Post Implementation Review (PIR) Meeting Agenda Instructions

An agenda is a formal document describing the events that are to take place during the meeting. Minutes will not be taken, but relevant and appropriate data will be recorded and included in the final PIR report. This meeting agenda should be used for project PIR meetings.

The meeting agenda will contain the following information:

	Item
	Definition

	Project Name
	The formal title or acronym given to the project

	Facilitator
	The name of the person who will be the moderator of the PIR meeting

	Scribe
	The name of the person responsible for documenting the information presented at the meeting including additions or deletions to the preliminary PIR report.

	Date
	The date the meeting was scheduled/held

	Time
	The time of day the meeting was scheduled/held

	Location
	The place where the meeting was scheduled/held

	Attendees
	A list of the names of all persons invited to the meeting. Identify attendees of the meeting with an *, persons not able to attend with a #, or representatives for those invited as a +. Use additional identifier codes as needed.

	Time Reporting
	Add information to identify how the time used for the PIR will be entered into the TeamPlay project tracking system:

· Project ID (example 3CSE08)

· Activity ID (examples 04005015 Prepare for Post Implementation Review, 04005020 Conduct Post Implementation Review Meeting, 04005025 Record Post Implementation Review.

	Agenda
	A list of items to be covered during the review meeting. The subject of the agenda item should also be listed. List the name of the responsible person to lead the discussion on the agenda item.


Post Implementation Review Meeting Agenda Template

	Project Name:
	

	Facilitator:
	

	Scribe:
	

	Date:
	

	Time:
	

	Location:
	


Invitees/Attendees (*=in attendance, # = absent, + = substitute)

	
	Name
	Title

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Time Reporting

	TeamPlay Project ID:
	

	TeamPlay Activity ID
	

	Prepare for PIR:
	

	Conduct PIR Meeting:
	

	Record PIR
	


Agenda

	Item No.
	Subject
	Responsible Person

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	


Post Implementation Review Meeting Agenda Sample

	Project Name:
	Project A

	Facilitator:
	Jane Doe

	Scribe:
	Betty Fay

	Date:
	2-28-2002

	Time:
	3:00 pm CST

	Location:
	Birmingham OI Field Office


Invitees/Attendees (*=in attendance, # = absent, + = substitute)

	
	Name
	Title

	*
	Joe Smith
	Project Manager

	*
	Mike Thomas
	Developer

	*
	Bob Sweet
	NVS Release Manager

	*
	Brenda Ward
	Trainer

	*
	Kelli McDonald
	Functional Analyst

	#
	John Fisher
	Developer

	*
	Mark Wise
	Project Planner


Time Reporting

	TeamPlay Project ID:
	3CSE08

	TeamPlay Activity ID
	

	Prepare for PIR:
	04005015

	Conduct PIR Meeting:
	04005020

	Record PIR
	04005025


Agenda

	Item No.
	Subject
	Responsible Person

	1.
	Review PIR Report Part A
	Mark Wise, Project Manager 

	2.
	Review PIR Report Part B
	Jane Doe, Facilitator

	3.
	Feedback
	Project team members


