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1. PURPOSE

The purpose of this guide is to:

a. Serve as work instructions for Product Development staff and to guide preparing, conducting, and reporting Post Implementation Review (PIR) including Lessons Learned (LL) 

b. Foster and support a culture of continuous process improvement within Product Development supported by the PIR information
c. Provide information regarding the project’s successes, challenges, lessons learned, and process improvement recommendations throughout the life of the project
d. Focus on internal team challenges that can be transformed into process improvement plans in order to benefit all Integrated Project Teams
2. SCOPE

The scope of this guide includes:

a. Reviewing Product Development PIR Repository at the Integrated Project Team’s Kickoff Meeting to gain knowledge of previous successes, challenges, and lessons learned of various projects
b. Reviewing project risks and determine what could have been done differently to have precluded the risks
c. The Integrated Project Team is defined in the Integrated Project Team (IPT) Guide
d. The following types of projects:

(1) Development Projects.  A PIR report will be completed for all development projects with a work effort of 80 hours or greater
(2) Maintenance Projects. Once a year, at a minimum within the first quarter of the following year, each Product Line will complete one combined PIR report for all of their maintenance efforts
NOTE: Report file naming convention must be Product Line Fiscal Year PIR.doc.
(3) Other Projects.  Development or maintenance work with a work effort of less than 80 hours or Analysis, Research, Service, or Training projects may submit a Lessons Learned report, if a lesson(s) will be of benefit to other Product Development teams
(4) Terminated and/or Withdrawn Projects.  At the Program Manager’s discretion, approved projects that have been terminated and/or withdrawn will complete a PIR report and hold a PIR meeting regardless of work effort hours
3. RESPONSIBILITIES 
a. Program Manager or Designee.  The Program Manager or designee is responsible for:

(1) Appointing a Facilitator and Scribe
(2) Planning the PIR meeting
(3) Ensuring that the meeting arrangements are made
(4) Notifying Integrated Project Team members about the meeting
(5) Gathering project data from the appropriate Integrated Project Team members, the Technical Services Project Repository (TSPR), and/or detailed project schedule, Planning and Analysis, etc. for inclusion on the PIR report
(6) Preparing Part A – Project Overview and Statistics of the preliminary PIR report
(7) Distributing Part A – Project Overview and Statistics of the preliminary PIR report to Project Team members prior to the meeting
(8) Presenting Part A – Project Overview and Statistics of the report at the PIR meeting
(9) Compiling the final report
(10) Ensuring the accuracy of the final report
(11) Posting the final report to TSPR
(12) Forwarding the Microsoft Word document to the Process Management Service mail group 
b. Facilitator.  The facilitator is responsible for ensuring that the meeting is conducted in an orderly manner
c. SQA Analyst.  The SQA Analyst is responsible for providing and/or presenting review reports for inclusion in the Lessons Learned report for reviews conducted throughout the project 

d. Test Analyst.  The Test Analyst is responsible for providing and/or presenting reports related to the testing conducted throughout the project
e. Integrated Project Team Members.  Each member is responsible for fully participating in the PIR meeting. Recommendations for corrective actions or recommendations for new methods/processes should be included, i.e. process improvement
f. Scribe.  The Scribe is responsible for documenting the information presented at the PIR meeting. This includes any additions or deletions to the preliminary report
g. Program Plans and Controls (PP&C).  PP&C will be responsible for gathering statistics for metrics reporting from the Technical Services Project Repository – (TSPR)
h. Software Quality Assurance (SQA) Manager.  The SQA Manager is responsible for:

(1) Monitoring the compliance to the policy
(2) Reporting non-compliance of the policy to Management
i. Process Management.  Process Management is responsible for:

(1) Reviewing process improvement recommendations and for revising the affected artifacts 

(2) Depending on the complexity and scope of the change, the revised documents will be reviewed and/or approved by the Process Improvement Council
4. STEPS
The Product Development Post Implementation Review (PIR) process consists of three activities:

a. Preparing for the PIR

b. Conducting the PIR

c. Reporting on the PIR

a. Preparing for the PIR
(1) The Program Manager or designee:

(a) Appoints a Facilitator and Scribe
(b) Schedules the PIR meeting
(c) Selects participants for the review; all Integrated Project Team members should be invited to attend; if an invitee cannot attend the meeting, the Program Manager or designee will request data from that individual to be discussed during the meeting 

(d) Gathers project data from the appropriate Integrated Project Team members, the Technical Services Project Repository, a.k.a. TSPR, and/or detailed project schedule, etc.
(e) Completes Part A – Overview and Statistics of the preliminary PIR report
(f) Distributes Part A – Overview and Statistics of the preliminary PIR report 

(g) Sends a PIR meeting notification e-mail message including the meeting agenda and preliminary PIR report to the invitees. If an invitee can not attend, request data from the individual prior to the meeting to be discussed during the meeting
(h) Solicit input on successes, challenges, lessons learned and process improvements for the entire project – determine the process area at the end of the meeting
NOTE: Project Management tools currently in use or placed in use in the future by Product Development may be used to provide the information necessary to complete the PIR report.  The specific information necessary for the report should be provided as a link or as an attachment to the PIR report.

b. Conducting the PIR

(1) The Facilitator:

(a) Convenes the meeting at the location and time designated in the PIR meeting notification message
(b) Moderates the meeting by keeping it focused on the issue at hand and intercedes, if necessary
(2) The Program Manager or designee presents Part A of the PIR report and solicits from the members any changes, additions, or deletions

(3) The Facilitator structures the PIR meeting as determined in the preparing for the PIR to cover all four sections plus actions plans:

(a) Project successes: How the Integrated Project Team successful in meeting or exceeding stated goals and deliverables
(b) Challenges: List the challenges that limited or hampered the project's success

(c) Lessons Learned: What the Integrated Project Team learned from the successes and challenges

(d) Process Improvements: Ways to improve subsequent projects
(e) Action Plan: Form a plan to incorporate the necessary improvements
(4) The Integrated Project Team Members:

(a) Present statistical data and lessons learned. Integrated Project Team members should record project successes, challenges, lessons learned, and process improvements as they occur throughout the project for presentation at the PIR meeting. This includes things that should have been done differently or not at all, things that should have been done that were not, and recommendations for improvements to consider for future projects

(b) Discusses the project successes, challenges, lessons learned, and process improvements as presented and provide any feedback necessary to fully explain the issue, i.e. what was done (or not done) and the problem that resulted or the benefit that was realized, and the associated consequences/risks

(c) Expresses recommendations for process modifications/improvements or other changes that will benefit others either internal or external to the Integrated Project Team
(5) The Facilitator:

(a) Ensures that everyone has an opportunity to participate
(b) Ensures that all information that was presented has been fully documented by the Scribe
(c) Ensures that all issues are covered
(6) The Scribe:

(a) Reads the gathered information and any associated recommendations at the end of the meeting to ensure that they have been recorded accurately and completely

(b) Documents the information presented at the PIR meeting, which may include additions or deletions to the distributed Part A of the PIR report
c. Reporting on the PIR

(1) The Program Manager or designee:

(a) Compiles the final PIR report
(b) Posts the final PIR report on TSPR
(c) Forwards the PIR Report to Process Management Service mail group 
NOTE:  Program Managers should ensure that all sensitive/proprietary information is extracted from the report prior to submitting for posting to the Lessons Learned Repository.  If an uncensored report is required, please contact the Program Manager.

5. REFERENCES AND LINKS
· Combined PIR Report
· Meeting Agenda
· Process Improvements Request 



















