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Project Lessons Learned
Capture transferable learning so future project teams can repeat effective practices and avoid recurring challenges.
	Project Name
	Project Manager / Facilitator
	Review Date

	[Enter project name]
	[Enter project manager or facilitator]
	[mm/dd/yyyy]


1. Project Context
Briefly describe the project, phase, or major initiative being reviewed and the outcome at the time of the lessons learned discussion.
	Project / Phase Reviewed
	Participants / Groups Represented

	[Enter project or phase reviewed]
	[Enter participants or groups represented]

	[Add context if needed]
	[Add participants if needed]


2. What Worked Well
Identify practices, decisions, approaches, or conditions that contributed positively to delivery or outcomes and should be considered for reuse.
	What Worked Well
	Why It Worked / Value Created
	Recommendation for Future Projects

	[Worked-well item 1]
	[Value or reason 1]
	[Future recommendation 1]

	[Worked-well item 2]
	[Value or reason 2]
	[Future recommendation 2]

	[Worked-well item 3]
	[Value or reason 3]
	[Future recommendation 3]

	[Worked-well item 4]
	[Value or reason 4]
	[Future recommendation 4]


3. Opportunities to Improve
Identify challenges, friction points, or approaches that could be improved. Focus on the process, condition, or approach rather than assigning blame.
	Opportunity / Challenge
	Impact on the Project
	Recommendation for Future Projects

	[Opportunity or challenge 1]
	[Project impact 1]
	[Future recommendation 1]

	[Opportunity or challenge 2]
	[Project impact 2]
	[Future recommendation 2]

	[Opportunity or challenge 3]
	[Project impact 3]
	[Future recommendation 3]

	[Opportunity or challenge 4]
	[Project impact 4]
	[Future recommendation 4]




4. Key Lessons by Delivery Area
Use only the areas that generated meaningful lessons. Add, remove, or rename an area when the project requires a different focus.
Planning & Scope
Planning quality, requirements, scope clarity, assumptions, estimating, sequencing.
	Lesson / Observation
	Recommendation

	[Lesson or observation]
	[Recommendation]


Governance & Decision-Making
Sponsorship, accountability, decision authority, escalation, approvals.
	Lesson / Observation
	Recommendation

	[Lesson or observation]
	[Recommendation]


Team & Resources
Roles, staffing, capacity, skills, collaboration, resource availability.
	Lesson / Observation
	Recommendation

	[Lesson or observation]
	[Recommendation]


Stakeholder Engagement & Communication
Alignment, expectations, communications, adoption, change readiness.
	Lesson / Observation
	Recommendation

	[Lesson or observation]
	[Recommendation]


Delivery & Execution
Delivery approach, coordination, dependencies, risk/issue management, vendor or technical execution.
	Lesson / Observation
	Recommendation

	[Lesson or observation]
	[Recommendation]


Testing, Implementation & Transition
Testing, readiness, deployment, training, support transition, operational handoff.
	Lesson / Observation
	Recommendation

	[Lesson or observation]
	[Recommendation]


5. Lessons to Carry Forward
Identify the few lessons that would provide the greatest value if applied to future projects. Prioritize lessons that can influence a practice, standard, template, behavior, or decision.
	Priority Lesson
	Recommended Practice / Change
	Who Should Know?

	[Priority lesson 1]
	[Recommended practice or change 1]
	[Audience 1]

	[Priority lesson 2]
	[Recommended practice or change 2]
	[Audience 2]

	[Priority lesson 3]
	[Recommended practice or change 3]
	[Audience 3]

	[Priority lesson 4]
	[Recommended practice or change 4]
	[Audience 4]


6. Follow-Up Actions
Use this section only when a lesson requires action beyond the project, such as updating a standard, template, process, training, or service practice.
	Follow-Up Action
	Owner
	Target Date
	Status

	[Follow-up action 1]
	[Owner 1]
	[mm/dd/yyyy]
	[Status 1]

	[Follow-up action 2]
	[Owner 2]
	[mm/dd/yyyy]
	[Status 2]

	[Follow-up action 3]
	[Owner 3]
	[mm/dd/yyyy]
	[Status 3]

	[Follow-up action 4]
	[Owner 4]
	[mm/dd/yyyy]
	[Status 4]
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