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[bookmark: _GoBack]The purpose of this template is to help teams recording their experiences related to this project, so that the organization can use this in future projects.

Checklist for project components

Check the list below and select the key elements from each category.

	Project Management

Preparation
Planning
Resource mngt.
Risk mngt.
Change mngt.
Time mngt.
Procurement
Cost mngt.
Quality
Status Reporting
Vendor selection
Retrospective
	Technical Aspects/Issues

Requirements
Specifications
Test planning
Construction
Testing
Roll-out
Training
Documentation
Vendor support
	People


Communications
Team experience
Interaction with sponsor
Interaction with customer
Interaction with management
Management support
Meetings quality
	In General


Customer satisfaction
Technical success
Product quality
Product Acceptation
On time
Within budget
Project objective
Achieved
Business goal achieved


					
State the 3 biggest successes of this project and how they originated

	Description
	Success factors

		
		



What other successes does the team want to emphasize?
	Description
	Success factors

		
		



In which 3 areas could the organization improve quickly, and which strategies / actions does it take?

	Description
	Anticipated improvement

		
		



Lessons Learned signatures


	Project manager:
		





I have studied and understand the lessons learned and I agree with it

	Name
	Signature

	(for example:  Sponsor)
	
	
	




	Name
	Signature

	(for example: Executive)
	
	
	




	Name
	Signature

	(for example: Manager(s), etc.)
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