Action Planning Workshop (APW) Message 
Below is a sample message for the Action Planning Workshop (APW) Message that can be used to inform stakeholders of upcoming APWs, so they can be prepared to participate and contribute to the future discussions.

Hello [Name],

Attached is the Event/Disaster After-Action Report (AAR) for your review.

We request the following three types of feedback from you by COB Date (Weekday, Month, Date).

1. Please provide your comments and clarifications on the observations in the After-Action Report. 
1. Please keep in mind that these observations reflect the state of the [Event/Disaster] in [month of draft AAR publishing]. While the process or issue described may have changed since then, we are interested in ensuring that the observations accurately capture the issues at that time.

1. Please provide comments on any of the potential courses of action listed in the AAR that, at this time, are:
1. already implemented, 
1. currently being acted upon, or 
1. not feasible. 

1. Prioritize five observations to address in the Action Planning Workshop. Place the number of the observation as it appears in the AAR into the chart below.


	Rank
	Observation #

	1
	(e.g. Observation 1.7)

	2
	

	3
	

	4
	

	5
	


                                                                                 

As you are ranking the observations and corresponding desired outcomes, consider the following questions: 
· How likely is the problem to happen again (or strength to not occur again) without action? 

· How much of an impact will fixing this problem (or repeating this strength) have on the success of the operation? 

· How much effort will be required to fix this problem (or repeat this strength)?

We look forward to your participation to help [State/Locality] be better prepared for the future incidents. Should you have any questions or comments on the following information, you can reach me at [email and/or phone number].

Sincerely,

[Name]
[Position, HQ/Region/Locality]
[Contact Information]
