Exercise Development Worksheet

Exercise Name
Date of Exercise




Executive Summary
[When writing the Executive Summary, start this section by stating the full name of the exercise and providing a brief overview. This brief overview should discuss the reason for the exercise, exercise objectives, capabilities and scenario(s) that will be used to achieve those objectives.] 









[bookmark: _GoBack]
Exercise Overview
	Exercise Name
	[Insert the formal name of exercise, which should match the name in the document header]

	Exercise Dates
	[Indicate the start and end dates of the exercise]

	Scope
	This exercise is a [exercise type], planned for [exercise duration] at [exercise location]. Exercise play is limited to [exercise parameters].

	Mission Area(s)
	[Prevention, Protection, Mitigation, Response, and/or Recovery]

	Core Capabilities
	[List the core capabilities being exercised]

	Objectives
	[List exercise objectives]

	Threat or Hazard
	[List the threat or hazard (e.g. natural/hurricane, technological/radiological release)]

	Scenario
	[Insert a brief overview of the exercise scenario, including scenario impacts (2-3 sentences)]

	Sponsor
	[Insert the name of the sponsor organization, as well as any grant programs being utilized, if applicable]

	Participating Organizations
	[Insert a brief summary of the total number of participants and participation level (i.e., Federal, State, local, Tribal, non-governmental organizations (NGOs), and/or international agencies).]

	Point of Contact
	[Insert the name, title, agency, address, phone number, and email address of the primary exercise POC (e.g., exercise director or exercise sponsor)]










Exercise Planning Team
	Name 
	Role
	Agency
	Phone
	Email

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Objectives & Capabilities
	Exercise Objective
	Core Capability

	[Insert objectives]
	[Insert core capability aligned to objective]

	[Insert objectives]
	[Insert core capability aligned to objective]

	[Insert objectives]
	[Insert core capability aligned to objective]

	[Insert objectives]
	[Insert core capability aligned to objective]

	[Insert objectives]
	[Insert core capability aligned to objective]



Plans, Policies, and Procedures
· [Insert name of plans, policies, and/or procedures]
· [Insert name of plans, policies, and/or procedures]
· [Insert name of plans, policies, and/or procedures]

Exercise Development Meeting Schedule
	Meeting
	Date
	Location

	Concept and Objectives Meeting (C&O)
	
	

	Initial Planning Meeting (IPM)
	
	

	Mid-Term Planning Meeting (MPM)
	
	

	MSEL Planning Meeting (if needed)
	
	

	Final Planning Meeting (FPM)
	
	

	Exercise Conduct
	
	

	After Action Meeting
	
	


Exercise Materials
	Documents
	Date Published
	Date Distributed

	Controller/Evaluator (C/E) Brief
	
	

	C/E Handbook
	
	

	Exercise Evaluation Guide (EEG)
	
	

	Player Brief
	
	

	Exercise Plan (ExPlan)
	
	

	Master Scenario Events List (MSEL)
	
	

	Participant Feedback Form
	
	

	Situation Manual (SitMan)
	
	

	Post Exercise
	Date Published
	Date Distributed

	After Action Report/Improvement Plan
	
	



Exercise Participants
	Participating Organizations
	# of Participants

	
	

	
	

	
	

	
	



Logistical Considerations
	· Arrange for audio/visual equipment (e.g., microphones, screens, projectors)
	· Communications – do they work onsite 

	· Develop ID badges, , and sign-in sheets
	· Exercise Site Areas

	· Arrange for restrooms
	· Designate registration area

	· Develop signage
	· Designate parking area

	· Refreshments
	· Maps


Exercise Location
· [Point of Contact]
· [Address]
· [Alternate Location]


Administrative Issues/Due Outs
	Issue/Due Out 
	Responsible POC 
	Due Date 
	Comments

	
	
	
	

	
	
	
	

	
	
	
	


Additional notes:  


