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LESSONS LEARNED SUBMISSION FORMAT

1.  Overall Classification:  (Make every effort to keep the report in an "UNCLASSIFIED" format.  Each paragraph must show classification markings in the ( ) space provided.  Overall classification will be the highest of any individual paragraph.)

2.  Exercise/Operation:  

3.  Completion Date: 

4.  Submitting Command:

5.  Name of Observer and Telephone:  (DSN) _______/(COMM)_______.

6.  Title or Subject: 

7.  ( ) Observation:  (Narrative information must stand alone, make sense, and be written so that the issue can be easily understood at all echelons.  Information must show the impact on the mission.  Use "bullet" format to describe the problem.  Avoid words like "some," "frequently," or a "few."  Provide the numbers of incidents and quantify the scope of the problem thoroughly.  Limit each lesson to a single problem or deficiency.  Multiple problem statements within a lessons learned make it more difficult to analyze and initiate appropriate corrective action.)

8.  ( ) Discussion:  (Spell out abbreviations and acronyms the first time they are used, as the issue may be distributed outside the activity or specialty field for review and resolution.  This paragraph amplifies the problem statement by providing "who, what, where, when, why, and how" of the problem.)

9.  ( ) Lesson Learned:  (The lesson learned paragraph describes a positive action to work around the problem.  Explain this solution in detail.  If the problem cannot be solved by the  participants, explain why and provide supporting details.  "None" will be placed in this paragraph if the overall context of the lessons learned was for informational purposes.)

10.  ( ) Recommended Actions and Milestones, (if known):  (This paragraph allows the submitter of the lessons learned to state what he or she perceives to be the best action to correct the problem.  If there is no recommended action, enter "None.")
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11.  ( ) Comments:  (This paragraph is used to add any additional information that is considered relevant.  Also, this paragraph is used by the lesson learned division or any command involved in a validation process to incorporate comments concerning doctrine, organization, training and education, and equipment that currently exists or is being developed that could solve the problem.)  
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