
How to Generate an ICS-309 Form in WinLink

1. Select “Generate ICS-309 Communication 
Log” from the Message drop drop down 
menu.


2. Select the mailboxes to include. Inbox, 
Read, and Sent are normal, and should be all 
you need unless you’ve manually saved 
messages to another mailbox.


3. Select the beginning and ending date/
time. Be sure to check the boxes to activate 
the filter.


4. Select “Combine recipients into a single 
entry”.


5. Fill out the form data fields TaskID, Task 
Name, Operational period, Operator name, 
and Station ID.


6. Use the Browse button to select a location 
for the PDF file to be saved.


7. Click the Generate ICS-309 button.



8. Print or send the PDF to the exercise 
coordinator.

1

2

3

4

5

6-7

8


