
Appendix 6
Sample After Action Report

EXECUTIVE SUMMARY
· Milestones:  

[highlight any milestones or “firsts” achieved during the project]
· Growth:  

[indicate how participation numbers have increased over previous service events]
· Media: 


[highlight any key media coverage that profiled your service event]  
· Service Excellence: [offer 1 to 3 positive indicators from your post-service volunteer surveys]  
· Regional Highlights:
[If service was performed in a number of different communities, offer a quick overview of key highlights in the different areas.  You may consider using a matrix, similar to the one below to offer important regional information at a glance.]    
	CONSTITUENCY ENGAGED
	Region 1

	Region 2
	Region 3
	Region 4

	Number of Employee Volunteers
	
	
	
	

	Number of Business Partner Volunteers
	
	
	
	

	Number of Consumers / Community Members
	
	
	
	

	Total Volunteers
	
	
	
	

	Total Service Hours Registered
	
	
	
	

	Total Media Circulation
	
	
	
	


RECOGNIZED OPPORTUNITIES FOR FUTURE EVENTS
Highlight what you learned by planning and executing your recent service event.  How can you apply that learning to improve your future events?

REGIONAL OVERVIEWS:
For each region or community served, offer more detail on what was achieved and by whom.  You may want to use the following structure for these sections:

Key Statistics:

· Year-over-Year Comparison: Compare volunteer hours served at your recent event to hours served at previous event (e.g. volunteer hours increased by X% from 2004 -2005).

· Totals:  [Total number of volunteers], [Total number of hours served], etc.
· Impact:  X # projects in X # of communities/regions in X # countries 

· Employee Volunteers:  Of all volunteers participating in the region, what percentage were employees?
Service Highlights:

· Offer highlights of service achievements, projects completed, etc.
· Provide an overview of feedback received via the post-service volunteer surveys (e.g.  A mean average rate of 87% agreed or strongly agreed with key quality measures (sampling includes 1,065 surveys from 58 projects across the U.S.)) Use a bar graph to illustrate key points:  
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Community Partner Evaluation: 

· Provide an overview of feedback received via the post-service Service Partner surveys (e.g. Community partners surveyed concluded projects met critical needs through well-organized and sustainable projects (mean average of 89% of respondents agreeing / strongly agreeing with statements above)).  Use a bar graph to illustrate key points:
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