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Purpose of a Lessons Learned Report
Throughout each project life cycle, lessons are learned and opportunities for improvement are discovered.  As part of a continuous improvement process, documenting lessons learned helps project teams discover the root causes of problems that occurred and avoid those problems in later project stages or future projects. A lessons learned session that brings together project team members, sponsors, and stakeholders can assist with completion of this report, though lessons can begin to be captured from the start of a project, not just at the end. The final report should be shared to assist with knowledge transfer and to help establish best practices.

Section 1:  Project Overview
This section should include a brief overview of the project, highlighting key results. 
Section 2:  Executive Summary
This section should include a high-level summary of the lessons learned captured below.   
Section 3:  Success Factors
This section should include a summary of the main success factors that the project team identified.  
Section 4:  Primary Challenges
This section should include a summary of the main challenges that the project team identified.

Section 5:  Lessons Learned
Project areas can be added/removed to suit the project and the key areas of improvement identified as most important.
	Project Area 
	Key Learnings

	Project Planning

	Did well:
Areas to improve:
Recommendations for future projects: 


	Achieving Project Goals and Objectives

	Did well:
Areas to improve:
Recommendations for future projects: 


	People and Their Roles

	Did well:
Areas to improve:
Recommendations for future projects: 


	Project Communication

	Did well:
Areas to improve:
Recommendations for future projects: 


	Project Execution

	Did well:
Areas to improve:
Recommendations for future projects: 
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