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	Post-Event After-Action Review
Sequoyah Lodge  ·  Complete Within 2 Weeks of Event  ·  Submit to LEC with Budget Actuals (T21)



	TIP: Complete this form within T+2 weeks while details are fresh. Collect responses from 2–3 additional staff if possible. Submit to LEC along with Budget Actuals (T21). File in the event’s Google Drive folder for the next year’s chair.


1  EVENT SUMMARY
	Event Name: Click to enter event name
	Event Location: Click to enter event location

	Event Date: MM/DD/YYYY
	Event Chair: Click to enter event chair

	Lodge Adviser on Duty: Click to enter lodge adviser on duty
	Review Completed By: Click to enter review completed by

	Date Submitted: MM/DD/YYYY
	


2  ATTENDANCE & BUDGET SNAPSHOT
	Metric
	Goal / Budget
	Actual
	Variance
	Notes

	Total Attendees (participants + staff)
	Goal / budget
	Actual
	Variance
	Notes

	Youth Participants only
	Goal / budget
	Actual
	Variance
	Notes

	Adult / Adviser count
	Goal / budget
	Actual
	Variance
	Notes

	Total Revenue ($)
	Goal / budget
	Actual
	Variance
	Notes

	Total Expenses ($)
	Goal / budget
	Actual
	Variance
	Notes

	Net (Revenue − Expenses) ($)
	Goal / budget
	Actual
	Variance
	Notes


3  WHAT WENT WELL
List the top 3 things that went especially well. Be specific — “the ceremony ran smoothly” is more useful than “it was great.” These become the baseline for next year.
	#
	What Went Well — Description

	1
	Click to describe what went well

	2
	Click to describe what went well

	3
	Click to describe what went well


4  WHAT TO IMPROVE
List the top 3 things that need improvement. Focus on systems and processes, not individuals. Frame as “next time we should…” rather than assigning blame.
	#
	What to Improve
	Root Cause
	Recommendation

	1
	What to improve
	Root cause
	Recommendation

	2
	What to improve
	Root cause
	Recommendation

	3
	What to improve
	Root cause
	Recommendation




5  EVENT SATISFACTION RATINGS
Rate each dimension: 1 = Needs significant work  |  3 = Met expectations  |  5 = Exceeded expectations
	Dimension
	Rating
	Notes / Observations

	Overall event quality
	 1    2    3    4    5   
	Would you run this event again?

	Program content / activities
	 1    2    3    4    5   
	

	Logistics (setup, flow, breakdown)
	 1    2    3    4    5   
	

	Registration & check-in process
	 1    2    3    4    5   
	

	Communications before the event
	 1    2    3    4    5   
	Promotion, reminders, info quality

	Staff preparation & coordination
	 1    2    3    4    5   
	Did staff know their roles?

	Budget management
	 1    2    3    4    5   
	Was spending on track?

	OA mission alignment
	 1    2    3    4    5   
	Brotherhood, cheerfulness, service?

	Youth ownership / leadership
	 1    2    3    4    5   
	Were youth meaningfully in charge?


6  ASSETS TO ARCHIVE
Confirm the following items are saved to the event’s Google Drive folder before closing out.
  Event photos &amp; videos → Digital Asset Library (T17)
  Patch / apparel design files → Patch Designs folder
  Vendor contacts &amp; pricing → Log for future reference
  Finalized run-of-show (T22) → Note deviations from plan
  Budget actuals workbook (T21) → Submit to Adviser
  This after-action review (T23) → Email to Lodge Chief + Adviser
  LodgeMaster attendance report → Download as PDF
  Council paperwork / permits → Retain copy
  Staff recognition notes → See Section 7
7  STAFF RECOGNITION NOTES
Document standout performers here. The Lodge Chief will use this at the next LEC meeting. Specific names + actions carry more weight than general praise.
	Name
	Chapter
	What They Did — Be Specific

	Name
	Chapter
	What they did

	Name
	Chapter
	What they did

	Name
	Chapter
	What they did

	Name
	Chapter
	What they did

	Name
	Chapter
	What they did




8  RECOMMENDATIONS FOR NEXT YEAR’S CHAIR
Write this section as a direct letter to next year’s chair. What do you wish you knew at the start? What vendors, venues, or approaches worked best? What should they avoid?
	Topic
	Recommendation

	Venue
	Click to enter recommendation for venue

	Vendor / Patch
	Click to enter recommendation for vendor / patch

	Timeline / Lead Time
	Click to enter recommendation for timeline / lead time

	Staffing
	Click to enter recommendation for staffing

	Registration / Promotion
	Click to enter recommendation for registration / promotion

	Program Content
	Click to enter recommendation for program content

	Anything Else
	Click to enter recommendation for anything else


Free-form notes:
	 


9  SUBMISSION & LEC ACKNOWLEDGMENT
	Submitted By (Chair): Click to enter submitted by (chair)
	

	Date: MM/DD/YYYY
	

	Reviewed By (Lodge Adviser): Click to enter reviewed by (lodge adviser)
	

	Date: MM/DD/YYYY
	

	Presented at LEC: Click to enter presented at lec
	Yes   No   Meeting Date: MM/DD/YYYY

	LEC Acknowledged: Click to enter lec acknowledged
	  Yes   No

	Event Folder (Drive link): Click to enter event folder (drive link)
	


T23 — Post-Event After-Action Review	Page 
image1.png
SEQUOYAH LODGE

& ORDER OF THE ARROW




