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Lessons Learned

Stage:
Completion

Description:  

This procedure involves collecting Lessons Learned (LL), validating and consolidating them for input into the Lessons Learned database.  The activity's primary aim is to capture process improvement ideas and disseminate them for possible adoption across SSG.

Entry Criteria:
The following shall be completed before beginning this procedure:

· Identified Lessons Learned 

Procedure Steps:  (These steps are not necessarily performed sequentially.)  

1.   Project Manager:  Collect Lessons Learned.

The Project Manager is responsible for conducting a Lessons Learned Meeting or survey.  After the release, all Lessons Learned documented throughout the lifecycle will be reviewed and then submitted to SSG SEPG using the Lessons Learned button on the SEP web page.
2.   SEPG Lead:  Analyze and input into the Lessons Learned database.

The SEPG Lead will review submitted project Lessons Learned for those whose value applies to more than one project.  The selected LLs will be put into the Lessons Learned database and made visible to all SSG personnel.  If a submitted Lesson Learned is a duplicate or is determined to be of value to only one project, the SEPG Lead will notify the submitter via e-mail that the submission will not be added to the database.
Exit Criteria: 
The following work product is a result of completing this procedure:

· Updated Lessons Learned database
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