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Office of the Campus Architect

1540 30th Street, UCB 453, Boulder, Colorado 80309-0453

Phone: (303) 492-5511

FAX: (303) 492-7186

XXX Project Name – Project Post Completion Review

Location: XXXX

Date:  XXXX

Time: XXXX

Participants: XXXX

“Use this review as an educational tool to develop processes for future projects to be a valued addition to the campus and customer.  Don't spend time pointing fingers and placing blame. Instead, use the information to benefit the outcome.”  —Anonymous
Agenda

· Meet and Greet





Time

· Opening Remarks and Purpose of Review


Time.

· XXXX

· Discussion 1 – Big Picture




Time

· XXXX

· Discussion 2 – Communication



Time

· XXXX

· Discussion 3 – Processes




Time

· XXXX

· Discussion 4 - Other Opportunities for Improvement
Time

· Summary of Discussions/Closing



Time

· XXXX

Notes about the meeting:

1. Invite a good cross section of stakeholders, including occupants, project manager, planner, Physical Plant (sic), move coordinators, A/E, contractors etc.

2. One person should facilitate the meeting.

3. Plan on a meeting of at least 2 hours.

4. Either be the scribe or have a scribe but also have someone to take computer notes while you facilitate.

5. Tell everyone what the process will be in advance.

6. Ask everyone to take 4 to 5 minutes to write down their thoughts about lessons learned (LL) during the design process (repeat this for the value engineering, bidding, construction and move process).

7. In a round robin format, go around the room and take every comment and write it down to the satisfaction of the commenter.

8. Give people permission to pass.

9. Take comments until there are no more.

10. Repeat for the other phases of the project (which may vary by project)

At the end tell them what will happen next.....

11. Do the analysis and focus on perhaps the 5 "Big Ideas" in each segment of the LL session.  Any more than that and there are too many things to try to incorporate.

12. Write it up and send it to everyone.
