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Project Name
Lessons Learned Meeting Agenda and Minutes
Note: Delete and/or type over the italicized help text in this document. 

	Meeting Information 

	Purpose: 
	Lessons learned discussion 

	Date:
	

	Time:
	

	Location:
	

	Meeting Leader:
	

	Attendees:
	

	Unable to attend:
	


	Agenda 

	Topic and Notes 
	Presenter

	1. Post Assessment Survey 
a. Thank project team members for completing the Project Assessment survey. 

b. Briefly review survey results.  
	

	2. Lessons learned discussion 
Use some or all of the following questions to begin and structure a project lessons learned discussion: 

a. What worked well during the project? 
b. What could have been done better during the project? 

c. How well were project team member roles and responsibilities defined?
d. In general, how well were project management tools and processes used on this project?

e. How well was the project scope defined? 

f. Were the business requirements well defined? 

g. Were the technical requirements well defined? 

h. How well was project planning and scheduling done? 

i. How well was the communication process defined and managed? 

j. How well were issues managed? 

k. How well were risks identified and managed? 

l. How well were changes managed? 

m. Did the testing go well? 

n. Was the training adequate? 

o. Was the project documentation adequate? 

p. How effective were project team meetings? Were they scheduled frequently enough or too frequently? 

q. Did we have adequate resources and staffing? 

r. Was the team productive? 

s. How were the team dynamics? 

t. Were vendors well managed? 

u. How well were the overall objectives and success criteria of the project met? 

v. Did the project meet business expectations? 
	

	3. Next steps  
a. Explain that results from this meeting and the Project Assessment survey will be used to complete the Project Closeout Report. 
b. Discuss date, time, and location of project celebration.  
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