
RETIREE APPRECIATION DAY/LUNCHEON  
AFTER ACTION REPORT

DATE: 

 Subj:  AFTER ACTION REPORT - 

 From:      
 To:    Headquarters U.S. Marine Corps, Commandant of the Marine Corps 
        (MMSR-6), 3280 Russell Road, Quantico, VA 22134 
  
 Encl:  (1) Copy of Program/Flyer

 1.  PURPOSE:
     - What was the mission description?

     - Define acceptable standards of success?

     - What were the key tasks involved?

 2.  EXECUTIVE SUMMARY:
     - What happened?  

     - Who participated (agencies/individuals)

     - Relevant times and dates.      - State the number of people invited and the number that actually attended.

     - Discuss the topics covered.
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     - What can be done better next time?

     - Focus on items you can fix and try to suggest solutions to identified problems.  If you don't have a solution, try to provide options.

 3.  LESSONS LEARNED:

     - Identify successes to maintain those strengths.

     - Time lines and responsibilities.

 5.  ACTION ITEMS:
     - Develop a list of what actions to take to fix specific needs.

     - Official or Personal Time.

 6.  IMPACT:
     - Function Cost.

 4.  COMMENTS:
     - This includes good and bad performance, questionable actions.  It can also include suggested changes in policy, or anything the submitter 
        wants the chain of command to know about.
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Copy to:

By direction of the  
Commanding Officer
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