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NOTIFICATION STATUS REPORT 

 
Purpose:  The Notification Report is used to document each Government and Non-Government 

Organization (NGO) notified and briefed on the incident, as well as, internal notifications made. 
 
Preparation: The company representative or the Liaison Officer in the Command Staff prepares the Notification 

Report.  
 
Distribution: The Notification Report is a critical part of the incident briefing and the Incident Action Plan. When 

updated, the Situation Unit Leader will post/update the Situation Display in the Command Post. 
 

Item Title Instructions 
Incident Briefing #: Enter the briefing number for the form. 
Incident Name Enter the name assigned to the incident. 
Incident Briefing At: Enter the time for which the form applies. 
External 
Organisation  Enter the name of the Organization notified. 
Phone  Enter the phone number of the Organization notified. 
Date/Time Enter the date and time the notification is made. 
Name of Person Contacted Enter the name of the person notified. 
Email Enter the email address of the person notified. 
Case Number Enter the Case Number where applicable (e.g. NRC Case Number). 
Notes Enter relevant notes e.g. if follow up is required, ETA of the organization 
Notified By Enter the name of the person making the notification. 
Internal 
Name/Position Enter the Name and Position of the person/area notified. 
Phone Number  Enter the phone number of the person/area notified. 
Date/Time Enter the date and time the notification is made. 
Email Enter the email address of the person/area notified. 
Notes Enter relevant notes e.g. if follow up is required, ETA of the person/area 
Notified By Enter the name of the person making the notification. 
 
Prepared By Enter name of the person preparing the form and date/time. 
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