	Date/Time:
	
	
	Exercise Planning Team

	Client:
	
	
	

	Project:
	
	
	

	Objective:

	Initial Planning Conference


	
	

	
	
	
	Meeting Attendees


	MEETING AGENDA


1. Tabletop Exercise (TTX) Timeline
a. Tentative Timeline

· Final Planning  Conference 

· Exercise Conduct 

· AAR Conference 

· Final AAR/IP to be submitted within 60 days

2. Exercise Design
a. Purpose/Scope

b. Objectives

c. Scenario 
d. Format (Moderated Discussion vs. Breakouts)

A moderated format will be utilized to maximize group interaction and participation. Breakout sessions will not be utilized.  The room in which the exercise will be facilitated should be set-up in a “U” shape with the open end of the “U” toward the front of the room (where the facilitators will be).

3. Next Meetings
	NEXT MEETING(S)

	

	When
	Where
	Who
	Purpose

	Final Planning Conference


	
	Exercise Planning Team
	Finalize exercise documents and logistics

	Evaluator Briefing


	
	Evaluators
	Provide briefing on exercise and evaluation forms

	TTX


	
	Exercise Participants
	See above

	AAR Conference

(30 days post exercise)
	
	Exercise Participants
	Validate Draft AAR

	Final AAR submittal 

(Within 60 days of TTX)
	
	Exercise Planning Team
	


4. Next Steps

	ACTION ITEMS

	

	Item
	Assigned To
	Follow-Up Date

	
	
	

	
	
	

	
	
	


