[Exercise Name]
Initial Planning Conference (IPC) Meeting Minutes

[City, Town, County], [State]
[Date]
Date/Location. The [Exercise Name] IPC was held on [Date], at [Location] in [City, Town, County], [State]. Attendees included representatives from:

[List Participating Agencies]
Purpose. The purpose of this Initial Planning Conference was to introduce the exercise concept, including local design objectives, scenario elements, participants, and exercise methodology, and to discuss exercise support requirements for the upcoming [Exercise Name].  These minutes provide an overview of the conference including agreements made between local, State and Federal exercise planners.
OVERVIEW OF ACTIVITIES

General. The Exercise Planning Team provided an agenda to include suggested exercise design objectives, scenario design, and exercise support requirements, including contractor support. 
The Exercise Planning Team facilitated the conference, tentatively agreeing to hold the Mid-Planning Conference (MPC) on [Date], at [Time], and the Final Planning Conference (FPC) on [Date], at [Time].  Meeting locations are to be determined. 

[Name], from [Agency] was chosen as the lead exercise planner for this FSE.

Exercise Overview. [Exercise Name] is scheduled to run for [Length of Play].  Controllers and Evaluators will be required to attend an evaluator orientation the day prior to the exercise and a debriefing the day following the exercise.
The exercise will be intelligence driven for a period of time before the event. The exercise will be a biological terrorist incident. Actual and notional Neighborhood distribution centers (NDC) for will be established. Secondary Improvised Explosive Devices (IEDs) will be set off at several of the NDCs. 
Exercise Design.
Purpose. The purpose of the FSE will be to assess [Jurisdiction] agencies’ response to a WMD incident involving biological terrorism, including SNS distribution and a secondary Improvised Explosive Device (IED). 
Objectives. The Exercise Planning Team suggested the following objectives. These will be reviewed and finalized by the group during the MPC:

· Examine the ability of regional response agencies to implement victim, personnel, equipment and facility decontamination in a WMD/Hazmat incident. Assess deployment of regional resources and assets to a WMD incident. 

· Exercise the communications, information sharing and integration of jurisdictional assistance on a jurisdiction-wide basis. 

· Assess [Jurisdiction] National Incident Management System (NIMS) compliance.

Participating agencies: The planning group had a limited discussion of which agencies would participate in the FSE. The following agencies have tentatively been identified to participate, with agency participation to be finalized through letters of commitment to be sent out by the Exercise Planning Team. These agencies include:

· Public Health

· Environmental Health

· Law Enforcement

· Fire/EMS

· Hazmat

· Emergency Operations

· State and local Emergency Operations Centers (EOCs) (partial activation)

Exercise Scenario Review. The exercise will be held on [Date].  Controller/Evaluator training will be held the day before, and the After Action Review will be held on the day after the exercise. Three venues are proposed for the FSE. Proposed locations include 1) Fairgrounds in [City, Town, County], 2) [Local School] and empty building in [City, Town, County], and 3) Unknown location in [City, Town, County].

The scenario will be intelligence-driven for a period of time prior to the event. The exercise will be a biological terrorist incident. The MSEL would begin with the Centers for Disease Control (CDC) confirming Strategic National Stockpile (SNS) medication delivery in the form of oral medication. Three neighborhood distribution centers (NDC) would be established for the exercise within [Jurisdiction] while others would be notional. One, and possibly two NDCs, would have a secondary Improvised Explosive Device (IED) set off at the venue, with a hoax IED at the other location. This would exercise investigation, bomb technicians, hazardous materials, cleanup, and monitoring.

Exercise Support Requirements for this multiple venue event would include a staff of Controllers, Evaluators, Safety Officers, and a Lead Exercise Planner. A number of actors would be necessary at each site as well with suggestion made to recruit volunteers from the area high schools or Job Corps volunteers.

OUTSTANDING ACTION ITEMS

The following actions remain open:

Exercise Planning Team

· Confirm exercise date and set time

· Identify and send letters of commitment to participants. 
· Confirm exercise objectives

· Confirm exercise scenario

· Identify venues (names and addresses of locations, etc.)
· Identify and invite possible participating agencies

· Identify possible evaluators and controllers

· Identify available equipment for use during exercise (to provide to players)

· Supply current [Jurisdiction] Plan to Lead Exercise Planner 
· Draft MSEL for review at MPC

· Draft Exercise Plan (EXPLAN) for review at MPC

· Draft Controller & Evaluator Handbook for review at MPC

· Draft Exercise Evaluation Guides (EEGs) for review at FPC 

Next step

· Exercise Planning Team budget meeting on [Date].

· MPC scheduled for [Date] at [Time] at a location to be confirmed. 

POINTS OF CONTACT

Exercise Manager:
[Contact Information]
Lead Exercise Planner:
[Contact Information]
ATTENDEE LIST

	Name
	Agency/Department
	E-Mail

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


2
Initial Planning Conference

Minutes

