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Close Out Workshop

Why:  Although most people understand that a thorough Program Close Out is necessary to bring closure to the work, it is very often handled insufficiently or not at all. 

What:  This template provides an agenda for a Close Out Workshop, an occasion where the Program Team and others can document what worked, areas for improvement, lessons learned, and next steps, if any.

How:

1.
Plan the workshop well in advance so that all of the key players can attend. (Program Manager)

2.
Send out the Close Out Workshop agenda to all attendees and request that they think about the agenda items (Program Manager)

3.
Prepare an agenda for use in the Workshop. The agenda should contain the first 2 columns of the attached table. (Program Manager)

4.
Follow the agenda during the Workshop, making sure that all of the information gathered is documented by an assigned scribe. (Workshop Facilitator)

Close Out Workshop

XYZ Project
	Time
	Topic
	Desired Outcomes

	
	
	

	8:30 - 8:45
	Introduction
	Review of Workshop Objectives

Agreement on Agenda

Introduce Key Players

	8:45 - 9:15
	Project Success Overview
	Review Project Goals & Objectives (POS, Completion Criteria)

Review Project Success Criteria

	9:15 - 10:00
	What worked
	ID Items that Contributed to the Success of the Project

	10:00 - 10:15
	Break
	

	10:15 - 11:00
	What Worked
	ID Items that Contributed to the Success of the Project

Determine Key Areas for Further Discussion & Prioritize

	11:00 - 11:45
	Areas for Improvement
	ID Areas for PM Process Improvement

Determine Which Areas Warrant Further Discussion

	11:45 - 1:00
	Lunch
	

	1:00 - 2:30
	Lessons Learned
	ID "Why" & Ways to Replicate Success on each "What Worked"

	2:30 - 2:45
	Break
	

	2:45 - 3:45
	Lessons Learned
	ID Ways to Correct  "Areas of Improvement" on the next project

Develop Specific Recommendations

	3:45 - 4:15
	Next Steps
	ID Implementation Plan for Lessons Learned

ID Other Project Close Out Action Required

	4:15 - 4:30
	Wrap-Up
	Action Items ID'd and assigned

Review Workshop Outcomes


Close Out Workshop Agenda - Column Descriptions

The following are the descriptions of the entry columns on the above Close Out Workshop Word form. 

SYMBOL 183 \f "Symbol" \s 10 \h
Time – These times are approximate, but make sure that all agenda items are eventually covered.

SYMBOL 183 \f "Symbol" \s 10 \h
Topic – This column contains a brief statement of what the attendees will be discussing during the time period.

SYMBOL 183 \f "Symbol" \s 10 \h
Desired Outcomes – This column identifies what documentation results from the discussion of a “Topic”.
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