SEAT BASE FORMS / JOB AIDS

Form:  SEAT Base Organization Structure
This form is used to document the current organizational structure at the SEAT base.  The SEAT Manager should update the chart as personnel change.  Post the chart at the SEAT base and provide the dispatch office with a copy.  Use the chart to help provide initial briefings for  personnel transitioning into the base.  
Form: 
 SEAT Base Contact List

Post at the SEAT Base for base personnel to use as a reference.

Form: 
Aircraft Resources On Base
Used to help document critical contact information about the aircraft working out of the SEAT Base.  Post the form at the SEAT Base, and ask the aircrew members to document their information on the sheet for their aircraft.

Form:  Fire Information Sheet
This form is used to keep base personnel updated on incident status.  Post at the SEAT base, and update the fire status each day.  Use as a guide during morning briefing to update base personnel with the current status of the incident.  Add new sheets as needed, but keep the old sheet for aircrews to reference the fire code numbers.  

Form:  SEAT Base Daily Staffing Report
Completed and posted each day at the SEAT base for all aircraft working out of the base.  The form is designed to use during morning briefing to verify and document any changes in base personnel like relief pilots, drivers, managers etc.  Provide dispatch a copy as soon a possible for their use.
Form:  SEAT Base Daily Briefing Sheet:
This form was designed to help the SEAT Manager document elements covered during their morning and evening debriefings each day.  It is a good idea to post a blank copy of the form at the SEAT base, available to all personnel,  to help capture any items or changes that may surface throughout the day that warrant discussion with everyone at briefing times.   

Form:  AM Checklist
Used by the SEAT Manager to document their morning start up duties or routines that have been established for the base.  Post at the SEAT Base and use to brief other SEAT Managers as they transition into the base.

Form:  PM Checklist

Used by the SEAT Manager to document their end of the day or closing duties that have been established for the base.  Post at the SEAT Base and use to brief other SEAT Managers as they transition into the base.
Form:  SEAT Base Logistical Supply Information Sheet

Used to document the procedures established for ordering water, retardant, supplies and equipment for the SEAT Base.   Post at the SEAT Base and use to brief other SEAT Managers as they transition into the base.
Form:  SEAT Base Inventory Sheet
Use to inventory the supplies and equipment ordered for the SEAT Base.  This inventory sheet is essential when closing down or moving the SEAT Base to determine proper ownership of the supplies.  Post at the SEAT Base and use to brief other SEAT Managers as they transition into the base.
Form:  Mobile SEAT Base Plan

Use to document any SEAT base operation.  SEAT Managers should fill a base plan out for each location they operate SEATs from.  Post at the SEAT Base and use to brief other SEAT Managers as they transition into the base
