	After Action Review Meeting Agenda


12/31/2010 9:00 AM
Click here and enter location of meeting

	

	Facilitator 
	

	Scribe

	Click here and enter scribe name

	Requested attendees
	

	Resources
	Recording device 


	Please bring
	At least three things that you think went well and three things that you think could have gone better. 


	

	Objectives
	Dialogue  leader
	Maximum time

	Introductions

	
	3

	Review after action review ground rules
· For learning, not criticism – absolutely no personal attacks

· No hierarchy exists

· Facilitator and scribe must be different people
· Do not over analyze, stay at a high level

	
	5

	What were the objectives? 

	
	2

	What actually happened and why was it different?

· What went well?

· Why did these things go well?

· What could have gone better?

· Why did these things go wrong?

	
	30

	What are we going to do different next time?

	
	10

	Each person should rate the success of the project

	
	5

	What are the specific follow up items?

	
	5

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	

	Other Information


Please be prompt. Thank you for your attendance. 
�If at all possible the Scribe should be a different person. Maybe Joo?


�I strongly recommend that the call be recorded.


�It is expected that each person will have thought about these before the meeting begins. If they do not, they should be chided at the meeting.


�Each person should state their name and role on the project. This is for the recording if is it listened to in the future.


�You can mention people’s name, but not attack them. I.e., “JoAnn did not complete X task on time” is OK. “JoAnn is a idiot, she could not even complete one simple task” is NOT.


�But speakers should go in reverse order of their involvement with the project. I.e., the person who had the least to do with the project should go first; the one who was most involved, goes last.


�The facilitator needs to keep the conversation out of the weeds. Do not let the conversation get bogged down in details.


�If they were not specifically written down and agreed to upfront, that should be stated, AND the facilitator should attempt to state what the believed they were.


�This question is NOT addressed directly. It is address via the following four questions.


�Just a quick list, give each person no more than 30 seconds.


�After the list is done, this question is asked in the collective. Why did they collectively go well?


�Same thing, quick list only. For things that went wrong, it is harder to keep people on track.


�Same as above, in the collective.


�For small projects, this should be limited to the “one thing” we are going to do different next time.


�I use a “Net Promoter” scale of 0 to 10 and ask, “And why did you give it the score you gave it?”


�This refers to this past event. In other words, what still needs to be done to put the past event to rest. I.e., sending out the summary of results, etc.
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