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Enclosure 11-1
After-Action Report
Format and Instructions
Individual participants and organizations will utilize the following format when completing evaluations:

a.
Individual Input:
1)
Format:  The following format will be used for documenting the exercise and reporting Issues for Action.  All exercise participants must complete an evaluation.  Once completed, a copy of this information should be provided to your respective Exercise Planner (XP)/Emergency Planner (EP).  Information will include:
· Introduction:  Brief summary of your role in the exercise and other pertinent information that provides the reader with an overview of your responsibilities during the exercise.

· Exercise Objectives:  State your objectives of the exercise, and how you executed your specific role to support achievement of those objectives.

· Issues for Action:  As part of the review process, it is important that the XP/EP is made aware of any problem/issues that may require action/resolution.  The format utilized to document issues needing correction is the “Issues for Action” portion of the Evaluation Report (ER).  Instructions for filling out the report, as well as blank Issues for Action forms have been included in the attachment.

2)
Submission of Reports:  Evaluation Reports will be completed and submitted no later than 10 calendar days following the exercise and submitted to the evaluator’s respective XP/EP.
b.
Service/Administration/Organizations:

Format:  Exercise participants will review all received Evaluation Reports and incorporate relevant issues into a comprehensive After Action Report (AAR) utilizing the format described below.  
c.
Evaluation Report Format:

Name of Individual Completing Report

Name of Agency/Organization

Date Report Completed

Overview

Goals/Objectives

Problems/Issues

Issues for Action
d.
Issues for Action Instructions:  Each specific issue for action should be submitted on a separate form (blank form attached).  This form may be reproduced, if needed. 
Name and Agency/Organization: 
Functional Area:  (Functional area in which the issue surfaced/affects; e.g., Command; Response; Communications, Public Relations/Information, etc.)
Issue:  (Succinct description of the issue -- will usually be stated in one sentence.  Details can be provided in the Discussion section below.)

Relationship to Specific Exercise Goal/Objective:  (Each issue should be related back to one or more of the goals/objectives established for the exercise.)

Discussion:  (Provide background to describe the issue and the circumstances observed/evaluated during the exercise that caused it to surface or be highlighted as part of the After-Action Report.)

Action:  (Describe what action is to be taken to address the issue.)
Office of Primary Responsibility:  (Identify the office that would have primary responsibility for meeting this action.)
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