Release Retrospective
PPM Version 2.0



.
Q“‘ﬂ N %o,
s 3
g I ' I 3

g x5

% 3
% é
",

P8, &

HUD Release Retrospective v1.0

<Project or Solution Name>

U.S. Department of Housing and Urban Development

<Month, Year>



et HUD Release Retrospective v1.0

Solution Information

Information

Solution Name <Solution Name>

Solution Acronym <Solution Acronym>

Project Cost Accounting
System (PCAS) Identifier

Document Owner <Owner Name>

<Insert Identifier>

Primary Segment Sponsor <Primary Segment Sponsor Name>

Version/Release Number <Version/Release Number>

Document History
Version Revision Description

No.




.
Q“‘ﬂ N %o,
s 3
g I ' I 3

g x5

% 3
% é
",

P8, &

HUD Release Retrospective v1.0

[This document is a template of a Release Retrospective document for a project. The template includes instructions to the author,
boilerplate text, and fields that should be replaced with the values specific to the project.

o Blue italicized text enclosed in square brackets ([text]) provides instructions to the document author, or describes the intent,
assumptions and context for content included in this document.

e Blue italicized text enclosed in angle brackets (<text>) indicates a field that should be replaced with information specific to a
particular project.

e Text and tables in black are provided as boilerplate examples of wording and formats that may be used or modified as
appropriate to a specific project. These are offered only as suggestions to assist in developing project documents; they are
not mandatory formats.

When using this template for your project document, it is recommended that you follow these steps:

1. Replace all text enclosed in angle brackets (e.g., <Project Name>) with the correct field values. These angle brackets appear
in both the body of the document and in headers and footers. To customize fields in Microsoft Word (which display a gray
background when selected):

a. Select File>Properties>Summary and fill in the Title field with the Document Name and the Subject field with the Project
Name.

b. Select File>Properties>Custom and fill in the Last Modified, Status, and Version fields with the appropriate information
for this document.

c. After you click OK to close the dialog box, update the fields throughout the document with these values by selecting
Edit>Select All (or Ctrl-A) and pressing F9. Alternatively, you can update an individual field by clicking on it and pressing
F9. This must be done separately for Headers and Footers.

Modify boilerplate text as appropriate to the specific project.

To add any new sections to the document, ensure that the appropriate header and body text styles are maintained. Styles used
for the Section Headings are Heading 1, Heading 2 and Heading 3. Style used for boilerplate text is Body Text.

To update the Table of Contents, right-click and select “Update field” and choose the option- “Update entire table”

Before submission of the first draft of this document, delete this “Notes to the Author” page and all instructions to the author,
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which appear throughout the document as blue italicized text enclosed in square brackets.
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1. Introduction

The <Project/Solution> Release Retrospective is to plan ways to increase quality and effectiveness at the conclusion of
a release. This document will outline the process in which <Project/Solution> conducts this event.

11 Purpose

The purpose of the Release Retrospective for the <Project/Solution> is to:
e Provide a central artifact to govern the planning and control of reviewing the previous release.
o Define the general approach that will be employed to discuss specific questions and to take actionable commitments that will
be used by the team to govern and improve the next release.
o Provide visibility to the team in the lessons learned and future improvements effort that adequate consideration has been
given to various aspects of the project.
e Conduct a discussion with the following questions:
1. What went well in the release?
2. What could be improved?
3. What will we commit to improve in the next release?
4. What questions do we have?

2. Release Retrospective Framework

The team inspects how the last release went concerning individuals, interactions, processes, and tools. Inspected elements often
vary with the domain of work. Assumptions that led them astray are identified and their origins explored. The team discusses what
went well during the release, what problems it encountered, and how those problems were (or were not) solved.

The team identifies the most helpful changes to improve its effectiveness. The most impactful improvements are addressed as soon
as possible. The team is encouraged to improve its process and practices to make it more effective and enjoyable for the next
release. During each release retrospective, the team plans ways to increase product quality by improving work processes or adapting
the definition of “Done” if appropriate and not in conflict with product or organizational standards.

By the end of the release retrospective, the team should have identified improvements that it will implement in the next release.
Implementing these improvements in the next release is the adaptation to the inspection of the team itself. Although improvements
may be implemented at any time, the release retrospective provides a formal opportunity to focus on inspection and adaptation.
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The following table provide specific questions that will be asked and answered during the Release Retrospective.
Comments will be detailed within each box.
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What went well in the release? What could be improved?
0 <Add details> 0 <Add details>
What will we commit to improve in the next release? What questions do we have?
0 <Add details> 0 <Add details>
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