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Project Close-Out and Lessons Learned

Description of Tool: 
This tool is to be used to identify specific opportunities to improve:
· The acquisition integration playbook
· The data collection templates or design/implementation tools
· The competencies of Integration the Project Manager, Workstream Leads, and integration team members

When It Is Most Likely to Be Used:
This tool should be completed by every work stream as the last step in their work plan.

Steps:
1. Schedule a debrief meeting. Begin the meeting by discussing the integration in terms of planned vs. actual targeted synergies. Discuss the integration process that was used and then review the quality and completeness of each deliverable. The Integration Project Manager and Workstream Leads should ask for specific feedback on their effectiveness from appropriate stakeholders.
2. Identify lessons learned. Jointly identify or propose specific changes to the existing acquisition integration process or supporting tools/templates.
3. Identify specific next steps. Identify the timing and responsibility of changes to either the M&A process or supporting tools. Continually review your M&A service delivery model (dedicated resources or by region, clarity of roles/decision rights, etc.) Also identify how these changes will be communicated and the knowledge transferred to relevant staff. Assess the M&A process across phases and particularly between interdependent Workstreams.
4. Identify competency gaps. M&A is a highly specialized skill, and it is critical to exercise care in selecting team members. Make sure you have provided sufficient training to new team members and continually educate the existing Workstream members.
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Project Close-Out and Lessons Learned

Example of a Partially Completed Template:
	Deal Name: XYZ Company

	Section 1: Close-out

	Targeted Synergies:

	1
	Completed by 12/12/xx
	Yes

	2
	Zero deviation from budget
	Yes

	3
	
	

	Deliverables:
	Accepted Yes/No:

	1
	Deliverable 1
	Yes

	2
	Deliverable 2
	Yes

	3
	Deliverable 3
	Yes, deliverable was 2 weeks late

	4
	Deliverable 4
	Yes

	5
	Deliverable 5
	Yes, quality was spotty

	6
	
	

	Stakeholder feedback on Integration Project Manager and Team Leaders
Integration Manager was very knowledgeable but tended to be reactive. Did not follow process and did not use rick management tool that adversely impacted deliverables 3 and 5.

	Section 2: Lessons Learned

	Proposed modifications to the acquisition integration methodology:
· Use CPM
· Cascade overall integration scorecard down to each Integration Team

	Proposed modifications to specific tools/templates:
· Develop costing/time estimation template

	New knowledge/training opportunities:
· Get more people knowledgeable in how to develop a quantifies business case to gauge cost benefit

	Who should be informed about this Lesson Learned? (check one)

	
	Management Board
	X
	Integration Manager
	
	Integration Team(s)
	
	All Staff

	
	Other:

	How should this Lesson Learned be disseminated? (check all that apply

	
	e-mail
	
	Intranet/Website
	X
	Tip Sheet/FAQ
	
	Library

	
	Other:

	Integration Manager: Harry Smith
	Signature:
	Date:

	Sponsor:
	Signature:
	Date:



Project Close-Out and Lessons Learned Template


	Deal Name:

	Section 1: Close-out

	Targeted Synergies:

	1
	
	

	2
	
	

	3
	
	

	Deliverables:
	Accepted Yes/No:

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	Stakeholder feedback on Integration Project Manager and Team Leaders


	Section 2: Lessons Learned

	Proposed modifications to the acquisition integration methodology:


	Proposed modifications to specific tools/templates:


	New knowledge/training opportunities:


	Who should be informed about this Lesson Learned? (check one)

	
	Management Board
	
	Integration Manager
	
	Integration Team(s)
	
	All Staff

	
	Other:

	How should this Lesson Learned be disseminated? (check all that apply

	
	e-mail
	
	Intranet/Website
	
	Tip Sheet/FAQ
	
	Library

	
	Other:

	Integration Manager:
	Signature:
	Date:

	Sponsor:
	Signature:
	Date:



image1.png
PROJECT CLOSE OUT
AND LESSONS
LEARNED





image2.png
100-DAY ADVISORS

— ee——

Accelerating M&A Integrations




