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Lesson Learned / Best Practice Template
1. Contact Information

	Name:      

	Title:      

	Organization:      

	Email:      
	Telephone Number:      


2. Date Submitted:      
3. Event Details:
Type of Event:   FORMCHECKBOX 
 Exercise      FORMCHECKBOX 
 Real-World Incident 
Name of Event:      
Date of Event:                         
4. Type of Observation:   FORMCHECKBOX 
 Lesson Learned       FORMCHECKBOX 
 Candidate Best Practice    
5. Summary of Lesson Learned or Candidate Best Practice: Please provide a 1-2 sentence summary that describes your Lesson Learned or Candidate Best Practice: 

     
6. Discussion: Please use the following space to describe the context in which this observation was made.  Use as much space as necessary:
     
7. Recommendation(s): If applicable, use this space to describe any recommendation(s) associated with this Lesson Learned or Candidate Best Practice:
     
8. References: 
Identify which, if any, of the following elements apply to your Lessons Learned or Candidate Best Practice: 
· Incident Command System category:      
· Emergency Operations Center section:      
· Emergency Support Function:      
In addition, please list any other plans, procedures, or other documents that are relevant to your Lesson Learned or Candidate Best Practice:
     
	Additional Information: To submit your Lesson Learned or Candidate Best Practice to LLIS.gov, please email completed templates to Research@llis.dhs.gov.  Additional instructions about using this template are below.  You may also email LLIS.gov at Research@llis.dhs.gov if you have any questions about using this template.


Lesson Learned / Best Practice Template Instructions

This template is designed so that Lessons Learned Information Sharing (LLIS.gov) members can submit their Lessons Learned and Candidate Best Practices for inclusion to the LLIS.gov network.  Please provide as much of the requested information as you can.  This will help to ensure that your Lesson Learned or Candidate Best Practice reaches the greatest number of LLIS.gov members.  If you have any questions about using this template, please email LLIS.gov at Research@llis.dhs.gov.
1. Contact Information: Provide your current contact information.
2. Date Submitted: Insert the date when you completed and submitted the form to LLIS.gov.
3. Event Details: Indicate whether the Lesson Learned or Candidate Best Practice was identified during an exercise or a real-world event, such as a natural disaster, special event, or other operation.  Also, indicate the name and date of the exercise or real-world event.  For declared disasters, it is helpful to include the declaration number assigned by FEMA.
4. Type of Observation: Indicate whether your observation is a Lesson Learned or a Candidate Best Practice.  LLIS.gov defines “Lesson Learned” and “Best Practices” as follows:
· “Lesson Learned: Knowledge and experience, positive or negative, derived from actual incidents, such as the 9/11 attacks and Hurricane Katrina, as well as those derived from observations and historical study of operations, training, and exercises.”

· “Best Practices: Exemplary, peer-validated techniques, procedures, good ideas, or solutions that work and are solidly grounded in actual operations, training, and exercise experience.”
5. Summary of Lesson Learned or Candidate Best Practice: Provide a 1-2 sentence summary of your Lesson Learned or Candidate Best Practice.  The summary should briefly state who should do what and why they should do it.       
6. Discussion: Please provide all relevant information that would be necessary for understanding your Lesson Learned or Candidate Best Practice.  Think about what you would want to know if you were reading a Lesson Learned or Candidate Best Practice submitted by another Federal Interagency partner.  There are usually two types of information included in a Lesson Learned or Best Practice:
· Background Information about the Event: Background information about the event is necessary for the reader to understand the context in which the lesson or practice was identified.  For an exercise, this information may include the type of exercise, length of the exercise, scenario, related exercise objectives, and number of participating organizations.  For real-world events, this information may include the type of event, incident objectives, length of the response, and other similar information.

· Problem Encountered or Overcome: The discussion should include a description of the problem that was encountered or overcome.  This will enable the reader to appreciate fully the circumstances in which the lesson or practice was identified. 
7. Recommendation(s): Describe the recommendation(s) associated with this Lesson Learned or Candidate Best Practice.  This section should describe who should do what to ensure that the problem can be overcome or addressed in future events or exercises.  Please note whether specific polices, plans, procedures, or other documents need to be revised or whether training should be undertaken.     
8. References: Identify any Incident Command System, Emergency Operations Center, or Emergency Support Function elements that apply to your Lessons Learned or Candidate Best Practice.  Please also list any plans, procedures, or other documents that are relevant to your Lesson Learned or Candidate Best Practice.






