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PROJECT MANAGEMENT PHASES
Project Lessons Learned




[Note: The following template is provided for use in Government Text enclosed is included to provide guidance to the author and should be deleted before publishing the document. The Lessons Learned Document be completed by the project manager during the Project Closeout process.  
This <Project Assessment template> includes all elements, which should be considered.  Not every project will require or involve all elements.  In preparing a business opportunity document for a specific product/service, you may wish to omit sections or elements that are not relative to that undertaking.  Conversely, you may wish to add sections that do not exist in this template.]
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[The Lessons Learned Document is designed to address lessons learned for all sizes and types of projects. Your experiences during the project process and your feelings concerning the project management process are very important and are vital in our efforts to improve the quality of the project management process. This document is intended to collect lessons learned information so we can share this information among the project managers and improve project management for all the initiatives and projects in MTC. The information will also be used to identify areas for training.]

1. Answer each topic
· None – means you have no lessons learned 
· NA – means the topic is not applicable to your project
· Answer – give a meaningful answer. Provide positive and negative lessons learned. You can note the lesson learned as positive, negative, or both.
2. If you have a lesson learned that was not captured under one of the topics, please add it under the “General Comments” section at the end of the document.

Example:
	Topic
	Lessons Learned

	1. Vendor Management / Vendor Performance / Vendor Deliverables
	NA (this project did not have any vendors or contractors working on the project).

	2. Project Approval Process
	The agency process was not clear and took longer than I had expected. I need to plan better to allow for the agency approval process.

	3. Development / Build
	None







	PROJECT NAME
	PROJECT MANAGER
	DATE

	

	
	


[bookmark: _Toc190402220]Initiation:

			Topic
	Lessons Learned

	1. Business Case / Project Charter
	

	2. Level 1 Budget 
	

	3. Benefits
	

	4. Procurement Plan (procurement strategy….build vs buy)
	

	5. Project Approval Process
	

	6. Managing Sponsor Expectations
	

	7. Managing Stakeholders /Vendor Expectations
	

	8. Others
	



	
[bookmark: _Toc443290857][bookmark: _Toc16051826][ The purpose of this report is to evaluate the project to provide lessons learned that enable continuous improvement in project management. ]
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Please tell us the lessons you learned during the Planning & Design Phase.
	Topic
	Lessons Learned

	1. Updated Business Case 
	

	2. Updated Budget
	

	3. Updated Benefits
	

	4. Updated Procurement Plan
	

	5. Project Approval Process
	

	6. Managing Sponsor Expectations
	

	7. Managing Stakeholder/Vendor Expectations
	

	8. Risk Management
	

	9. Issue Management
	

	10. Monthly Status Reporting
	

	11. Staffing Plan
	

	12. Project Schedule / Milestones / Project Planning
	

	13. Requirements Mapping
	

	14. Others
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Please tell us the lessons you learned during the Execution Phase.

	Topic
	Lessons Learned

	1. Updated Business Case 
	

	2. Updated Procurement plan
	

	3. Project Approval Process
	

	4. Managing Sponsor Expectations
	

	5. Managing Stakeholders/Vendors Expectations
	

	6. Risk Management
	

	7. Issue Management
	

	8. Monthly Status Reporting
	

	9. Project Schedule / Milestones / Project Planning
	

	10. Resource Management (internal & external resources)
	

	11. [bookmark: OLE_LINK1]Vendor Management / Vendor Performance / Vendor Deliverables
	

	12. Project Communication
	

	13. Change Management / Change Request
	

	14. SLA Development (service level agreement)
	

	15. Pilot
	

	16. Development / Build
	

	17. Testing (test execution, verification & validation,)
	

	18. Requirements Verification & Validation
	

	19. Setting up environments
	

	20. Backup / DR Strategy
	

	21. Cost tracking
	

	22. Other
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Please tell us the lessons you learned during the Implementation Phase.

	Topic
	Lessons Learned

	Updated Business Case 
	

	Project Approval Process
	

	Managing Sponsor Expectations
	

	Managing Stakeholders/Vendors Expectations
	

	Risk Management
	

	Issue Management
	

	Monthly Status Reporting
	

	Project Schedule / Milestones / Project Planning
	

	Resource Management (internal & external resources)
	

	Vendor Management / Vendor Performance / Vendor Deliverables
	

	Project Deliverables (refer to the list of deliverables that the PM said would be delivered)
	

	Project Cost vs Budget Cost
	

	Change Management / Change Request
	

	Implementation of Backup / DR 
	

	Implementation of SLA
	

	Readiness  to next phase
	

	Training (user, admin, etc)
	

	Other
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Please tell us the lessons you learned that were not covered in the previous sections.
	Topic
	Lessons Learned

	1.   
	

	2.  
	

	3. 
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