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[bookmark: _Toc514072945]Handling Instructions
[bookmark: _Hlk514917144][Planner Note: The purpose of this After-Action Report/Improvement Plan is to provide a baseline exercise document that institutions of higher education can use to assess their emergency plans, policies, and procedures. Unlike the sample Situation Manual, Conduct Briefing, and Facilitator Guide provided for each respective scenario, this document serves as a blank template that can be used any exercise. Institutions should use content from those materials to populate and update this document as appropriate.] 
The title of this document is the [Insert Scenario] Tabletop Exercise (TTX) After-Action Report/Improvement Plan (AAR/IP). This document should be safeguarded, handled, transmitted, and stored in accordance with appropriate security directives. Reproduction of this document, in whole or in part, is prohibited without prior approval from the exercise planning team. This document has been marked as “FOR DISCUSSION PURPOSES ONLY.” 
For more information on this exercise, please consult the following point of contact:
[Lead Planner Name]
[Position]
[Organization]
[Division within Organization]
[Phone]
[Email]
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[bookmark: _Toc514072947]Overview
	Exercise Name
	[Insert Scenario] Tabletop Exercise

	Exercise Date
	[Insert Date]; [Insert Start Time – End Time]

	Scope
	This exercise is a discussion-based tabletop exercise, planned for [insert exercise duration] at [insert exercise location]. Divided into three Modules, this exercise will examine [insert relevant scenario details].

	Mission Areas
	[Insert FEMA Mission Area] 

	Objectives
	1. [Insert Core Capability #1]: [Insert objective description] 
2. [Insert Core Capability #2]: [Insert objective description] 
3. [Insert Core Capability #3]: [Insert objective description] 
4. [Insert Core Capability #4]: [Insert objective description] 

	Scenario
	The exercise scenario will include [insert relevant scenario details].

	Participating Groups/Departments
	· [Insert Participating Organization]
· [Insert Participating Sub-Organization]
· [Insert Participating Organization]
· [Insert Participating Sub-Organization]
A full list of participating organizations is provided in Appendix B. 

	Sponsoring Organization
	[Insert Sponsoring Organization(s)]

	Point of Contact
	[Insert Point of Contact Name], [Position], [Organization]
[Phone number], [Email]
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[bookmark: _Toc514072948]Analysis of Core Capabilities
[bookmark: _Toc514072949][Insert Core Capability #1]
[Insert description]
[bookmark: _Toc514072950]Strengths
The following strengths were observed throughout the exercise related to [insert core capability #1]:
Strength 1: [Insert relevant observations, findings, and/or conclusions.]
Strength 2: [Insert relevant observations, findings, and/or conclusions.]
Strength 3: [Insert relevant observations, findings, and/or conclusions.]
[bookmark: _Toc514072951]Areas for Improvement
The following areas for improvement were identified throughout the exercise related to [insert core capability #1]:
Area for Improvement 1: [Insert relevant observations, findings, and/or conclusions. This should clearly state the problem or gap and should include a root cause analysis or summary of why this particular component of the core capability was not achieved. References to specific plans, policies, procedures, regulations, or laws are also recommended. Specific recommendations or corrective actions should be documented in the Improvement Plan.]
Area for Improvement 2: [Insert relevant observations, findings, and/or conclusions. This should clearly state the problem or gap and should include a root cause analysis or summary of why this particular component of the core capability was not achieved. References to specific plans, policies, procedures, regulations, or laws are also recommended. Specific recommendations or corrective actions should be documented in the Improvement Plan.]
Area for Improvement 3: [Insert relevant observations, findings, and/or conclusions. This should clearly state the problem or gap and should include a root cause analysis or summary of why this particular component of the core capability was not achieved. References to specific plans, policies, procedures, regulations, or laws are also recommended. Specific recommendations or corrective actions should be documented in the Improvement Plan.]
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[bookmark: _Toc514072952][Insert Core Capability #2]
[Insert description]
[bookmark: _Toc514072953]Strengths
The following strengths were observed throughout the exercise related to [insert core capability #2]:
Strength 1: [Insert relevant observations, findings, and/or conclusions.]
Strength 2: [Insert relevant observations, findings, and/or conclusions.]
Strength 3: [Insert relevant observations, findings, and/or conclusions.]
[bookmark: _Toc514072954]Areas for Improvement
The following areas for improvement were identified throughout the exercise related to [insert core capability #2]:
Area for Improvement 1: [Insert relevant observations, findings, and/or conclusions. This should clearly state the problem or gap and should include a root cause analysis or summary of why this particular component of the core capability was not achieved. References to specific plans, policies, procedures, regulations, or laws are also recommended. Specific recommendations or corrective actions should be documented in the Improvement Plan.]
Area for Improvement 2: [Insert relevant observations, findings, and/or conclusions. This should clearly state the problem or gap and should include a root cause analysis or summary of why this particular component of the core capability was not achieved. References to specific plans, policies, procedures, regulations, or laws are also recommended. Specific recommendations or corrective actions should be documented in the Improvement Plan.]
Area for Improvement 3: [Insert relevant observations, findings, and/or conclusions. This should clearly state the problem or gap and should include a root cause analysis or summary of why this particular component of the core capability was not achieved. References to specific plans, policies, procedures, regulations, or laws are also recommended. Specific recommendations or corrective actions should be documented in the Improvement Plan.]
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[bookmark: _Toc514072955][Insert Core Capability #3]
[Insert description]
[bookmark: _Toc514072956]Strengths
The following strengths were observed throughout the exercise related to [insert core capability #3]:
Strength 1: [Insert relevant observations, findings, and/or conclusions.]
Strength 2: [Insert relevant observations, findings, and/or conclusions.]
Strength 3: [Insert relevant observations, findings, and/or conclusions.]
[bookmark: _Toc514072957]Areas for Improvement
The following areas for improvement were identified throughout the exercise related to [insert core capability #3]:
Area for Improvement 1: [Insert relevant observations, findings, and/or conclusions. This should clearly state the problem or gap and should include a root cause analysis or summary of why this particular component of the core capability was not achieved. References to specific plans, policies, procedures, regulations, or laws are also recommended. Specific recommendations or corrective actions should be documented in the Improvement Plan.]
Area for Improvement 2: [Insert relevant observations, findings, and/or conclusions. This should clearly state the problem or gap and should include a root cause analysis or summary of why this particular component of the core capability was not achieved. References to specific plans, policies, procedures, regulations, or laws are also recommended. Specific recommendations or corrective actions should be documented in the Improvement Plan.]
Area for Improvement 3: [Insert relevant observations, findings, and/or conclusions. This should clearly state the problem or gap and should include a root cause analysis or summary of why this particular component of the core capability was not achieved. References to specific plans, policies, procedures, regulations, or laws are also recommended. Specific recommendations or corrective actions should be documented in the Improvement Plan.]
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[bookmark: _Toc514072958][Insert Core Capability #4]
[Insert description]
[bookmark: _Toc514072959]Strengths
The following strengths were observed throughout the exercise related to [insert core capability #4]:
Strength 1: [Insert relevant observations, findings, and/or conclusions.]
Strength 2: [Insert relevant observations, findings, and/or conclusions.]
Strength 3: [Insert relevant observations, findings, and/or conclusions.]
[bookmark: _Toc514072960]Areas for Improvement
The following areas for improvement were identified throughout the exercise related to [insert core capability #4]:
Area for Improvement 1: [Insert relevant observations, findings, and/or conclusions. This should clearly state the problem or gap and should include a root cause analysis or summary of why this particular component of the core capability was not achieved. References to specific plans, policies, procedures, regulations, or laws are also recommended. Specific recommendations or corrective actions should be documented in the Improvement Plan.]
Area for Improvement 2: [Insert relevant observations, findings, and/or conclusions. This should clearly state the problem or gap and should include a root cause analysis or summary of why this particular component of the core capability was not achieved. References to specific plans, policies, procedures, regulations, or laws are also recommended. Specific recommendations or corrective actions should be documented in the Improvement Plan.]
Area for Improvement 3: [Insert relevant observations, findings, and/or conclusions. This should clearly state the problem or gap and should include a root cause analysis or summary of why this particular component of the core capability was not achieved. References to specific plans, policies, procedures, regulations, or laws are also recommended. Specific recommendations or corrective actions should be documented in the Improvement Plan.]
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[bookmark: _Toc514072961]	Appendix A: Improvement Plan 
[Planner Note: The purpose of this Improvement Plan is to provide a way for institutions to act upon and track identified areas for improvement following an exercise. Members of the planning team should update this table on a continuous basis to ensure that all specific corrective actions are completed in the identified timeline. Additional core capabilities, areas for improvement, and corrective actions should be added as necessary. A sample has been provided in the first row of the table.
This section is in a table format. As you add/delete terms, you will need to do so by adding and/or deleting identified rows. To do this, highlight the identified row, right click, and choose add/delete as appropriate.]
This Improvement Plan has been developed specifically for [insert institution’s name] as a result of the [insert scenario] Tabletop Exercise conducted on [insert date].
	Core Capability
	Area for Improvement
	Corrective Action
	Responsible Organization / Individual
	POC
	Start Date
	End Date

	Operational Coordination 
	1. Need for a more structured approach to forming a response team
	Ensure all responding personnel have received Incident Command System (ICS) training 
	Emergency Management Office
	Jane Doe
	March 15
	July 31

	[Insert Core Capability #1]
	1. [Insert Area for Improvement]
	[Insert Corrective Action]
	
	
	
	

	[Insert Core Capability #1]
	3. [Insert Area for Improvement]
	[Insert Corrective Action]
	
	
	
	

	[Insert Core Capability #1]
	4. [Insert Area for Improvement]
	[Insert Corrective Action]
	
	
	
	

	[Insert Core Capability #2]
	1. [Insert Area for Improvement]
	[Insert Corrective Action]
	
	
	
	

	[Insert Core Capability #2]
	2. [Insert Area for Improvement]
	[Insert Corrective Action]
	
	
	
	

	[Insert Core Capability #2]
	3. [Insert Area for Improvement]
	[Insert Corrective Action]
	
	
	
	

	[Insert Core Capability #3]
	1. [Insert Area for Improvement]
	[Insert Corrective Action]
	
	
	
	

	[Insert Core Capability #3]
	2. [Insert Area for Improvement]
	[Insert Corrective Action]
	
	
	
	

	[Insert Core Capability #3]
	3. [Insert Area for Improvement]
	[Insert Corrective Action]
	
	
	
	

	[Insert Core Capability #4]
	1. [Insert Area for Improvement]
	[Insert Corrective Action]
	
	
	
	

	[Insert Core Capability #4]
	2. [Insert Area for Improvement]
	[Insert Corrective Action]
	
	
	
	

	[Insert Core Capability #4]
	3. [Insert Area for Improvement]
	[Insert Corrective Action]
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[bookmark: _Toc514072962]Appendix B: Participating Organizations
[Planner Note: This section is in a table format. As you add/delete terms, you will need to do so by adding and/or deleting identified rows. To do this, highlight the identified row, right click, and choose add/delete as appropriate.]
	Participating Organizations

	[Insert Participating Organization]

	[Insert Participating Organization]

	[Insert Participating Organization]

	[Insert Participating Organization]

	[Insert Participating Organization]

	[Insert Participating Organization]

	[Insert Participating Organization]
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