Unit VIII – Exercise Design




Participant Workbook


	Exercise Message Form:

Continuity of Operations Tabletop Exercise

	


An Exercise Message causes event participants to make decisions and take actions which meet the Exercise Objectives. Exercise Messages should provide sufficient information to the participants to elicit a desired response, action or decision. The design team should consider which individual or entity would most effectively transmit the Message and generate the expected response. Messages used in an exercise must be credible, not only in source, but also in delivery method.  Messages should be written on a standardized Exercise Message form.  A standard message contains four components:
· Source of Message – who sent the message and how credible is this source?

· Method Sent – how is the message getting to the recipient (phone, radio, word of mouth)?

· Content of Message – does it provide all information necessary to make the decision?

· Recipient – if the recipient is not the decision-maker (delegated authority), where should the message be sent?

Additionally, the Exercise Message form may also include information on delivery time, message number, and space for the participant to enter the actions which they would take. 



HANDOUT # 9 - 					                                  Exercise Message Form





TIME:





TO:





FROM:





NO:





METHOD





DISASTER EXERCISE


< MESSAGE >





CONTENT:





ACTION TAKEN: 
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