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Copyright & Legal (example)
This report, prepared specifically for OnProject.net, is the intellectual property of IBID Communications.  It is protected by copyright and it is presented in circumstances of complete confidentiality.  It must not be given, reproduced, or disseminated, to any person, public authority, institution or organisation without the express consent of IBID Communications in writing.

In no event shall IBID Communications be liable to anyone for special, incidental, collateral, or consequential damages arising out of the use of this information.

Many designations used by manufacturers and sellers to distinguish their products are claimed as trademarks or other proprietary rights.  Where designations appear, and when the editorial staff were aware of a claim, the designations have been shown.  Other trademarks, registered trademarks, and service marks are the property of their respective owners.

Copyright (c) 2007 IBID Communications.  All rights reserved.
Originated in Australia.
Background
Brief outline of any background to the Project / (business / political) context. Include brief outline of rationale, who commissioned by, drivers etc. Where does the project fit within wider picture?

	Context
	Stakeholder
	Internal Environment

	· International

· Political

· Legal/Regulatory

· Economic

· Technological

· Socio-cultural
	· Competitors

· Customers

· Suppliers

· Strategic Allies

· Regulators


	· Owners

· Employees

· Board of Directors

· Culture




Executive Summary

Provide a brief 1-2 page summary of the lessons learnt.  Make this section count as some busy executives will not get to the rest of the document.

In addition to this provide a table summary of recommendations identifying who is the owner.

	Ref
	Title
	Owner
	Priority

	HR-001
	Reduce 4 week job advertising float time to 2 weeks
	HR Director
	1

	
	
	
	

	
	
	
	

	
	
	
	


Management and Quality Processes

What Went Badly

When completing this section, you should dig deeper than just describe what went badly.  Ask (and answer) all the key questions:
Process Name (that went badly)
· What exactly went wrong (provide a detailed narrative)
· Why did it go wrong (your analysis)

· Is it worth fixing?  Cost/benefit analysis.

· If so, how do we fix it? How do we stop it from happening again?

What Were Lacking

Identify what processes were lacking.
Process Name (that was lacking)

· What exactly was lacking? 
· Why is it lacking?

· If missing, refer to standard or previous experience to justify its inclusion

· How do we put it in place?
What Went Well

You may have notices I’ve switched the order of these three sections to put “what went well” at the end.  Typically I find managers want to know the bad news first - what went wrong, what could hurt them, or who they should be hurting.  Plus its always nice to end on a positive (
Abnormal Events

Here is your chance to document the events that had a direct and tangible impact on your project plan, budget and timeline resulting in a deviation from your initial agreed plan.  The events are as varied as they are random.  Some examples could be unseasonal weather, CEO shock retirement, market crash, power failure, virus attack or even something as simple as a stock recall.
While listing your abnormal events, don’t forget to address the following considerations.

· How did it impact your project?  Time, cost, quality.
· Why wasn’t it considered as a risk and mitigated?

· How can it be avoided next time?
Technical Methods and Tools

Part of a lessons learned is to assess your technical methods and tools.  Again, using the same approach as the “management and quality processes” look at your methods and tools.
What Went Badly

What Was Lacking

What Went Well
Project Issues

There are many ways to analyse project issues, here are some suggested ways:

· What were the top 10 issues faced by the project? What was their impact?

· Ability of the project to identify issues

· Ability of the project to close issues

· What areas of the project suffered the most/least issues? Why?

· What areas of the project suffered the most high priority issues? Why?

· What issues remain open? Why?
Recommendations

Here is your chance to document your recommendations for change.  In your description, keep your language clear, concise and to the point.  Identify a clear owner and estimate to the best of your ability a priority.  At the the end of each narrative, place your recommendation (with reference).  For example:
Paragraph describing process/method/tool being recommendation for change and what the recommendation is.  Paragraph describing process/method/tool being recommendation for change and what the recommendation is. Recommendation: Reduce 4 week job advertising float time to 2 weeks [HR-001]
Finally, summarise your findings in a table and place a copy in the executive summary section at the start of this document.
Measurements

Meaningful measurements with meaningful analysis is the key here.  Look at duration and effort taken to complete work packages and products.  Benchmark performance against previous projects if the information is available.

Statistics

Again look at your projects ability to ensure quality.  What reviews were conducted? How many and of what severity were the errors found?
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