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[Exercise Program Title] 

Mid-Term Planning Conference

Meeting Minutes

[City, State]
[Month #, Year]

Date/Location.  The [Exercise Program Title] Mid-Term Planning Conference (MPC) was held on [Month #, Year], in [City, State]. The meeting was held at the [Location] in the [Room].  Attendees included representatives from [Insert Attendees], U.S. Department of Homeland Security (USDHS) Office for Domestic Preparedness (ODP), and ODP exercise support personnel.

Purpose.  The Office for Domestic Preparedness committed to support and coordinate an [exercise series] in preparation for the upcoming [event] in [City, State].  The purpose of this meeting was to verify draft information with the [Host Agency] exercise planning committee concerning the type of exercise planning assistance they could expect from ODP, specifically in relationship to [exercises type one].  The purpose of the MPC was also to finalize draft documents and concepts in preparation for the [event].  

These minutes provide an overview of the conference, including agreements made among exercise planners. ______________________________________________________________________________

OVERVIEW OF ACTIVITIES
General.  ODP exercise personnel provided an overview of the [event] process and the tentative decisions reached at the Initial Planning Conference (IPC).  The conference was designed to provide the opportunity for exercise planners to confirm the following: 


· Specific design objectives for the design of the [exercise type].

· Scenario accuracy.

· Local, State, and Federal agency participants.

· Site of the exercise facility and support requirements.

Exercise Overview.  The [exercise type], scheduled for [Month #, Year], will be [exercise description]. The exercise will consist of [exercise detail].  [Additional exercise detail based upon type and format of the exercise.]  

Exercise Design.  Subsequent discussion of the design objectives, scenario elements, and exercise dates resulted in the following:

[Local Host] Exercise Series Overarching Objectives:

· [Objective One]:

· [Detail One]

· [Detail Two]

· [Detail Three]

· [Objective Two]:

· [Detail One]

· [Objective Three]:

· [Detail One]

· [Objective Four]:

· [Detail One]

· [Detail Two]

· [Objective Five]:

· [Detail One]
· [Objective Six]:

· [Detail One]

· [Detail Two]

· [Detail Three]

· [Objective Seven]:

· [Detail One]

Exercise Conduct.  ODP exercise personnel walked attendees through the [appropriately titled exercise documentation].  This afforded local planners an opportunity to ensure local policies, procedures, and venues were accurately portrayed, and to raise any possible questions.

______________________________________________________________________________

OUTSTANDING ACTIONS

The following actions remain and will be reviewed at the next planning meeting on [Month #]:

· [Local Host] Planning Team:

· Coordinate participation of additional local agencies.

· Coordinate any final logistical issues.

· ODP Exercise Support Team:

· Provide [community] with advanced notice on known Federal visitors/participants to the [exercise type].

· Finalize the [exercise documentation] and ship [#] of copies to arrive at the [location].

· Coordinate the arrival of set-up personnel at the [exercise facility]. 

· Provide [exercise logistical items] for the [exercise type].

· Provide audio-visual system to support presentation of materials to participants.

POINTS OF CONTACT
The exercise points of contact are as follows:

· [Local Host Agency] – [Title and Point of Contact] 

(PLEASE INSERT FULL CONTACT INFO HERE)

· ODP Exercise Manager – [Insert Name] 

(PLEASE INSERT FULL CONTACT INFO HERE)

· ODP Exercise Support Team – [Insert Name (Contract Agency)] 

(PLEASE INSERT FULL CONTACT INFO HERE)

______________________________________________________________________________

ATTENDEE LIST
	Name
	Organization
	Phone Number
	E-Mail

	[First Last]
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