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Final Planning Meeting Agenda
Location: [meeting location] 
 Date: [insert date] 
Time: [insert time]

1. Welcome and Introductions 
2. Review of Initial Planning Meeting minutes
3. Final Review of PPT scenario
· Discuss expectations of exercise facilitation and facilitator
· Review and finalize the scenario, presentation, and Functional Content Areas
4. Discuss logistics status
· Are all logistics needs procured/will be procured by exercise date?
· Consider copies of materials for participants, table tents, sign-in sheets, fact sheets, visual aids, plans and policies, and more
· Create seating chart?
· Review participant list
· Discuss status of accompanying materials
· Review action items/timeline to ensure everything is ready
5. Set a date for the After-Action Meeting
6. Question/closing remarks


[image: ]Tabletop Exercise Scenario Templates (T.E.S.T.) Program Final Planning Meeting Agenda 



image1.png
Department of

S Military TEMA




