  

ICS 213 Date/Time:  



 

ICS 213 
General Message 
 
Purpose.  The General Message (ICS 213) is used by the incident dispatchers to record incoming messages that cannot 
be orally transmitted to the intended recipients.  The ICS 213 is also used by the Incident Command Post and other 
incident personnel to transmit messages (e.g., resource order, incident name change, other ICS coordination issues, etc.) 
to the Incident Communications Center for transmission via radio or telephone to the addressee.  This form is used to 
send any message or notification to incident personnel that requires hard-copy delivery. 
 
Preparation.  The ICS 213 may be initiated by incident dispatchers and any other personnel on an incident. 
 
Distribution.  Upon completion, the ICS 213 may be delivered to the addressee and/or delivered to the Incident 
Communication Center for transmission.   
 
Notes: 
• The ICS 213 is a three-part form, typically using carbon paper.  The sender will complete Part 1 of the form and send 

Parts 2 and 3 to the recipient.  The recipient will complete Part 2 and return Part 3 to the sender. 
• A copy of the ICS 213 should be sent to and maintained within the Documentation Unit. 
• Contact information for the sender and receiver can be added for communications purposes to confirm resource 

orders. Refer to 213RR example (Appendix B) 
 

Block 
Number Block Title Instructions 

1 Incident Name (Optional) Enter the name assigned to the incident.  This block is optional. 
2 To (Name and Position) Enter the name and position the General Message is intended for.  For 

all individuals, use at least the first initial and last name.  For Unified 
Command, include agency names. 

3 From (Name and Position) Enter the name and position of the individual sending the General 
Message.  For all individuals, use at least the first initial and last name.  
For Unified Command, include agency names. 

4 Subject Enter the subject of the message. 
5 Date Enter the date (month/day/year) of the message. 
6 Time Enter the time (using the 24-hour clock) of the message. 
7 Message Enter the content of the message.  Try to be as concise as possible. 
8 Approved by 

• Name 
• Signature 
• Position/Title 

Enter the name, signature, and ICS position/title of the person 
approving the message.  

9 Reply The intended recipient will enter a reply to the message and return it to 
the originator. 

10 Replied by 
• Name 
• Position/Title 
• Signature 
• Date/Time 

Enter the name, ICS position/title, and signature of the person replying 
to the message.  Enter date (month/day/year) and time prepared (24-
hour clock). 
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	1 Incident Name Optional: 
	2 To Name and Position: File/Payment Center
	3 From Name and Position: Finance
	4 Subject: Deduction to Use Invoice for breakdown
	5 Date: 
	6 Time: 
	7 Message: This Breakdown General Message serves as a Job Aid for making deductions to a contractor’s daily rate when their equipment is broken down or unavailable for a scheduled shift. It contains step by step instructions on where to locate the information for the calculation, how to make the calculation, and where to post the deduction to the daily rate. The government’s authority to adjust payment is contained in VIPR Clauses D.21.8.3 and D.21.8.4 and EERA Clause 7. These clauses are included at the end of this General Message / Job Aid. Step 1. Determine the shift hours by looking at the Operating Shift on the cover of the IAP. Step 2. Retrieve the Daily Rate for the equipment from VIPR or EERA. Step 3. Divide the Daily Rate by the Shift Hours to calculate the Hourly Rate. Step 4. Look at the shift ticket to get the number of hours the equipment was out of service. Step 5. Multiply the Hourly Rate by the number of hours the equipment was out of service to determine the deduction. Calculation: Step 1. According to the IAP, the Operating Shift on__________ date was________ hours. Step 2. According VIPR or EERA the Daily Rate is $___________per day. Step 3. $_________ (Daily Rate) divided by _________ (Shift Hours) = $___________ per hour (Hourly Rate). Step 4. According to the Shift Ticket on___________ date, the equipment was unavailable for________ hours Step 5. $_________ (Hourly Rate) multiplied by __________ (Hours Unavailable) = $ ______________Total deduction. Example: Date: 10/30/20XX. IAP Operating Shift = 0600 to 1800 = 12 hours. VIPR Daily Rate = $1,575.00.Shift Ticket = out of service from 1000 to 1400 = 4 hours. Step 1. According to the IAP, the Operating Shift on 10/30/20XX (date) was 12 hours. Step 2. According VIPR or EERA the Daily Rate is $ 1,575.00 per day. Step 3. $ 1,575.00 (Daily Rate) divided by 12 (Shift Hours) = $ 131.25 per hour. Step 4. According to the Shift Ticket on 10/30/20XX (date), the equipment was unavailable for 4 hours. Step 5. $ 131.25 per hour multiplied by 4 (Hours Unavailable) = $ 525.00 Total Deduction NOTES: Post full daily rate as normal in e-I Suite. Under Post Adjustment tab, enter the total deduction amount for breakdown as calculated above. Add a note to remarks regarding the breakdown. Include this General Message with payment package to applicable payment center.
	8 Approved by Name: 
	PositionTitle_13: 
	10 Replied by Name: 
	PositionTitle_14: 
	DateTime_14: 
	9 Reply: Per VIPR D.21.8.3 - Exceptions.(a) No further payment will accrue during any period that resource under hire is not in a safe or operable condition or it is not available for the assigned shift or portions of the assigned shift. Payment will be based on the hours the resource was operational during the assigned shift, as documented on the shift ticket versus the designated shift, as shown on the Incident Action Plan.Per VIPR D.21.8.4 - Transport Exception. No further payment will accrue for the transport during any period that the heavy equipment is not in a safe or operable condition or it is not available for the assigned shift or portions of the assigned shift. Payment will be calculated in the same manner as the heavy equipment.EERA CLAUSE 7. Exceptionsa. Daily Rate or Guarantee - No further payment under Clause 6 will accrue during any period that equipment under hire is not in a safe or operable condition or when Contractor furnished operator(s) is not available for the assigned shift or portions of the assigned shift. Payment will be based on the hours the equipment was operational during the assigned shift, as documented on the shift ticket versus the designated shift, as shown on the Incident Action Plan.b. If the Contractor withdraws equipment and/or operator(s) prior to being released by the Government, no further payment under Clause 6 shall accrue and the Contractor shall bear all costs of returning equipment and/or operator(s) to the point of hire.c. After inspection and acceptance for use, equipment and/or furnished operator(s) that cannot be replaced or equipment that cannot be repaired at the site of work by the Contractor or by the Government in accordance with Clause 4, within 24 hours, may be considered as being withdrawn by the Contractor in accordance with Paragraph B above, except that the Government will bear all costs of returning equipment and/or operator(s) to the point of hire as promptly as emergency conditions will allow.d. No payment will accrue under Clause 6 when the contractor is off shift in compliance with the mandatory “Work/Rest” and “Length of Commitment” provisions. As an option to rotating personnel, or taking a mandatory day off, without pay, the contractor may be released from the incident.


