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Tabletop Exercise – Observer Pack 
 
Thank you for par4cipa4ng as an observer in this tabletop exercise. Your role as an observer 
is crucial in evalua4ng and improving the incident response ac4vi4es and procedures. This 
informa4on pack will guide you through your responsibili4es, provide essen4al details about 
the exercise, and offer 4ps for effec4ve observa4on. 
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1. Introduc,on: 
The Tabletop Exercise (TTX) is designed to simulate cybersecurity or suspected cybersecurity 
incident scenarios. As an observer, your role is to objec4vely evaluate what happens during 
the exercise, no4ng strengths, weaknesses, and areas for improvement in the responses, 
knowledge, and communica4on protocols. 

 

2. Exercise Overview: 
Date and Time: [Insert Date and Time] 
Loca4on: [Insert Loca4on] 
Scenario: [Brief Descrip4on of Scenario] 
Objec4ves: 
Iden4fy strengths and weaknesses in emergency response procedures. 
Evaluate communica4on and coordina4on among involved par4es. 
Provide construc4ve feedback for improvement. 
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3. Observer Responsibili,es: 
ARend the pre-exercise briefing to understand objec4ves, expecta4ons, and roles. 
Observe the exercise without interfering in the scenario. 
Take detailed notes on observa4ons, including strengths, weaknesses, and noteworthy 
ac4ons. 
Maintain objec4vity and impar4ality in evalua4ons. 
Par4cipate in post-exercise debriefings to provide feedback and insights. 

 

4. Observa,on Guidelines: 
Focus on key aspects such as communica4on, decision-making, coordina4on, and resource 
u4lisa4on. 
Note any devia4ons from established procedures and protocols. 
Pay aRen4on to interagency/ inter team coopera4on and collabora4on. 
Iden4fy successes as well as areas for improvement. 
Keep track of 4melines and response effec4veness. 

 

5. Repor,ng Procedures: 
Compile your observa4ons into a comprehensive report. 
Structure the report with clear sec4ons for strengths, weaknesses, recommenda4ons, and 
lessons learned. 
Submit the report to the designated point of contact by [Insert Deadline]. 
Be prepared to discuss your observa4ons during the post-exercise debriefing. 

 

6. Contacts: 
For any inquiries or assistance, please contact: 
Exercise Coordinator: [Insert Name and Contact Informa4on] 
Observer Liaison: [Insert Name and Contact Informa4on] 

 

7. Resources: 
Contact List of Key Personnel 
List of roles and personnel filling them 

 
Thank you for your dedica4on to improving our emergency response capabili4es. Your 
insights and feedback are invaluable to our ongoing efforts to enhance safety and 
preparedness in opera4ons. 
[Organisa4on Logo] 
[Organisa4on Contact Informa4on] 
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Cybersecurity Tabletop Exercise Observer Report Template 
 
Exercise Details 
 
Exercise Name:       
Date:      
Loca4on:      
Scenario:      
Objec4ve: 
 
Observer Informa5on 
Name:       
Role:      
Organisa4on:      
Contact Informa4on:      
 
Observa5on Focus 

Incident Response Procedures 
Communica4on Protocols 
Decision-making Processes 
Team Coordina4on 
Resource Alloca4on 
Regulatory Compliance 
Technical Competence 
Stakeholder Engagement 
Policy Adherence 
Documenta4on Prac4ces 
Other (Specify):        

 
Observa5on Notes: 

Pre-Exercise Prepara4on: 
Review of documenta4on (e.g., Incident Response Plan, SOPs). 
Observa4on of pre-exercise briefings. 
Assessment of par4cipant readiness. 

 
Exercise Execu5on: 

Documen4ng key decisions made during the exercise. 
Monitoring communica4on among team members. 
Tracking adherence to established procedures. 
No4ng any devia4ons from the scenario or unexpected challenges. 
Observing 4me management and priori4za4on of tasks. 

 
Post-Exercise Evalua5on: 

Review of post-exercise debriefings. 
Iden4fica4on of strengths and areas for improvement. 
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Documenta4on of lessons learned. 
Recommenda4ons for enhancements to procedures or policies. 

 
Key Observa5ons: 
Strengths:       
 
 
Areas for Improvement:       
 
 
Overall Assessment: 
Effec4veness of Response: (Scale: Excellent, Good, Fair, Poor)       
Level of Preparedness: (Scale: High, Moderate, Low)      
Recommenda4ons for Improvement: 
 
Addi5onal Comments: 
       
 
Signature: ___________________________ 
Date: ___________________________ 
 


