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Overview
The importance of this document is in its sharing.  While codifying the lessons from the project is important, it is expected that this document be shared widely and discussed among many.
Be sure to include lessons learned on what could have been done better and how it could have been done better regarding Project Management, Technology Management, and Business Transition including People Management and Change, a section for What Was Done Well.    The final section has a list of questions to aid in brainstorming to capture the important lessons learned.  All views are important for any project addressing the same or similar issues.

The following categories and subcategories outline the lessons learned:
Project Management 
	Lessons Learned regarding:
	What could have been done better?

[insert lessons below]
	How could it have been done better?
[insert lessons below]

	Project Planning 
	
	

	Resource Management 
	
	

	Change Management
	
	

	Budget and Cost Management
	
	

	Quality Control and Management
	
	

	Use of status reporting
	
	

	Vendors
	
	


Technology Management

	Lessons Learned regarding:
	What could have been done better?
[insert lessons below]
	How could it have been done better?
[insert lessons below]

	Requirements Management 
	
	

	Test Planning and Management 
	
	

	Training Management
	
	

	Implementation of System and or System Changes
	
	

	Post Implementation Support
	
	

	Transition to Operations and Maintenance
	
	

	Vendors
	
	


Business Transition - People Management and Change

	Lessons Learned regarding:
	What could have been done better?
[insert lessons below]
	How could it have been done better?
[insert lessons below]

	People involvement 
	
	

	Communication Management 
	
	

	Sponsor and Committees Activities
	
	

	Management Support
	
	

	Comments regarding trust, conflict, morale, leadership, credibility, scapegoat-ing, rewards, and change resistance
	
	

	Vendor
	
	


What Was Done Well?
Potential Questions for use in Brainstorming:

Was the User’s need/requirement met?

Was the Goal definition adequate?
Did the Project stick to its original goals?
Was the concept selected applicable?
Was the project adequately defined?
Were the risks manageable?
Was the Technology proven before or during the project?
Were problems/issues from too many projects running at the same time avoided?
Did the Project Manager report to right part of the organization?
Was the right person selected as Project Manager?
Was the Project Manager a contracted resource?
Was training and development of project managers and staff adequate?
Was the project office properly organized and staffed? 

Were the resources over committed?
Was the project well planned, with appropriate structure and detail?
Was the project budget appropriate?
Did high costs and cost overruns occur?
Was development adequate?
Were tasks defined adequately?
Were design changes well controlled?
Were specifications clear and understandable?
Was documentation sufficient?
Was the quality and performance sufficient?
Did top management provide continuous support?
Was he project manager effective?
Were the talents and resources on the project team adequate?
Were resources consistently committed to project aims?
Was there good communication amongst project team?
Was there good cooperation from functional areas?
Did fragmented and overlapping organizational functions cause problems?
Was authority and accountability pinpointed?
Were there continual changes in directions?
Were basic management processes adequate?
Was the project tracked against a plan?
Was there appropriate level of controls by the project team?  

Were they “Just right?” “Too general?” “Too restrictive?” 

or was there a failure to ensure cooperation?
Were there appropriate levels of controls by management?

Was enough time spent in initial planning?

Was there enough time spent on status, issues, or project needs?

Was management too controlling?

Was the project redirected when goals changed?


Was there clear criteria for what constitutes the end of the project?
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