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1 Management Summary

Please summarize the contents of the lessons learned document.
2 Key Performance Indicators

2.1 Project

Note: this chapter is part of a project closure report in most cases. It can be included in the lessons learned document to show an overview.
	Key Performance Indicator
	Target
	Actual

	Project scope
	
	

	Customer satisfaction
	
	

	Project start date
	
	

	Project end date
	
	

	Project duration
	
	

	Phase start/end dates

1. Phase

2. Phase

3. ...
	
	
	
	

	Milestones

1. Milestone
2. Milestone
3. ...
	
	

	Budget
	
	

	Resources (People)
	
	

	Quality assurance results
	
	

	Comments and evaluation
	


2.2 Project evaluation

Hint: If your organization already uses metrics to evaluate projects, please include the results here. The following table shows two examples:

	Metric
	Evaluation

	Have all reasons for deviations of tolerances and corrective measures been documented?
	

	Have all lessons learned been documented at the end of each phase?
	


3 Project organization

Please show the project organization using a diagram and describe the responsibilities and the decision making processes. Please summarize important lessons learned for future projects.

4 Soft skills

Please describe project team regarding structure and management. Draw conclusions for future projects. Repeat these steps for relations regarding customers, project management team and stakeholders.
5 Project management methodology

Hint: Due to different PM methodologies of organizations, this chapter only provides hints.
5.1 Processes

For example, use the process diagram of your PM methodology to show how the processes have been used. Describe the positive and negative lessons learned which can be used by future projects.

5.2 Techniques

Please document the techniques used in the project which are relevant for future projects.

5.3 Tools

Repeat for the tools being used in the project, e.g. software.
5.4 Documentation

Please list templates and documents including the lessons learned which are useful for future projects.

5.5 Knowledge areas

Please project lessons learned, which were not described in the previous chapters organized by the knowledge areas of the PMBOK® Guide of the PMI® or other suitable criteria. The knowledge areas of the PMI can help to structure the lessons learned::

1. Integration management

2. Scope management

3. Time management

4. Cost management

5. Quality management

6. Human resource management

7. Communications management

8. Risik management

9. Procurement management

6 Satisfaction

Please describe the project based on the satisfaction of the project stakeholders.

Hint: the row stakeholder applies to all stakeholders except customer, project (management) team and project team members.
	Customer
	

	Stakeholder
	

	Project team
	

	Project management team
	

	Project team members
	


7 Successes and failures

Which were the most important successes and failures of the project? What can future projects learn?
8 Recommendations

Please summarize the most important recommendations for future projects.
9 Actions

Please complete the lessons learned document by actions. You can get a suitable template from this site: http://www.pm-templates.de.
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