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turn around (provider agencies and base hospitals should allow 
additional time for holidays and weekends). 

 
c. Document the order in the Forms Received Log and reconcile 

monthly with the form vendor’s records.  
 

C. Emergency Requests for Prehospital Care Forms 
 

1. The EMS Agency will: 
 

a. Maintain a small supply of Prehospital Care Forms.  
 
b. Provide the requesting party with an approximate 3 days supply of 

forms to suffice until the order is placed and distributed (additional 
supplies will be provided in consideration of holidays and 
weekends when applicable). 

 
c. Document the form order in the Forms Received Log. 
 

III. EMS Report Forms and Base Hospital Forms NOT Provided by the EMS Agency 
 

A. Form Approval Procedure  
 

1. The requesting provider or base hospital shall submit a written request to 
the Director of the EMS Agency advising the EMS Agency of their desire 
to utilize their own form.   

 
2. Submit a DRAFT of the form to the EMS Agency for review prior to having 

forms printed.  Each time a revision is made, the form should be 
approved prior to printing.  

 
3. Forms must have all of the appropriate copies for distribution and contain 

all current data elements. 
. 

B. Form Printing Procedure 
 

1. Once the form has been approved and is ready for printing, contact the 
EMS Agency Data System Coordinator (or designee) for a Sequence 
Number series (for EMS Report Forms).  Sequence Number duplication is 
costly and time consuming to correct; therefore, every effort shall be 
made to avoid such errors. 

 
2. Have the printing vendor or the provider agency contact the EMS Agency 

Data System Coordinator PRIOR to printing to confirm the Sequence 
Number series for EMS Report Forms. 

 
3. Print no more than an eighteen (18) month supply of forms because data 

elements may change. 
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IV. Fees 
 

A. Prehospital Care Forms supplied by the EMS Agency are supplied at no cost to 
provider agencies and base hospitals. 

 
B. Provider agencies and hospitals utilizing their own forms are responsible for all 

costs incurred by such processes.  
 
V. Additional Forms/Manuals Available Through the EMS Agency 
 

A. The following forms are available from the EMS Agency during regular business 
hours (many are available online at the Los Angeles County EMS Agency 
website at www.dhs.lacounty.gov/ems). 

 
1. Prehospital Care Policy Manual (Fee) 
2. Medical Guidelines (Fee) 
3. EMS Report Form Training Manual (No fee) 
4. Base Hospital Forms Training Manual (No Fee) 
5. Prehospital Care Situation Reports (No Fee) 
6. DNR Forms are available online from the California Medical Association 

at www.cmanet.org/bookstore (they are not available at the EMS 
Agency). 

 
CROSS REFERENCES: 
 
Prehospital Care Policy Manual 
Reference No. 606,    Documentation of Prehospital Care 
Reference No. 608,    Disposition of Copies of Prehospital Patient Records 
 




