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[PURPOSE OF THE LESSONS REPORT:]
[A Lessons Report is produced at the end of the project, but, if appropriate, can also be produced as part of an End Stage Report and even included in a Highlight Report. It is used to pass on any lessons that can be usefully applied to other projects and possibly to subsequent stages of the current project. The data in the report should be used by corporate or programme management, such as quality assurance, who are responsible for the company’s quality management system, in order to refine, change and improve the standards. Statistics of how much effort was needed for product creation and quality activities can also help in future estimating]

	LESSONS REPORT 

(Use to report on useful lessons (both good and bad) that can be usefully applied to other projects that were initially captured in the Lessons Log.)
	Document Ref & Version No:

	Programme:


	Project:

	Author:


	Date:


Purpose:

[A statement of the purpose of the Lessons Report.  The following is a “standard format” that may be used or adapted by the Project Manager:]
This document has been produced to capture useful lessons (good and bad) during the life of the project. Any abnormal events have been captured and an assessment of technical methods and tools used, including an analysis of project issues and their results has been reported on. Any recommendations for future enhancement or modification of the project management method have are also given, together with useful measurements on the effort required to produce products and statistics on how effective quality reviews and other tests were. The aim is to provoke action so that the positive lessons become embedded in our organisation’s way of working, and that the organisation can look to avoid any negative lessons on future projects. 

This report should be passed to the people who will be responsible for applying the lessons so that the lessons can become lessons ‘learned’.
Executive Summary:
[A brief note from the Project Board Executive on the importance of the Lessons Report and how passing responsibility on to corporate or programme management for the application of the lessons can help to embed them in the organisation’s way of working]

Scope of the Report:
[Does the report cover a particular stage or the project]

The Project Management Method:

· What went well

· What went badly

· What were lacking

[Pull together the ’note form’ information from the Lessons Log and compile a useful summary of the project management method, including the tailoring of the method. Any recommendations to enhance or modify the Project Management Method (PRINCE2). Include any suggestions on how to tailor/scale the method for projects of a similar size and nature]
The Specialist Methods Used:

· What went well

· What went badly

· What were lacking

[Pull together the ’note form’ information from the Lessons Log and compile a useful summary of the specialist/technical methods used to create the specialist products during the project.]
The Project Strategies (Risk Management, Quality Management, Configuration Management and Communication Management):

· What went well

· What went badly

· What were lacking

[Pull together the ’note form’ information from the Lessons Log and compile a useful summary of the usefulness of the project’s strategies and any use of the corporate or programme policies and/or standards which were applied]

Project Controls:

· What went well

· What went badly

· What were lacking

 [A summary of the project management controls applied to the project and any tailoring of them. This would include the level and formality of reporting (verbal and/or oral) and the frequency and formality of monitoring project progress, including end stage assessments and the handling of any exceptions]
Any Abnormal Events that Caused Deviations:

· What went well

· What went badly

· What were lacking

 [Any events that caused the project to deviate from the agreed plan].

Project Issues and Risk Analysis:

[An analysis of all issues and risks that came in to the project, together with their results, e.g. For issues: how many came in, how many were resolved, how many unresolved; total cost of requests for changes (for future change budget setting). 

For risks: how many were identified/not identified, the type and effectiveness of risk response actions applied, how many risks occurred despite applying mitigation actions and the total cost of risks (for future risk budget setting)]

Effectiveness of Quality Management Strategy/Quality Review/Testing Statistics:

[Show statistics on how effective the quality management strategy was in designing, developing and delivering fit-for-purpose products. For example, how effective quality reviews and quality inspections/tests were in error trapping, and how many errors were found ‘after’ a product had passed its quality inspection or test.]
Product Creation Effort:

[Useful measurements on how much effort was required to create the various products (both management and specialist products). This will help with future estimating on similar projects]
Additional Information:

[For significant lessons, providing additional detail may also help. For example:

· Event that occurred

· Effect on project (positive/negative and effect on time/cost/quality/scope/benefit and risk)
· Cause/Trigger of event

· Any early-warning indicators that were apparent

· Any recommendations for future

· Whether the event was previously identified as a risk (threat or opportunity)]

[Check this document against the following Quality Criteria:
1. Has every management control been examined?

2. Are statistics of estimates versus actuals provided?
3. Are statistics of the success of quality controls, such as quality reviews and other types of test used included?
4. Do any appointed Project Assurance roles agree with the report?
5. Have unexpected risks been reviewed to determine whether they could have been anticipated?
6. Have details of the effort taken for each product given?
7. Have recommended actions been provided for each lesson? Note that lessons can not be ‘learned’ until action has been taken]
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