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Purpose:  The purpose of the Post Project Review is to communicate and document the experiences of a project in order to better plan and manage future projects.  
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 Steps to follow in a Post-Project Review:

· Select an objective Post-Project Review facilitator and scribe.  The facilitator should have project management, content area, and facilitation experience.  The scribe’s job is to accurately document the review.

· Identify the attendees and interviewees.

· Use the following checklist to identify every aspect of the project.

· Review project files and metrics to identify and summarize issues.

· Hold a Post-Project Review session.

· Every Post-Project Review session should begin with a reminder that the goal is to learn, not to blame.

· Interview key players to identify problems, issues, and best practices (What worked? What didn’t work?), relating to the areas listed below.

· Attach the project requirements to this document for easy review when discussing meeting the project objectives.

· Publish and distribute the results.

	Review Information
	

	Project Sponsor
	

	Project Manager
	

	Review Date
	

	Review Participants & Department
	


	Project Metrics
	
	
	

	Actual Start Date 

(Final project schedule)
	
	Planned Start Date (Project schedule baseline)
	

	Actual Completion Date 

(Final project schedule)
	
	Planned Completion Date 
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	Budgeted Expenses (Project schedule baseline)
	

	% of Original Project Requirements Achieved
	


1. Scope Planning/Management

Discuss the following aspects of Scope Planning/Management with the Project team:

· How well defined was the scope? 
· Was the right group of people assembled to define the scope?  If not, who was missing?

· How many times did the scope change throughout the course of the project?  Was this amount of change acceptable? 

· Was the scope managed well?  What could have been done differently? 

· What worked with the requirements gathering for this project and what didn’t work?

· Were the original requirements/objectives of the project met?  If not, why not?  State how the achieved results differed from the original requirements/objectives.

· Key lessons learned and recommendations for improvement?

2. Change Management

Discuss the following Change Management elements with the project team:

· How were changes to the project tracked and communicated?

· How well informed were project team members, stakeholders, and sponsors of changes and their impacts to the project?

· Key lessons learned and recommendations for improvement?

3. Risk Management 

Discuss the following aspects of Risk Management with the project team:

· Did the project team accurately assess the possible risks and plan for their mitigation?

· Did any unplanned risks surface during the course of the project?  How were they handled?

· Key lessons learned and recommendations for improvement?

4. Project Schedule

Discuss the following Project Schedule items with the project team:  

· List key milestones and deliverables documented by the Project Schedule.  Did these items hit their planned dates?  Note any major variances between planned and actual dates?

· Was the Project Schedule realistic?  If not, what factored into it being unrealistic?

· Were estimates on track with actuals?  What helped people estimate well?  What caused people to estimate poorly?

· How did the Project Schedule evolve over time?

· To what degree was the entire project team committed to the Project Schedule?

· Did the targeted completion date slip?  If so, why?  What can be done in the future to prevent/minimize slippage?

· Key lessons learned and recommendations for improvement?

5. Communication

Discuss the following aspects of Communication on this project with the project team:  

· What communication methods were used on this project  (meetings, e-mail, reports, etc.)

· How were project objectives and progress communicated to executives?  How committed were the executives to the successful completion of this project?

· How effective were project team meetings?  Were they held frequently enough?  Or too frequently?

· Were the project sponsors and stakeholders kept in the loop on project progress?  Was the level of sponsor/stakeholder involvement in the project adequate?

· How well did the project team communicate with each other?

· How well were issues that arose during the project communicated throughout the project team/sponsors/stakeholders?

· How useful were the prepared project documents in the communication of the various elements of this project?  What, if any, project documents were not used that would have benefited this project?  Why were they not used?

· Key lessons learned and recommendations for improvement?

6. General Observations

Open the discussions to general comments about what worked well and what didn’t work on the project:

· Was the project significantly delayed/hampered by outside dependencies (outside to the project that is)?  Which ones?  How to solve?

· What were the main bottlenecks on the process?

· What were the main sources of frustration in the project?

· Recommendations that would improve the results of future projects similar to this one?
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