
 

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). 


	1 Incident Name Optional: Non-congregant Housing for the Unsheltered Homeless - Friends of Switchpoint, Inc. 
	2 To Name and Position:  Catherine Kanter and Erin Litvack
	3 From Name and Position: SLCo Division of Housing and Community Development
	4 Subject: $2.0 Million Request of ARPA or Recovery Funds to support the purchase of the Airport Inn
	5 Date: 10/5/2021
	6 Time: 
	7 Message: With the onset of the COVID-19 Pandemic, there has been a documented increase in the homelessness population in Salt Lake County. Shelters and Resource Centers are operating at capacity and doing their best to keep the sheltered safe and healthy. In 2020, quarantine and isolation facilities were opened, including the leasing of vacant hotels to maintain health and safety of the homeless population. The unsheltered population in the County has grown as evidenced by the past three annual point in time counts of the homeless population. The January 2021 count saw a substantial increase at 623 unsheltered individuals. The  point in time count for 2020 for unsheltered individuals was 268 and for 2019, 193 individuals were unsheltered. The verified increase in the number of unsheltered individuals demonstrates the disproportional impact on individuals facing a housing crisis. Many people have lost their housing due to Covid on account of lost employment and income. The majority of the unsheltered individuals are located in the ARPA qualified census tracts of Salt Lake County.The Salt Lake County Health Department is recommending non-congregant housing as part of a solution for the unsheltered homeless population to be safe and for reducing the spread of Covid.  The Friends of Switchpoint, Inc, a nonprofit organization with experience in providing emergency services and housing to homeless individuals and households, is in the process of purchasing and rehabilitating the Airport Inn Hotel, 2333 West North Temple, SLC. The facility will house 130 homeless individuals in studio type apartment units once the renovation is completed. The support of funds for the project will greatly work towards reducing the amount of unsheltered individuals living on the streets. Providing $2.0 million will go towards paying off the debt currently encumbering the property. The total purchase price is $6.5 million and $3 million is the estimated costs for the anticipated renovation, making the entire project costs $9.5 million. Private donors have contributed $2 million towards the project. Salt Lake City is providing $2 million to go towards the renovation, and this request of $2 million (if approved) has the potential to be matched by the State, along with Salt Lake City's participation. Wayne Niederhauser, State Homeless Services Coordinator, has suggested that Switchpoint collaborate with Salt Lake City and Salt Lake County (and any other local government) in the interest of pursuing a potential State match opportunity.  A potential matching program is being administered by the Governor's Office of Planning and Budget. Salt Lake City has submitted a match grant application to the State through this process for $3 Million.The consideration in this request is appreciated.
	8 Approved by Name: 
	PositionTitle_13: 
	9 Reply: 
	10 Replied by Name: 
	PositionTitle_14: 
	DateTime_14: 


