PAGE  
2
After Action Report

Page     


U.S. Army Medical Command

brooke army medical center cme
AFTER ACTION REPORT

INSTRUCTIONS: All course directors are required to prepare an After Action Report (AAR), and submit it to the CME Director, MEDCOM, (hospital-approved activities submit the AAR to their facility’s local CME director) within 60 days after the completion of the activity. For Recurring Activities, within 30 days at the end of the Academic Year (30 Jun 00). All supporting documents should be attached as listed below.  The format for this report follows.  

MEMORANDUM FOR U.S. ARMY MEDICAL COMMAND, ATTN: MCHO-ME-CME, 1750 GREELEY ROAD, ROOM 207, FORT SAM HOUSTON, TEXAS 78234
SUBJECT:
After Action Report/Recurring Activities

Name of Activity
Date/Location
# of CME Credits
Attendees





# MD’s
# Non-MD’s







Note: The data above is maintained by the BAMC Medical Education Department’s Continuing Medical Education (CME).  For a copy of the information, notify that you need the information or leave blank and the office will notify you.

1.
All actions pertaining to the conduct of <name of activity> at BROOKE ARMY MEDICAL CENTER  during the period, ACADEMIC YEAR: 1 JUL ____ TO 30 JUNE _____, have been completed.  This report constitutes a summary of all available materials pertaining to the activity, as follows:

a.
Activity Overview: Provide a concise synopsis of the activity with emphasis on its objectives.

a.    Activity Overview:

b.
Activity Content: Discuss how well the above objectives were met and include a subject listing of major teaching points or a copy of the activity’s program.  Include or emphasize military-unique content in the discussion.

b.
Activity Content:

c.
Faculty/Guest Presenters: Provide a list of presenters and an evaluation of how well the guest presenters contributed to specific objectives of the activity.  Include a complete listing of faculty with a CV or mini-bio form for each presenter.  Include copies of all faculty letters.

c.
Faculty/Guest Presenters:

d.
Planning Process Documentation:  Attach the completed MEDCOM Planning Document (Recurring Education Planning Form, 1-pager) to which is attached any planning notes (typed or handwritten), and summaries of planning telephone or in-person meetings.

d.
Planning Process Documentation:

e.
Activity Materials: If a multi-site activity (MEDCOM directly approved), the course director will maintain one complete copy of the activity’s promotional material(s) (including calendars, brochures, flyers, Internet or e-mail announcements, and posters) and the complete course syllabus or individual  handouts; in addition, one copy of the promotional literature and the general CME information pages from the course syllabus/handout will be forwarded to the MEDCOM CME Office.  If a hospital-based activity (hospital approved), provide the MEDCOM CME Office with the general CME information pages from the activity’s syllabus/handout, and forward one complete copy of the syllabus/handout materials to your facility’s CME director for the permanent files.

e.
Activity Materials:

f.
Disclosure: Provide a signed copy of each faculty member’s Faculty Disclosure Form and Faculty Agreement Form.  Also attach a copy of the page(s) from your activity’s syllabus or handouts that actually make disclosure to the audience.  Disclosure must be in writing.

f.
Disclosure:

g.
Commercial Support Agreement:  Attach a signed copy of any commercial support agreement(s) which you must obtain prior to the beginning of your activity from the Henry M. Jackson Foundation (if applicable).  Note: these are usually for conferences and special events, not for recurring.  If not applicable, state so.

g.
Commercial Support Agreement:

h.
Attendees: Provide a tally of attendees by category (Army, Army Reserve, Navy, Air Force, Public Health Service, Civilian, etc.).  Attach a list of attendees showing rank, name, corps, SSN, service component, profession, and number of credit hours awarded.

h.
Attendees:

i.
Activity Evaluations: Attach a sample of a completed evaluation form, provide an evaluation summary, and provide a completed course director’s evaluation form.  Evaluations should be as per MEDCOM’s standardized format.  Include copies of all faculty post-activity letters giving feedback of presentations.

i.
Activity Evaluations:

j.
Activity Administration: Provide comments concerning facilities, scheduling, social activities, etc.

j.
Activity Administration:

k.  Budget Data: Document all sources of funding with amounts [federal and non-federal, registration fees (if any), and funds received from commercial supporters through the Henry M. Jackson Foundation (if any)].  Provide breakdown of monies allocated for this activity using the Activity Budget Worksheet contained in the MEDCOM Policy and Procedures Manual.  Again, this information may not be applicable for recurring education.

k.     Budget Data:

Note:  The BAMC CME office will assist you in completing this form and making copies of applicable documents such as CVs, disclosure agreement etc.
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