What are the host’s responsibilities?
· Secure a room for pre-event set-up, the duration of the event, and post-event clean-up;
· Provide a list of state, regional, and local institutions to advertise the event; and
· Arrange to have a representative from your institution attend the exercise and give the official welcome to kick off the event.

**We expect the time commitment for these responsibilities will not exceed 20 hours.**

Optional Requests: 
· Lunch and/or snacks provided, and/or
· [bookmark: _GoBack]Serve as an advocate and promote/advertise the event with other institutions in the region. 

What type of room do you need?
The room needs to hold up to 40 people (60 if a higher turnout is expected), accommodate a single round robin (see slides 7 & 8 of this presentation for examples) table setup, and a projector. If the size of the room makes it necessary, a microphone and a remote to switch slides is also required.

Are any other supplies necessary?
For events with breakout sessions, a flipboard pad and markers are useful for each group to use for writing their conclusions. While not required, having name tags and table tents for each participant is extremely helpful in creating a discussion-focused environment.   

How long will this event last?
The scenario portion of the event will take approximately six hours, including lunch. The introductions, briefings, and discussions on lessons learned will take approximately one additional hour.

Will the host be in charge of registration for this event?
REN-ISAC would prefer to use its personal registration system in order to track attendance. This system can update hosts automatically if the registration list will help with promoting the event. If the campus venue requires the use of another registration system, REN-ISAC is happy to work with the host as long as the registration list can be easily accessed by our staff.

Will the host need to provide food?
If the host would like to provide lunch and/or refreshments, that would be welcome.  If not, a venue that is located near food should be secured so we can break for lunch.

Will the host be responsible for advertising the event?
REN-ISAC will oversee the advertising effort for this event.  We only require the host to assist in identifying and connecting us to state, regional, and local organizations/institutions best suited to get the word out. Any additional assistance is welcomed.

What types of professionals should the host target when advertising the event?
For the 2019 scenario, REN-ISAC is focused on physical and cyber security, emergency management, IT, campus administration, student affairs, campus police, local police, campus medical, local medical, and local government personnel, in addition to any appropriate public or private information sharing partners such as state and local fusion centers, federal liaisons, or other ISACs/ISAOs (information sharing and analysis centers/organizations).

Is there a minimum number of attendees that are necessary for the workshop to go forward?
As a rule of thumb, REN-ISAC would like there to be twenty or more participants registered for an event sixty days beforehand. This is a flexible requirement that depends on the host’s circumstances. The decision to cancel an event due to low attendance will be made in conjunction with the host.

Are there any post-exercise expectations?
Yes. The host school and it’s point of contact are expected to serve as a reviewer of the post-event report and a point of contact to distribute the post-event report and the series report to attendees for review and end-point distribution. This would occur up to 60 days after the event and at the end of the year.
