	Activity
	Task
	Required Documentation
	Volume IV 
Reference Materials
	Relationship to Key Events
in Workdays/Weeks
(Approximate)

	Read-Ahead
	Read-Ahead Packet Sent to Exercise Planning Team
	Read Ahead Packet
	
	2-3 weeks before IPC

	Initial Planning Conference (IPC)
	Finalize IPC Materials
	IPC Presentation

Agenda

Sign-in Sheets

Master Responsibility Task List 

Sample Objectives

Participating Agency List
	Planning Materials/Operations-based Exercises/Foundation/Planning Conference Materials/Initial Planning Conference
	3 days before IPC

	
	Conduct IPC
	~ 4 hours
	
	September 22, 2006

	
	Provide IPC Minutes and Master Responsibility Task List to planning team
	IPC Minutes

Master Responsibility Task List
	Planning Materials/Operations-based Exercises/Foundation/Planning Conference Materials/Initial Planning Conference
	11 days after IPC

	Mid-term Planning Conference (MPC)
	Develop Draft Exercise Plan (ExPlan)
	ExPlan
	Planning Materials/Operations-based Exercises/Design and Development/Documentation
	30 days before MPC

	
	Develop Draft Master Scenario Events List (MSEL)
	
	
	Minimum 5 days before MPC

	
	Finalize MPC Materials
	Draft ExPlan

Draft MSEL

MPC Presentation

Agenda

Sign-in Sheets

Master Responsibility Task List
	Planning Materials/Operations-based Exercises/Foundation/Planning Conference Materials/Mid-term Planning Conference
	5 days before MPC

	
	Conduct MPC 
	4-6 hours
	
	March 16, 2007

	
	Distribute MPC Minutes to Planning Team
	MPC Minutes
	Planning Materials/Operations-based Exercises/Foundation/Planning Conference Materials/Mid-term Planning Conference
	14 days after MPC

	Final Planning Conference (FPC)
	Finalize ExPlan
	ExPlan
	Planning Materials/Operations-based Exercises/Design and Development/Documentation
	Minimum 75 days before Exercise

	
	Draft Controller/Evaluator Handbook
	C/E Handbook
	Planning Materials/Operations-based Exercises/Design and Development/Documentation
	Minimum 10 days before FPC

	
	Media Release/Public Information Handout
	Media Release/Public Information Handout
	Planning Materials/Operations-based Exercises/Design and Development/Media
	Minimum 10 days before FPC

	
	Communications Plan (i.e.,  for Functional Exercises)
	Communications Plan
	Planning Materials/Operations-based Exercises/Design and Development/Documentation
	Minimum 10 days before FPC

	
	Finalize FPC Materials
	PIO Handout

Draft C/E Handbook

Draft Communications Plan

Draft MSEL

ExPlan

FPC Presentation

Agenda

Sign-in Sheets

Master Task List
	Planning Materials/Operations-based Exercises/Foundation/Planning Conference Materials/Final Planning Conference
	Minimum 5 days before FPC

	
	Conduct FPC
	4-6 hours
	
	Minimum 6 weeks prior to Exercise

	
	Finalize C/E Assignments
	Controller/Evaluator List
	
	Prior to conclusion of FPC

	
	Finalize Assembly Area Handout (for Full-Scale Exercises)
	Assembly Area Handout
	Planning Materials/Operations-based Exercises/Design and Development/Documentation
	Prior to conclusion of FPC

	
	Distribute FPC minutes to Exercise Planning Team
	FPC Minutes
	Planning Materials/Operations-based Exercises/Foundation/Planning Conference Materials/Final Planning Conference
	2 days after FPC

	Exercise
	Distribute ExPlan to Agencies/Organizations that are playing in the exercise
	
	
	25 days before Exercise

	
	Controller/Evaluator Training / Briefing
	Presentation

C/E Packet (i.e., C/E Handbook, MSEL)
	Planning Materials/Operations-based Exercises/Conduct/
	Minimum 1 day before Exercise

	
	Distribute C/E Handbook
	
	
	Minimum 1 day before Exercise

	
	Set-up Facility
	
	
	1 day before Exercise

	
	Conduct Exercise
	
	
	Exercise

	
	Conduct Hot Wash
	
	
	Maximum 2 hours after Exercise

	
	Controller / Evaluator Debrief
	C/E Debrief Presentation
	Planning Materials/Operations-based Exercises/Conduct/
	Maximum 1 day after Exercise

	
	Provide Exercise Hot Wash Minutes to Team Member(s) writing AAR
	
	
	3-4 days after Exercise

	AAR/IP
	Draft AAR to DHS/ODP
	HSEEP Volume II AAR/IP Format
	Planning Materials/Operations-based Exercises/Evaluation/After Action Report
	3 weeks after Exercise

	
	Draft AAR to Exercise Planning Team
	
	
	4 weeks after Exercise

	After Action Conference
	Conduct After Action Conference
	After Action Conference Presentation
	Planning Materials/Operations-based Exercises/Improvement Planning
	5 weeks after Exercise

	Final AAR/IP
	Finalize AAR/IP and distribute to Exercise Planning Team
	AAR Transmittal Letter
	Planning Materials/Discussion-based Exercises/Evaluation
	60 days after Exercise

	
	Upload Final AAR/IP to DHS/ODP Secure Portal library under folder entitled ‘Direct Support AARs’
	
	
	60 days after Exercise

	Finalize all exercise materials
	Copy all final exercise materials onto a CD-ROM and mail to State/local POC and DHS/ODP Exercise Manager
	CD-ROM
	
	2 months after Exercise
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