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Meeting Procedures

LESSONS LEARNED

MEETING PROCEDURES

In order for us to make significant progress with future projects, we need to review recent events.  This will enable the entire team to turn past mistakes into future opportunities.  This portion of the process is crucial to future endeavors.

Definitions:  Intra = communication within individual departments


Inter = communication among separate departments

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

A Inter-Departmental "Lessons Learned" meeting is scheduled for all department heads on

DAY

DATE
TIME

LOCATION

Lunch will be served at TIME

NOTE:
Department heads need to conduct Intra-departmental Lessons Learned meeting within their respective departments, prior to the Inter-departmental meeting.  Guidelines to assist with this process are attached.

The purpose of the Intra-Departmental meetings is to enable department heads to be gather relevant information from their staff, so that they are able to present a clear picture of their operating units understanding of the issues and solutions at the Inter-Departmental meeting on DATE.

The attached documentation is divided into the following format:

Part One:
Lessons Learned Intra-Departmental Guidelines

Part Two:
Lessons Learned Inter-Departmental Guidelines – Phase I


Lessons Learned Inter-Departmental Guidelines – Phase II

PART ONE:
Lessons Learned Intra-Departmental

The department head is the facilitator of this meeting.  Intra-departmental meetings need to occur prior to the Inter-department meeting on (DATE)

Attendees
Department Head, Team Members involved in the production of the most recent project.

Objective
To review events and document issues that impacted the finish date of the previous project.  This information will be communicated by the department head or approved representative in the Inter-Departmental Lessons Learned meeting.  This will aid the entire team to improve project process for the next project.

General Guideline for Process
Department head opens the meeting by establishing a partial set of rules.

Team members need to complete the remaining rules as a team, with the assistance of the department head.

The purpose for this method: INVOLVEMENT GETS COMMITMENT!  Team members are more inclined to abide by their own rules.  (No one likes to be “dictated” into doing something.

Example:  The meeting can be opened with the first three rules such as:

1. Do not interrupt the person presenting their issues.

2. Each team member will attend meeting in its entirety, unless there is an emergency.

3. When presenting issues, use only position titles and not names, as much as possible.  (This avoids finger pointing.)

HOWEVER, the following are additional examples of rules that which can be used:

1. Strive to remove emotions from issues and remain focused on the issue based on facts.

2. Each issue should have a proposed solution (which may change as the meeting progresses, but solutions must accompany issues.)  If there is no proposed solution, then the floor can be opened for brainstorming within the group.

3. Speak freely, but professionally.

4. Be as specific as possible.  Do not speak in general terms.  (Example:  Have dates or milestone timeframes available, if possible.  Have documentation available that pertains to the issue in question.)

5. Team members are not required to agree with all issues presented.  However, team members are required to listen to all issues that each of their piers present.

The above are examples only.  Team rules are not required to be exactly as listed above.  However, the tone of the meeting needs to convey that all members will remain within the parameters of respect and professionalism.

Content

During the meeting, the problems and their solutions need to be documented on the Lessons Learned Agreement (attached).
At the completion of the meeting, each team member is required to initial the bottom of the document. This will set a precedence of “Involvement Gets Commitment”, as well as ensuring accuracy in the discussions.

Each team member should have a copy of the Lessons Learned form for future reference (optional).

The department head is required to sign the approval signature and distribute as follows:

Original –
To Project Management (Master Project File)

Copy –
Department Head


Attending staff members (optional)

PART TWO:
Lessons Learned Inter-Departmental – Phase One

The Project Manager is the facilitator of Phase One.  The Lessons Learned meeting for Inter-Departmental will be on

DAY

DATE

TIME

LOCATION

Attendees

Project Manager; Department Heads; Managers may also attend with the approval of the respective department head.  (Senior management will not be a part of this process for Phase I.)

Objective
To review problems and solutions that was documented in the intra-departmental meetings.  This will enable the department heads to improve the project process for the next project date, as well as be aware of any issues not previously mentioned.

Guideline for Process

1. The Project Manager will open the meeting by establishing a partial set of rules.

2. Department heads and/or managers need to complete the remaining rules as a team, with the assistance of the Project Manager.  (The same process as is required in the Intra-Departmental meetings.)
3. Establishing rules will have a ten-minute time limit.

4. The Project Manager will begin the meeting on the Issues/Solutions section.

5. Issues and their solutions will be addressed one person at a time.

6. All issues/solutions that are brought to the table for discussion will be itemized and documented on the white board.

7. The Project Manager creates final documentation of these issues via the Lessons Learned form for Inter-Departmental discussion.

8. To close the meeting, each team member will initial the form to indicate he/she agrees to the issues and their solutions, which were discussed.

Items Needed

Department heads need to bring the Intra-Departmental Lessons Learned forms from their internal meetings.  Each department head is required to present issues and the accompanying solutions.

Content

Problems that impacted the finish date of the previous project are required to have solutions attached.

Each department head and/or representative manager is required to sign the agreement. 

Distribution:

Original with signatures -
Kept by Project Management Department to be part of the Master Project File.

Copy with signatures - 
Each Inter-Departmental meeting attendee will receive a copy of the meeting documentation for their own records.

II.
Lessons Learned Inter-Departmental – Phase Two

Senior management is the facilitator of Phase Two.  Senior Management will briefly review itemized list of issues and solutions.

Attendees

Senior Management; Project Manager; Department Heads; Managers may also attend with the approval of the respective department head.

Objective
To communicate effectively with senior management so every team member is on the “same page” of communication.

Guideline for Process

1. A copy of the documentation (and signatures) derived from the managers’ discussions in Phase One will be given senior management.

2. Senior management will give brief summary and their view of the past project.

3. Senior management will sign agreement for Inter-departmental meeting.

4. Meeting adjourned.
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