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	INTRODUCTION:  Lessons Learned Meeting Agenda


Note: This is a companion file to our template Lessons Learned Meeting Report

	 which discusses in more detail the conduct of the Lessons Learned meeting from this agenda, and the format of the resulting report. 


The agenda template is on the following page.
Example Outline for an End-of-Project Lessons Learned Meeting
Agenda:   Company X   Project Y   Lessons Learned Meeting
8:30 a.m. to 12 noon     November 21, 20xx

Attendees:

· Project Manager and core team members from each functional group

· Other key functional representatives who were heavily involved in the project; their functional managers as desired, or as specifically requested by the Project Manager or Project Sponsor

· Project sponsor

Meeting Objectives:

1. Understand how this project performed against its original goals (time, resources/costs, scope).
2. Identify Project Y “lessons learned” and recommendations for future projects.

3. Set actions to ensure lessons learned are considered during planning of next year’s program.

Deliverables from Meeting:   

· Full report including:

· Review and analysis of plan vs. actual milestone achievement and state of what we delivered vs. the original requirements

· Team’s brainstorm list of wins and challenges

· Team’s list of derived recommendations for achieving the wins and avoiding the challenges on future projects

· Open issues list and action items

· Key items will be turned into templates and checklists for use during projects.

	Agenda Item
	Facilitator(s)
	Time

	Get breakfast, introduction, agenda review, ground rules
	Susan S.
	15 min

	Wins and challenges

Project retrospective: Review planned vs. actual on major milestones and how what we released mapped to original major requirements.
Round-robin brainstorm: Go around the table and record a win or challenge from each person. Keep going until no one else has items to add.

Map back to major project issues—which challenges contributed most to milestone and vision shortfalls? Which wins contributed most to what the project accomplished?
	Roberto R.

Susan S.
	60 min

	Break
	
	10 min

	Create lessons learned recommendations

Wins: what do we think other projects should do to achieve these wins? 

Challenges: how should future projects avoid each issue we identified?
	Susan S.
	1.5 hour

	Next steps

Discuss how lessons learned recommendations will be brought to kickoff activities for next year’s development program.

Review action items and finalize assignments.
	Susan S.
	20 min.
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