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Initial Planning Meeting Agenda
Location: [meeting location] 
 Date: [insert date] 
Time: [insert time]
1. Welcome and Introduction of the Exercise Planning Team members 
2. Exercise Review
· Review the functional areas that the scenario will test
· Identify if any additional functional content areas will be added
· Review scenario PowerPoint presentation
· Determine if any revisions need to be made to the scenario/presentation
· Determine which Functional Content Areas to evaluate (Minimum = 1)

3. Exercise Participants
· Determine who to invite and define their role(s)
· Identify a suitable facilitator 
· Person with good public speaking skills, experience with exercises, knowledgeable about emergency response functions
· Invite this person to the Final Planning Meeting
· Identify suitable evaluator(s)
· Persons with experience in emergency response, who are familiar with the policies and procedures that will be tested during the exercise

4. Exercise Logistics
· Venue for exercise
· Date of exercise
· Refreshments for exercise day
· Equipment needs
· Supplies needs
· Personnel needs
	
5. Action Items
· Review accompanying exercise materials and determine who will be responsible for completing/altering them (including PPT, Facilitator Guide, Evaluation Forms, etc.)
· Determine who will be responsible for the procurement of logistical needs
· Determine who will invite all participants, and how
· Develop minutes for meeting

6. Timeline
· Set a timeline for the completion of action items
7. Date for next meeting - Final Planning Meeting
8. Question/closing remarks
[image: ]Tabletop Exercise Scenario Templates (T.E.S.T.) Program Initial Planning Meeting Agenda 



image1.png
Department of

S Military TEMA




