Example

MEMORANDUM

DATE:
DATE

TO:
Department Heads

CC:
Senior Management

FROM:
Project Manager

SUBJECT:
LESSONS LEARNED

Definitions:  Intra = communication within individual departments


Inter = communication between departments

An Inter-Departmental Lessons Learned meeting is scheduled for Tuesday, March 16, 2000 in the Executive Conference Room from 11:00 am to 12:30 pm.  Lunch will be served at 12:00 noon.

OBJECTIVE:  To learn from issues of the most recent project and implement solutions, as well as document progress for our future.

The meeting will be in two phases:


Phase One – Inter-Departmental Issues/Solutions


Phase Two – Senior Management Review

ATTENDEES:
Project Manager, Department Heads and/or representative of respective department(s).

ITEMS NEEDED:

Lessons Learned Agreement (attached) with team member issues/solutions gathered from the Intra-Department meeting.  A helpful guide for conducting the Intra-Departmental meeting is attached along with a guideline for the Inter-Departmental Meeting.







