	Enclosure (8)                                                                                                             PLANNING GUIDE
LEGEND: Active Support Detachment = ACDET Community Support Event = CSE   Exercise = Ex.  Ft Barfoot, VA = FBVA Major Subordinate Command = MSC (COMMBN/RGT) Multiple Unit Training Assembly = MUTA   Operations Officer = OPSO = Op.  Operations Order = OPORD Training Officer = TRNGO Warning Order = WARNO 
*“or” below applies when MSC is lead, rather than FORHQ. 

* If “S” shop does not exist at MSC, seek FORHQ assistance.

MUTA Planning

	TASK
	PLANNER
	WHEN
	DONE
	GENERAL NOTES

	Yearly Training Plan (YTP) Schedule
	G3 TRNGO w/ MSC S3s/CDR Input
	1 Jan each CY
	
	See O&T SOP, YT Calendar due 1 Oct and YTP planning begins 1 Nov.  

	FBVA building reservations 
	G3 OPSO w/ ACTDET input
	6-12 months prior when possible
	
	Barracks, classrooms, admin.  Special Note 1

	FBVA VIP Billeting 
	G4
	4 months prior
	
	Confirm 2 months prior & two weeks prior.

	Initial monthly OPS Brief for CG (MUTA/Ex.)
	G3 OPSO
	4 months prior
	
	

	WARNO for MUTA
	G3 OPSO or MSC S3/CDR if 
	4 months prior
	
	More complexity = more lead time. 

	Rental vehicles request 
	G4 or MSC S4 if MSC
	3 months prior
	
	To ACTDET. Verify 7 days prior.

	Food Services Contract request
	G4 or MSC S4 if MSC
	3 months prior
	
	To ACTDET. Verify 7 days prior. 

	Printing Contract (go/no-go sheets; sign-in sheets, class materials, etc.
	G4 or S MSC 4 if MSC
	3 months prior
	
	To ACTDET  

	MSC req to FORHQ for Comm, log, admin etc. support
	G3 OPSO or MSC S3/CDR if MSC
	3 months prior
	
	Made to Signal Battalion/ACTDET/G6 for IMAR/PITPAC & G6 for STARS or Wouxun handheld.  

	Class Planned; Instr/A-Instrs lined up; material QA’d
	G3 TRNGO w/ MSC S3/CDRs if lead
	2 months prior
	
	Program of Instruction, Lesson Plan, slides, handouts; sign-in sheets, training aids, rehearsals

	MSC MUTA and class attendance raw numbers Rosters to ACTDET
	MSC 
	2 months prior
	
	

	Exercise Detailed Planning
	G3 OPSO or MSC S3/CDR if lead
	2 months prior
	
	Force composition; Master Scenario Events List (MESL); Red Cell; White Cell

	Operation Risk Assessment (ORA) DD 2799
	G3 OPSO or MSC S3/CDR if MSC
	2 months prior
	
	Minimally consider weather; terrain; traffic (to/from/in); vectors; equipment uses; physical requirements 

	PERSSTAT/LOGSTAT & Support Requests
	G1, G4 or MSC S4 if MSC
	2 months prior
	
	To G4/ACTDET (if money involved). MREs, water; equipment; etc. to ACTDET. 

	MSC MUTA and class attendance raw numbers Rosters to ACTDET
	MSC 
	2 months prior
	
	

	MSC MUTA attendance by-name rosters to ACTDET
	MSC 
	1 month prior
	
	

	MSC MUTA IET & MOS class attendance by-name rosters to ACTDET
	MSC 
	1 month prior
	
	

	OPORD/FRAGO for MUTA
	G3 OPSO or MSC S3/CDR if lead
	1 month prior
	
	Limit additional FRAGOs as much as possible

	OPORD/FRAGO Annex C (Operations)
	G3 OPSO or MSC S3/CDR if MSC
	1 month prior
	
	Usually for an Ex. Within a MUTA.  Annex K (Civil Support may also or instead be considered. 

	OPORD/FRAGO Annex F (Sustainment)
	G1/G4 or MSC S1/S4 if MSC
	1 month prior
	
	G1/G4 lead; will include Chaplain, Medical, Transportation, Logistics, (Food Services, General Supply Classes)

	OPORD/FRAGO Annex H (Signal)
	G6 or MSC S6 if MSC
	1 month prior
	
	Appendix 1– Guard Chart; Appendix 2– ICS Form 205A (POCs); Appendix 3- Safety Worksheet; Appendix 4- Freq Req.



	Class rosters and sign in sheets
	G3 TRNGO or MSC S3/CDR if MSC lead
	1month prior
	
	

	Barrack assignments 
	G4 or MSC S4 if MSC lead
	1 month prior
	
	Work with TRNGO if by instruction group

	MUTA honors/formation discussion
	CSMs lead and G1/G3 info
	1 month prior
	
	Awards; inductions; retirements; presentations

	Training Schedule (TS)
	G3 OPSO/TRNGO or MSC S3/CDR if MSC lead
	1 month prior
	
	Need to coordinate with all affected parties and Commander approve

	Orders, including Advance Party
	G1/ACTDET 
	14 days prior
	
	ONLY G1/ACTDET publish orders for MUTAs.

Provide G1/S1 a roster in first, last, MI and VDF ID#

	Movement Plans
	CO Cdrs to MSC S3/CDR/G3
	7 days prior
	
	

	Range/Safety rep meeting
	G3 OPSO or MSC S3/CDR if MSC lead
	2 days prior
	
	Attend range/SafetyO meeting at FBVA or other installations to review activities. 

	Advance Party
	G3 OPSO or MSC S3/CDR if MSC
	1-2 days prior
	
	Confirm ORA; if buildings rented, check out keys & inspect buildings; contact food services vender to verify schedule and # meals; prepare HQ, including sign-in sheets and TOC

	Check in-out with JOC
	G3 OPSO or MSC S3/CDR if MSC
	Day of Event
	
	

	AAR due
	MSC S3/CDR
	7 days after
	
	


	Community Support/VANG Event Planning

	TASK
	PLANNER
	WHEN
	DONE
	GENERAL NOTES

	Liaison with CSE/Ex. Partners
	G3 OPSO or MSC S3/CDR if lead 
	4-6 months prior
	
	Minimum of 120 days’ notice

	CSE or VANG Support Req. Notice
	G3 OPSO or MSC S3/CDR thru G3
	4 months prior
	
	See O&T SOP Encl (7) or (7A). 

	WARNO for CSE/Ex./Op.
	G3 OPSO or MSC S3/CDR if 
	4 months prior
	
	More complexity = more lead time. 

	CSE MOU draft to JFHQ
	G3 OPSO or MSC S3/CDR thru G3
	2 months prior to signing
	
	Coordinating discussions for CSE are not an MOU.

	Exercise Detailed Planning
	G3 OPSO or MSC S3/CDR if lead
	2 months prior
	
	Force composition; 5Ws

	Operation Risk Assessment (ORA) DD 2799
	G3 OPSO or MSC S3/CDR if MSC
	2 months prior
	
	Minimally consider weather; terrain; traffic (to/from/in); vectors; equipment uses; physical requirements 

	PERSSTAT/LOGSTAT & Support Requests
	G1, G4 or MSC S4 if MSC
	2 months prior
	
	To G4/ACTDET (if money involved). MREs, water; equipment; etc. to ACTDET. 

	MSC event attendance by-name rosters to ACTDET
	MSC/MSC S3 
	1 month prior
	
	

	OPORD/FRAGO for MUTA/CSE/Ex./Op.
	G3 OPSO or MSC S3/CDR if lead
	1 month prior
	
	Limit additional FRAGOs as much as possible

	[If used/necessary] OPORD/FRAGO Annex C (Operations)
	G3 OPSO or MSC S3/CDR if MSC
	1 month prior
	
	Annex K (Civil Support) may also or instead be considered. 

	[If used/necessary] OPORD/FRAGO Annex F (Sustainment)
	G1/G4 or MSC S1/S4 if MSC
	1 month prior
	
	G1/G4 lead; will include Chaplain, Medical, Transportation, Logistics, (Food Services, General Supply Classes)

	[If used/necessary] OPORD/FRAGO Annex H (Signal)
	G6 or MSC S6 if MSC
	1 month prior
	
	Appendix 1– Guard Chart; Appendix 2– ICS Form 205A (POCs); Appendix 3- Safety Worksheet; Appendix 4- Freq Req.



	Orders, including Advance Party
	G1/ACTDET 
	14 days prior
	
	ONLY G1/ACTDET publish orders for Community Support/VANG Events.

Provide G1/S1 a roster in first, last, MI and VDF ID#

	Movement Plans
	CO Cdrs to MSC S3/CDR/G3
	7 days prior
	
	

	Advance Party
	G3 OPSO or MSC S3/CDR if MSC
	1-2 days prior
	
	Confirm ORA; set up TOC

	Check in-out with JOC
	G3 OPSO or MSC S3/CDR if MSC
	Day of Event
	
	

	Safety Brief
	Safety Officer
	Day of Event
	
	

	AAR due
	MSC S3/CDR
	7 days after
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