JIC/Liaison Coordination Discussion Checklist 
The purpose of the discussion is to establish coordination between the JIC and Liaison. This should occur at the beginning of the drill with the PIO, LOFR, JIC Manager and Assistants. 
· Establish roles and responsibilities – Who is in charge when PIO and LOFR are not available? 
· Determine the role of the Community Relations Specialist – where do they reside? 
· Determine whether a shared “Status Board” will be used – Who is responsible for updating it? 
· Define audience communication roles and responsibilities between the units. 
· Determine a schedule for press releases and Liaison messages. 
· Establish how information will be exchanged between the units. 
· Establish point of contact between the two units –use the Assistants? 
· If JETTY is being used, establish a work flow process. 
· Establish meetings with leads and other team meetings as needed to stay coordinated.
· Establish routine check in to assess how communication is going.


