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Executive Summary

On (Date Format [Month, Day, Year]), the Food Safety and Inspection Service (FSIS), (Office), (Geographic Area) conducted an exercise to test operability of the (emergency response procedure/plan).  The training involved critical office staff and field personnel within the (office) (geographic area).  The exercise was conducted to support the mission of the Office of Data Integration and Food Protection (ODIFP) Emergency Coordination Staff (ECS) and further FSIS’ mission to ensure FSIS offices are prepared to respond in the event of a national disaster or incident affecting FSIS regulated establishments, facilities or personnel.  FSIS staff was provided with an exercise set that offered five different options for testing the capabilities of the area. The (name of exercise) was conducted at ( exercise location).
Target Objectives 
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Major Strengths
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Primary Areas of Improvement

1. 

2.

3.

4.

This page intentionally left blank.

Section 1: Exercise Overview

	Exercise Name
	

	Exercise Date
	

	Duration
	

	Sponsor and Program
	USDA, FSIS, Office of Data Integration and Food Protection (ODIFP), Emergency Coordination Staff (ECS)

	Office Conducting the Exercise
	

	Mission
	Response and Recovery

	Classification
	For Official Use Only (FOUO)

	Scenario
	

	Location
	

	Exercise Planning Team
	If Applicable

	Exercise Players
	

	Number of Participants
	


Section 2: Exercise Design Summary

Exercise Purpose and Design
Provide a brief summary of the exercise purpose and design (e.g. tabletop exercise, discussion based exercise, operational exercise), and list of objectives. ---3-4 paragraphs max)
[Purpose (1 Paragraph)]
 [Design (1 Paragraph)]
 [Objectives 1, 2, 3]
Scenario 
Provide a brief summary of the modules/scenario used as it was presented to the exercise participants. 3-4 paragraphs max)
Section 3: Analysis of Objectives

This section of the report reviews the discussions as observed by the evaluators in association with the exercise objectives.  Each observation is followed by a discussion of the activities that were performed in association with the objective.  The observations are described as a strength or an area for improvement during exercise play.  If designated as an area for improvement, information concerning recommendations for improvement should be included as well.  

(Include references to procedures, plans, directives, notices or other information as necessary).

Objective Discussion Review

Objective One Discussion

Objective One:  

(Provide a detailed overview of the discussion during analysis of objective one)

Objective Two Discussion

Objective Two:  

(Provide a detailed overview of the discussion that occurred during objective two)

Objective Three Discussion

Objective Three: 

(Provide a detailed overview of the discussion that occurred during analysis of this discussion)
NOTE:  To complete this section, list the objective and a summary of the information collected concerning that objective defined during the exercise and captured in the Evaluator Note Template.  You can have more or less than three objectives.  If you do have four or more objectives, you may want to review them to ensure they can all be accomplished in a single exercise, consider having more than one exercise or determine if all of the objectives are really needed.
Section 4: Recommendations

Provide recommendations that address identified areas for improvement, based on the observations of the evaluation team.  

1. [Complete description of recommendation]

2. [Complete description of recommendation]

3. [Complete description of recommendation]

[Continue to add recommendations as necessary.  Maintain numbering convention to allow for easy reference.]
Section 5: Conclusion

(This section is a conclusion for the entire document and provides an overall summary to the report.  It can include information relative to the objectives, major strengths and recommendations,  or areas for improvement but the focus should be on next steps [including future exercises] and lessons learned from the IP.)
AAR-Appendix A: Improvement Plan (Template)

This IP has been developed specifically for [identify the State, county, geographic area, etc., as applicable] as a result of [full exercise name] conducted on [date of exercise]. These recommendations draw on both the After Action Report and the Hotwash/Debrief. 

	Objective No.
	Observation
	Recommendation
	Recommended Action
	Point of Contact
	Complete Date

	(e.g. 1, 2, 3 etc…)
	Provide observation

details
	Recommendation
	How recommendation will be addressed
	Who is responsible?
	Date of projected completion

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


AAR-Appendix B: Summary of Participant Feedback Form Comments

(This Appendix to the AAR compiles all of the results from the evaluation forms.   You can group the results by question.  For example, under Q1 you could report that “50% of participants included communication as a strength of the exercise”.  Or under Q5 you could state “90% of participants felt that the Workshop was well structured and organized”.
Q1: Based on the exercise you participated in today provide three major strengths during the exercise?

Q2:  Based on the exercise you participated in today provide three necessary areas of improvement identified during the exercise?
Q3: What communication and coordination challenges and/or gaps did you identify?  

Q4: Please list the issues that should be addressed in future exercises.  
Q5:  

(a) The Workshop was well structured and organized.  YES/NO

(b) The facilitator was knowledgeable, kept the Workshop on target, and was sensitive to group dynamics.  YES/NO

(c) Participation in the Workshop was appropriate for my position.  YES/NO

(d) The Workshop included the right mix/number of participants to achieve its objectives.  YES/NO
If you answered “Disagree” to any of these statements please explain what changes could be made to improve this Workshop. 
AAR-Appendix C: (Exercise Title) Participant List

	Name
	Position
	Email

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


AAR-Appendix D: Placeholder for additional documents 
and/or charts 

AAR-Appendix E: Acronyms
In the Acronym list below, add or remove acronyms as necessary. 
	After Action Report/Improvement Plan
	AAR/IP

	Emergency Coordination Staff
	ECS

	Food Safety and Inspection Service
	FSIS

	For Official Use Only
	FOUO

	FSIS Emergency Management Committee
	EMC

	FSIS Incident Management System
	FIMS

	Incident Report
	IR

	Office of Data Integration and Food Protection
	ODIFP

	Office of Field Operations
	OFO

	Office of International Affairs
	OIA

	Office of Program Evaluation, Enforcement and Review
	OPEER

	Situation Manual
	SITMAN

	U.S. Department of Agriculture
	USDA
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