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Fundamentals of Technology Project Management
Lessons Learned Agenda
Project Name



Company Name

Project Name

Date: 


Friday, January 1, 2XXX
Time:


8:00 AM PST – 5:00 PM PST

Location:

XYZ Corporation Board Room #5

8:00 Welcome and Agenda – (facilitator)
· Purpose of the meeting

· Rules:

· You can say anything about anything

· You cannot name people or blame people

· You cannot defend yourself or others

· Everyone's opinions are valid

· All comments are welcomed on any part of the process, the organization, the product.

· Nothing discussed in the meeting should be discussed outside of it.

· Agenda

8:30 Define Categories

Team members collectively create a list of broad categories that can be used to group lessons. This does not have to be a full list - categories can be added later if necessary. For example, scheduling, communication, escalation procedures, change control, meetings, etc. 
9:00 Capture Negatives: Things That Could Be Improved
Team members write one issue on each physical or virtual sticky note, and continue until all  issues have been captured. Keep stickies confidential. Be honest.

9:20 Capture Positives: Things That Went Well, We Should Continue Doing
Using a different color sticky note, team members write one accomplishment or success on each sticky note and continue until all have been captured. 

9:40 Categorization
Work as a team to categorize the sticky notes.
10:00 15 Minute Break
10:15 Review & Refine Categorizations
Review and re-categorize sticky notes.
10:45 Summarize Categories

Each team member (or group of team members) takes one or more category to summarize (in writing). Team members should try not to choose a category where they may have some bias. For example, the project manager should not choose scheduling. The summary should include both the positive and the negative comments. There may be conflicting comments -- be sure to mention these in the summary as they may be significant. Perhaps something worked very well for one group but was a hindrance to another.
11:15 Present Summaries

Each person or group presents a summary of their category. The summary should not contain any opinions, comments, defensive or supportive statements by the presenter. They must present only the facts as stated in the stickies.

12:15 LUNCH

1:15 Voting 
Each team member is given 6 votes. They vote for the categories that they feel have the most pressing issues that need to be addressed. Votes can be spread among categories or all put on one category. When all votes are completed, the votes are tallied for each category.

1:45 Discuss & Select Items For Improvement
Going through each of the categories one at a time, discuss the issues, the reasons for the issues, and if an action plan is needed to resolve them. Allow 10-15 minutes for each category. Take a 15 minute break approximately half way through. Make sure that someone is taking notes for this part of the meeting. This discussion must be documented. Between 5 and 10 categories should be selected for improvement and added to the Lessons Learned Plan. Individual Lessons Learned Tactical Plan owners/leads should be selected. Owners/Leads will select team members to assist them. Deadlines for Lessons Learned Tactical Plans to be completed are set.

4:30 Next Steps
· Summarize action items/plans

· Confirm date that all meeting notes will be sent out to team
· Schedule follow up meeting, necessary

Invited Attendees: 
Name

Position

Company



person one
engineer

XYZ
Be Prepared:

Please bring with you lists or notes of issues from project planning through deployment and post deployment phases. All issues are relevant - even if they did not impact all team members. 
Lessons Learned Agenda
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