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Below highlights a sample agenda for facilitating a typical 2 hour BPR workshop.
	Start
	Stop
	Assigned
	Activity
	Comments

	8:45
	9:00
	BPR Intermediate Business Analyst
	Register/Sign-in Participants
	Participants sign-in to the workshop, and if applicable, find designated or assigned seat.

	9:00
	9:05
	Customer Leadership
	Opening and BPR Project Introduction
	To reinforce leadership buy-in and importance of the effort, it is critical to have customer leadership kick-off the BPR workshop. Stakeholder participation is higher when leadership is involved and sponsoring an effort. Customer leadership typically reinforces their previous email communication to the stakeholder group, tells them why they are here and participating, what they are trying to achieve, and thank them for their support.

	9:05
	9:10
	BPR Senior Business Analyst
	Introduction to the BPR Workshop
	Review the goals, objectives, expectations, bathroom and emergency logistics, etc. of the BPR workshop.

	9:10
	9:30
	BPR Intermediate Business Analyst
	Participant Introduction via ice-breaker
	Creative way to get participants to introduce themselves, others in the room, and to loosen up.

	9:30
	10:15
	BPR Senior Business Analyst
	BPR Breakout Session 1
	The BPR Senior Business Analyst will either break participants into small groups or work as a whole team to begin discussing the process to be defined.  The sample BPR activity sheets are a tool to help elicit and capture input from participants on the defined process.

	10:15
	10:25
	All Participants
	Break
	Allow participants to use the restroom or grab a drink.

	10:25
	10:55
	BPR Senior Business Analyst
	Review/Validate BPR Breakout Session 1
	The BPR Senior Business Analyst will review, or get volunteers if participants were broken into groups, to review the process that was just defined in its entirety, and acquire feedback, input, questions/concerns, etc. from participants.  The overall goal is to ensure there are no gaps in necessary information needed to support the activities and processes and that there is consensus and buy-in from participants.

	10:55
	11:00
	BPR Senior Business Analyst
	BPR Workshop Wrap-Up
	The BPR Senior Business Analyst will thank the group for their participation, reiterate the objectives that were accomplished, review/reiterate any actions or follow-ups that may need to take place (e.g., parking lot questions), discuss next steps (i.e., developing the formal process maps and getting specific SMEs or participants to validate), and details on next workshop.
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