Sample After Action Report Format
Event Overview 

This section provides background information on the event and participating agencies and jurisdictions, such as the dates and location of the event, the type of event/disaster, the lead agencies, the participating agencies, and an overview of the event. 

Event Goals and Objectives 

The goals and objectives for the exercise or actual event.  (Tabletops usually have no more than 3-6 objectives.)
Events Synopsis 

This section provides a synopsis of the scenario and the major actions that were taken by the players. This information is useful in understanding what happened, when and where it happened, and how the events affected performance of critical tasks and achievement of mission outcomes. 

Analysis of Issues 

This section analyzes the issues raised during the exercise. The issues evaluated should be based on the (incident/exercise) objectives.  It should be organized by objective and should address each objective, including those that were performed as expected. Each issue write-up should be organized as described below.
Issue #1: (name it)
· Activity:  A short description of the activity (e.g., “Gather and Provide Information: Upon establishing EOC/MACC/IOF operations, gather, organize, and document incident situation and resource information from all sources...”).

· Observation:  A short, complete sentence that describes the general observation (e.g., “Area for Improvement: Agencies lacked regular, consistent updates from the field.”).

· Reference(s):  Specific plans, policies, procedures, laws, or regulations that apply to the observation may also be referenced as well as relevant task(s) from the EEG related to the observation. Also, if no references relate to the observation, it is acceptable to record “not applicable” for this section (e.g., “National Response Plan, Emergency Support Function #5 – Emergency Management”).

· Analysis:  A description of the behavior or actions at the core of the observation, including a brief description of what happened; the consequence(s) of the action or behavior (positive or negative); and a root-cause analysis of the contributing factors (e.g., “Reports arrived at the operations center at erratic intervals, and often contained contradictory or inconsistent information. Some of the challenges faced in this area may be attributed to the lack of classified communications capacity available to the operations center.”).

· Recommendation(s):  Broad recommendations to address identified areas for improvement, based on the judgment and experience of the evaluation team (e.g., “Provide information reporting requirements to agencies during the planning phase of the exercise.”).
Issue #2: (name it)

(Repeat bulleted sections for this new issue)

Issue #3, #4, etc.

This process (capability summary followed by observations for each activity within the capability) should be repeated for each capability demonstrated during the exercise. However, if an observation is noted during the exercise that is cross-cutting and applies to multiple activities within the capability, the observation should be listed first, immediately following the capability summary. A reference to “related activities” would then follow the observation, which should list all of the activities to which the observation applies.

Conclusion 

This section should provide a brief summary of the major conclusions from the event. 
Appendix A: Improvement Plan 

Develop an Improvement Plan that lists each exercise finding, the improvement actions that will be taken, the responsible party or agency, and the expected completion date.  
After Action Plan Improvement Matrix
	Issue & Recommendation
	Staff/Program responsible for correction
	Supporting staff or programs
	Target date for resolution or completion
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