[Project name]: lessons learned
Replace everything in [brackets] and delete the gray example rows before you share it. File it where the next project manager will look before planning starts.
	Review date
	[Date]

	Facilitator
	[Name and role]

	Attendees
	[Names and roles]

	Baseline vs actual
	[Finish date: planned / actual. Cost: budget / actual. Scope changes: number approved]


Do differently
	ID
	Category
	What happened
	Effect on the project
	Recommendation
	Action owner
	Due
	Status

	L1
	Schedule
	[What happened, with the date or number that shows it]
	[Days lost, money, quality]
	[What the next project should do]
	[Name]
	[Date]
	Open

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Went well
	ID
	Category
	What happened
	Effect on the project
	Recommendation
	Action owner
	Due
	Status

	L5
	Team
	[What worked, with the evidence]
	[What it saved or made possible]
	[Keep doing: how to repeat it]
	[Name]
	[Date]
	No action

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Status: Open / Done / No action. Every lesson to do differently needs an owner and a date, or No action with a reason.
Review questions
A 60 to 90 minute review within two weeks of handover, while people still remember the details.
	Before the meeting
	Send every attendee the baseline and actual dates, the budget and actual cost, and the change log.

	
	Ask each person to bring two things that went well and two to do differently, with a date or a number for each.

	Goals and scope
	Did we deliver what the charter said? What was added or dropped, and who decided?

	
	Which change requests could we have seen coming at the start?

	Schedule and cost
	Which three tasks slipped the most against the baseline, and why?

	
	Where did the budget go over or under, and was the estimate or the work the cause?

	People, suppliers and communication
	Where did we wait on a decision, a supplier or another team? For how long?

	
	Did the status reports show problems early enough to act on them?

	Close
	For each lesson to do differently: what exactly should the next project do, and who will make sure it happens?

	
	Where will the next project manager find this log?






