
Enter the name of the Project Lead in cell B3. Enter the Project Start date in cell E3. Project Start: label is in cell C3.T
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Planning

Identify Key Stakeholders [Name] 0% 11/26/24 11/29/24

Schedule Planning Meetings [Name] 0% 11/26/24 11/29/24

Schedule & Reserve Conference Room [Name] 0% 11/26/24 11/29/24

Invite External Stakeholders [Name] 0% 11/26/24 11/29/24
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Development

Define Exercise Objectives (SMART) [Name] 0% 11/26/24 11/30/24

Design Scenario [Name] 0% 11/26/24 11/30/24

Develop Situation Manual [Name] 0% 11/26/24 11/30/24

Create TTX Presentation [Name] 0% 11/26/24 11/30/24

Create Visuals/Activities [Name] 0% 11/26/24 11/30/24

Develop Facilitator Guide [Name] 0% 11/26/24 11/30/24

Print & Assemble Facilitator Guide [Name] 0% 11/26/24 11/30/24

Develop Participant Guide [Name] 0% 11/26/24 11/30/24

Print & Assemble Participant Guide [Name] 0% 11/26/24 11/30/24

Print Sign-In Sheet [Name] 0% 11/26/24 11/30/24

Create Particpant Feedback Survey [Name] 0% 11/26/24 11/30/24

Create Initial Planning Meeting 

Presentation
[Name] 0% 11/26/24 11/30/24

Create Mid Planning Meeting 

Presentation
[Name] 0% 11/26/24 11/30/24

Create Final Planning Meeting 

Presentation
[Name] 0% 11/26/24 11/30/24

Create Facilitator & Evaluator 

Briefing Presentation
[Name] 0% 11/26/24 11/30/24

Create Debrief Presentation [Name] 0% 11/26/24 11/30/24

Sample phase title block
Execution

Conduct Initial Planning Meeting [Name] 0% 11/26/24 11/30/24

Conduct Mid Planning Meeting [Name] 0% 11/26/24 11/30/24

Conduct Final Planning Meeting [Name] 0% 11/26/24 11/30/24

Conduct Facilitator & Evaluator Briefing [Name] 0% 11/26/24 11/30/24

Gather Exercise Materials [Name] 0% 11/26/24 11/30/24

Set-Up Exercise area [Name] 0% 11/26/24 11/30/24

Sample phase title block
Assessing

Condut Debrief [Name] 0% 11/26/24 11/30/24

Review Participant Feedback Surveys [Name] 0% 11/26/24 11/30/24

Review Evaluator Guide Forms [Name] 0% 11/26/24 11/30/24

Develop After-Action Report (AAR) [Name] 0% 11/26/24 11/30/24

Submit AAR for Final Approval [Name] 0% 11/26/24 11/30/24
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This toolkit was created by Children’s Mercy Kansas City Emergency Management and made available for 

public use by the Pediatric Pandemic Network (PPN).

The Pediatric Pandemic Network is supported by the Health Resources and Services Administration (HRSA) 

of the U.S. Department of Health and Human Services (HHS) as part of grant awards U1|MC43532 and 

U1IMC45814 with 0 percent financed with nongovernmental sources.

The contents are those of the author(s) and do not necessarily represent the official views of, nor an 

endorsement, by HRSA, HHS, or the U.S. Government. For more information, please visit HRSA.gov.

This template provides a simple way to create a Gantt chart to help visualize and track your project. Simply 

enter your tasks and start and end dates - no formulas required. The bars in the Gantt chart represent the 

duration of the task and are displayed using conditional formatting. Insert new tasks by inserting new rows.


