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Livestock events play a crucial role in local communities, and preparing for potential animal disease outbreaks is essential to keeping exhibitors, animals, and the public safe. The Prepare2Respond tabletop exercises (TTX) are designed to help fairs strengthen their emergency action plans (EAP), validate communication processes, and build confidence in their response teams. Before conducting any TTX, fairs need a completed EAP. 
This guide outlines the steps a fair, expo, or livestock event should follow when planning, hosting, and evaluating a tabletop exercise. It is intentionally short, providing a high-level overview and practical tools to prepare for a successful tabletop exercise. 
This planning guide offers a clear timeline, recruitment guidance, and logistics considerations. 
Identify Your Facilitator
Each tabletop exercise requires a facilitator who is NOT associated with the fair or event. The Tabletop Exercise Overview document provides guidance on selecting a facilitator. Appoint a fair liaison to work with the facilitator throughout the planning process. 
Recruit and Prepare Your TTX Team
A successful tabletop exercise begins with assembling the right team and providing them with clear expectations and preparation tools. Begin by identifying and recruiting participants. The Tabletop Exercise Overview document provides a list of required and optional participants. Work with the selected facilitator to determine the appropriate participants. If required by your organization, have participants sign a Non-Disclosure Agreement (NDA).    
During the recruiting process, provide clear expectations so participants understand what is expected of them. Participants should understand: 
· What a tabletop exercise is and is not (discussion-based, not live-action)
· Their role during the exercise
· Required pre-training modules
· Intended outcomes for the fair, expo, or livestock event
Most of the expectations can be found in the TTX materials. Work with the selected facilitator to obtain these details. 

Plan the TTX Event
Hosting a smooth, well-organized tabletop exercise supports full participation and high-quality discussion. 
Schedule the event:
· Set a 90-to-120-minute planning session with key staff and partners
· Select a date and time that fits with the availability of the facilitator and participants 
· Reserve an appropriate meeting space
Gather or Create Communication Materials:
· Invitations
· Save the date messages
· Participant instructions
· Copies of the emergency action plan
· Any fair, expo, or livestock event materials used during an outbreak
Plan for Hospitality:
· Provide water, coffee, or light snacks
· Create a comfortable environment to encourage open discussion
· Include planned breaks if the session exceeds two hours
Prepare the Space & Technology:
· Confirm Wi-Fi access
· Test screens/projectors
· Ensure microphones, speakers, or virtual meeting links work
· Set up tables to encourage discussion (e.g., U shape, or small groups)
Gather Supplies:
· Pens, flip charts, sticky notes
· Printed agendas and handouts
· Name tents or name badges





Assessment and Follow-Up
The tabletop exercise does not end when participants leave the room. Reviewing feedback and documenting next steps strengthens future preparedness. At the end of the TTX, the facilitator will conduct a “hotwash” activity and provide a participant evaluation survey. Use the evaluation and “hotwash” to:
· Develop an after action report (AAR) (use the Prepare2Respond template)
· Update the emergency action plan
· Assess the quality and readiness of the tabletop exercise facilitator
· Recommend the tabletop exercise facilitator to the master List
· Suggest improvements to the Prepare2Respond train-the-trainer materials
· Plan for additional tabletop exercise events
Report Findings and Implement Changes
Once the fair, expo, or livestock event completes the tabletop exercise and reviews the feedback, update the emergency action plan, share changes with staff and partners, and determine whether a follow-up TTX is appropriate for the next season. This ensures continuous improvement and strengthens the organization's ability to respond effectively to disease outbreaks. 
Templates & Communication Tools
This is a suggested list of materials that will need to be created to execute the TTX event.
· Save the date notices
· Recruitment emails for participants and facilitators
· Scheduling templates 
· Meeting setup checklists
· Communication document 
· Thank you notes or letters





Suggested TTX Planning Timeline
This suggested timeline outlines the major steps to plan a tabletop exercise. Before conducting any TTX, fairs need a completed EAP. If an EAP needs to be developed, follow the timeline in the Prepare2Respond Livestock Event Personnel module. 
4-6 Weeks Before the TTX Event – Invite:
· Identify and invite a facilitator to lead the TTX 
· Fair and facilitator work together to confirm date and participant list
· Sent invitations to participants with event details and expectations 
3-4 Weeks Before the TTX Event – Follow-up:
· Work with the facilitator to select the appropriate TTX
· With the facilitator, confirm the venue logistics (room, setup, technology needs) 
· Check on RSVPs and follow up as needed
· Ensure participants are completing the Prepare2Respond online training modules
· Line up the notetaker and share expectations of their role
[bookmark: OLE_LINK1]2 Weeks Before the TTX Event – Confirm:
· Confirm the final participant list
· Confirm room setup and location
· Order drinks, snacks, food, etc.
· Familiarize yourself with the fair’s emergency action plan 
Event Week – Finalize: 
· Print materials TTX materials (i.e., Situation Manual, fair groups map, EAP, etc.)
· Confirm technology
· Set up the meeting place
· Facilitate the exercise
1-4 Weeks After – Assessment & Follow Up:
· Gather key personnel (in person or virtually) to review key insights, feedback, and outcomes, and assign responsibilities for next steps
· Develop the after action report 
· Update the emergency action plan
· Plan next steps for training and communication
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