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	The purpose of this document is to pass on any lessons that can usefully be applied to other projects, both about things that went well and things that didn’t.   
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1. Overview

1.1 Purpose

To pass on any lessons that can usefully be applied to other projects, both about things that went well and things that didn’t.
1.2 1.2
Background

General information about the project and why lessons can be learned from this project.

1.3 1.3
Structure of Report

General outline of how the report is structured, what is included in the following sections and anything that isn’t being addressed.

2. 2.0
Project Organisation & Structure

2.1 Main Features

Outline the main features of the project organisation and structure that are relevant to the lessons being learned, e.g. if a particular team structure worked very well, then details of the structure should be provided.

2.2 Things That Worked Well

A bullet-point summary list of what went well, and why.

2.3 Things That Could Have Been Done Better

A bullet-point summary list of what didn’t go well, why, and how it could have been improved.

3.0
Project Systems & Processes

3.1
Main Systems & Processes Used

Outline anything about the systems and processes used that is relevant to lessons learned, setting the context for the lists of lessons below.

3. Things That Worked Well

3.1 3.3
Things That Could Have Been Done Better

4. Definition & Assessment Phase

4.1 Main Features

Outline the approach taken to defining the project, where this is relevant to the lessons learned.

4.2 Things That Worked Well

4.3 Things That Could Have Been Done Better

5. Delivery Phase

5.1 Main Features

Outline the approach taken to delivering the project, where this is relevant to the lessons learned.

5.2 Things That Worked Well

5.3 Things That Could Have Been Done Better

6. Implementation

6.1 Main Features

Outline the approach taken to implementation, where this is relevant to the lessons learned.

6.2 Things That Worked Well

6.3 Things That Could Have Been Done Better

7. Specialist Areas

Include here any areas specifically related to this project and not included in the generic sections above.  Use as many sections as necessary.  Examples might include: Partnership working with a supplier, engaging the business etc.

7.1 Main Features

7.2 Things That Worked Well

7.3 Things That Could Have Been Done Better

8. Conclusions

Outline here any general conclusions about the lessons from this project that should be considered for the future.

9. Recommendations

Summarise any significant recommendations for the Project Board to address or escalate.

Also include any recommendations for changes to the project method.

10. Summary of Lessons Learned

This section will only be needed if a summary report is required, particularly if recommendations have significant or Group-wide impacts, and if requested by Programme Board or Group Executive.
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