Project management - an overview

Project review / lessons learned - template
	Information

When the project has been formally completed and 'closed' it's often worth carrying out a project review. Part of this is to compile a list of lessons learned, which will help you in the future if you have to do a similar project.

The KISS (keep, improve, start, stop) method is a simple way of doing this.

· Keep - what went well is worth retaining and using in the future
· Improve - things that were essentially effective but you may want to improve on in a future project
· Start - things that you didn't do on this project but which you now feel would have been beneficial and would implement on a future project
· Stop - what was ineffective or caused problems and which you would not repeat on a future project

You can invite comments on these areas from the project team and then distil responses into a summary document, for example on the grid below. Circulate the final version to all concerned and store it in an accessible place for reference.




Project review / lessons learned

[Project name]

[Date]

Overview

Describe in this section details of the project completion. For example, did it end on time and was it completed within budget? How many defects were reported during testing or quality control stages? What was the nature of those defects? Were key milestones met or were there delays?

Client satisfaction / project success 

Include any information that shows you how well the project has met expectations.

Recommendations
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