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Encl:  (1) FHG Exercise Planner’s Worksheet 
       (2) Exercise Confirmation Brief Format  
       (3) Exercise Storyboard Format 
 
1.  Purpose. The purpose of this guidance is to publish standardized 
information requirements associated with exercise participation, enabling 
commanders, planners, and the Force Headquarters Group (FHG) staff to 
execute exercise-related responsibilities in a more efficient manner.  
 
2.  Background. The FHG Headquarters enables unit participation in service 
and joint exercises through engagement in the Force Synchronization 
process, alignment of funding, coordinating higher echelon logistical 
support, and conducting necessary coordination with Marine Forces Reserve 
Regional Operations and Plans Officers.  Because participation 
requirements at service and joint exercise planning events far exceed what 
the FHG could feasibly support with Headquarters personnel, much of the 
planning is decentralized, with a heavy reliance on participating units 
sending personnel to the planning events.  Although decentralized planning 
is necessary, the implementation of the standardized information 
requirements will help ensure key information is obtained and 
appropriately distributed in a timely and manner.   
 
3.  Guidance 
  
    a.  Exercise Planner’s Worksheet. The FHG Headquarters relies on unit 
planners to obtain critical information as part of their participation in 
planning events.  Systematically feeding that information to the FHG staff 
facilitates necessary coordination with the MARFORRES staff and supporting 
agencies.  Due to a host of issues that include competing operational 
demands and personnel turnover, units are often in a position where they 
must send representatives who have limited experience with service-level 
and joint exercise planning.  The FHG Exercise Planner’s Worksheet, 
enclosure (1), was designed to help ensure all planners, regardless of 
experience level, obtain necessary information at each planning event and 
that they have a pre-formatted template to convey that information.  
 
   (1) The Exercise Planner’s Worksheets will be submitted to the FHG 
G3 no later than 1 day after return travel from a planning event.  The I-I 
and Assistant I-I or OpsO must be copied on the email submission.  
 
        (2) The most current version of the Exercise Planner’s Worksheet 
will be posted on the FHG share point at the following site: 
(https://eis.usmc.mil/sites/fhg/G3/FHG%20FY1819%20Campaign%20plan%20with%2
0addendum/Forms/AllItems.aspx).  These will require updates to remain 
current with the evolving information requirements of higher headquarters.   
 
        (3) Unit planners must understand their unit’s Mission Essential 
Task List, training standards, capabilities/limitations, and commander’s 
intent and guidance prior to attendance at a planning event. At a minimum, 
this will ensure units are not committed to events beyond their capability 
to safely perform or that do not make most effective use of scarce 
training resources.   
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        (4) Unit leadership must communicate to the FHG G3 instances where 
the Organization Conducting the Exercise (OCE) cannot solidify the events 
the unit is expected to perform by the end of the Mid Planning Event 
(MPE).     
  
    b.  Confirmation Briefs.  At least 2 weeks prior to initial movement, 
units must submit a confirmation brief, utilizing the format in enclosure 
(2).  The confirmation brief is designed to provide leadership with the 
“Five W’s” and help ensure appropriate visibility if any necessary 
components of participation are not on track.  
 

  (1) For any event that is captured on the FHG G3 Exercise Tracker, 
a confirmation brief will be submitted to the AC/S G3, Deputy G3, and 
Exercise Planner no later than 15 calendar days prior to execution.  

 
        (2) Risk assessments must be conducted prior to exercise 
participation, utilizing guidance contained in Marine Corps Order 3500.27.  
Risk assessment worksheets should be available upon request; at the time 
the confirmation brief is submitted.      

 
  (3) A more in-depth confirmation brief to CMFR will be required 

for any OCONUS exercises where there are 100 or more Marines OR if a 
battalion-sized headquarters, or larger, sourced from MARFORRES is 
involved.  Criteria for the CMFR confirmation brief are subject to change, 
and situationally dependent.  When a CMFR confirmation brief is required, 
there will be close coordination between the FHG G-3 and the respective 
command.  
 
    c.  Storyboards.  The formatted storyboard, enclosure (3), contains 
information routinely of interest to the FHG Headquarters upon conclusion 
of the training event.  It will help inform future resourcing 
considerations, help ensure appropriate wrap-up items are on track for 
completion and serve as a reminder to identify reportable incidents.  
 
        (1) Submit storyboards to the FHG Sitrep distro list within 15 
calendar days of event completion.   
 
  
 
 















FHG Exercise Planning Information Sheet 

Submit Completed worksheet to the FHG G3 Exercise Planner within 1 day of return from Planning Conference. 

FHG Exercise Planner Contact Info:  FHG_G3@usmc.mil; 504-697-7508/7502 

Exercise 
Name 

                                              FHG Unit 
Name 

                      

FHG Unit  
Planner Info 

Rank and Name                                                                                                           
Phone #       Email       

Adjacent FHG 
& MFR Units 
Participating 

1.                                     2.        
3.        4.        
5.        6.        

Conference 
Info 

Circle One: IPC    MPC    FPC Location:       
Conf Dates:       Conf Sponsor (Cmd)          

 
 
 
 
 
 
 
Planning 
Conference  
Information 
Requirements 

*Dates:   Unit Start       *Unit End        
* Duration cannot exceed 12 Days (OCONUS)/15 Days (CONUS) unless coordinated with FHG G3 

Capability being sourced (sometimes - “augments”)       
Pax        Equipment       
Command/Officer Conducting the Exercise (OCE)       
Target LOI Publication date:       
OCE POC(Rank and Name)       
OCE POC Email and Tele #:       
USMC Unit attached to during Exercise       
POC (USMC unit being attached to)       
Transportation (Circle One): 1,2 Commercial Tickets / Contracted Air / Strat Air (Mil) 
1 Commercial Ticketing or Contracted Air for OCONUS exercises are funded through exercise funds (Not FHG/MFR 
funds), unless coordinated with the FHG G3 Exercise Planner.   
2 Inform POC that transportation funds for Commercial Ticketing MUST be receive 90 days prior to travel 
Transp POC informed funds required 90 days prior to movement  Yes  No 

Transp POC (Rank, Name, email)       
Billeting (*field duty or provided at no cost)  Yes  No 

Messing (*field duty/rations or provided at no cost)  Yes  No 
* This is the expectation, unless coordinated with the FHG G3 Exercise Planner 

Medical (Theater, Country, and Ex Medical Rqmnts ID’d)  Yes  No 

T3 Request TEEP Event Utilized for T3:                          Created  Yes  No 
T3 Request Submitted  Yes  No 

Other Info 
(Include FHG/MFR 
assistance required 
to complete planning 
and what has 
changed since last 
planning event) 

      
      
      
      
      

            
I-I or Assist I-I who reviewed this worksheet I-I / Assist I-I Signature and Date 
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Unit Name
Exercise Name Confirmation Brief

UNCLASSIFIED

Summary (4Ws + 3 )

Who:  Unit/Det size (Team, Det, FCT, SALT, etc) and pax count
What:  Provide ______ support to Exercise _______
When:  Exercise participation dates
Where:  Location

Unit attaching to: (Command providing billeting, messing, medical, etc)
Gaining unit planner POC:
Billeting:  Field, Govt Quarters, Off-Base 
Messing:  Provided, Per Diem
Transportation: POV, Charter Busses, Commercial/Mil Air, etc

Planned METs to be Exercised/Evaluated:

High Risk Training to occur:   

Command/Signal:
- Exercise Det OIC and POC info:

Mission:

Checklist
 T3 Sumbitted:          ______________
 Orders Completed: ______________
 ORM Complete:      ______________
 High Risk Training Event Approved (if applicable)

Outstanding Issues:
 _____________
 _____________
 _____________

Unit 
Emblem

UNCLASSIFIED

Submit to G3 NLT 15 days prior to movement



Unit Name
Exercise Name Story Board

UNCLASSIFIED

METs Exercised/Evaluated:

Insert photo w/caption

Commander or Det OIC Comments:
-Provide perspective on the training value of the exercise for the command 
and how the exercise improved the unit’s ability to integrate with and 
support Active Component Forces and/or Coalition Forces.

Unit 
Emblem

UNCLASSIFIED

Lessons Learned:
-Highlight any lesson learned the command intends to submit to 
MCCLLs (if any).

Closeout:
 Reportable Incidents?
 Travel Claims Submitted
 Recommend Future Participation:  (Yes or No)

Submit to G3 NLT 15 days after return from exercise
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