
[Exercise Point of Contact Name & Address]





[Date]
Dear [Contact]:

The draft After-Action Report (AAR)/Improvement Plan (IP) for [Jurisdiction]’s exercise is enclosed for your review and comment.  We are committed to ensure that [Jurisdiction]’s concerns and issues are accurately portrayed.  As you review the AAR/IP, please provide comments or feedback regarding:

· Our documentation of your issues and concerns,

· The appropriateness of the recommendations and comments, and

· Issues or areas of concern you believe require systematic evaluation and testing through improvement planning.

Please review and provide comments within four weeks of receipt so we can finalize the report.  Additionally, any suggestions or recommendations you may have regarding exercise design and conduct would be greatly appreciated.

Your responders demonstrated a clear understanding of a complex and challenging response process, and their enthusiasm was instrumental to the exercise’s success. We were privileged to assist you in conducting this exercise.

If you have any questions please contact [Exercise Point of Contact Information].

Sincerely,
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