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	Post Project Review Meeting

	Project ID:
	[Project ID]

	Project:
	[Project Title]

	Date:
	[Generated Date]


Achievement of Planned Benefits
	Benefits achieved:
·  What benefits, as planned, have been achieved as a result of the project taking place?

	Benefits not achieved:

· What planned benefits have not been achieved as a result of the project taking place?  What goals were not achieved?


Achievement of Time Estimates
	Tasks exceeding time estimates:

· What tasks took longer than originally planned and why?

	Tasks taking less than estimated time:

· What tasks were finished earlier than anticipated and why?


Achievement of Cost Estimates
	Costs exceeding estimates:

· What project costs exceeded the original estimates and why?

	Costs lower then estimates:

· What project costs came in lower than anticipated and why?


Achievement of Outputs to Quality Standard
	Outputs that met or exceeded user requirements:

· List areas where the ouputs have been delivered or exceed the quality standard set.  

	Outputs that were not fit for purpose:

· List here those outputs that were not of appropriate quality or were unfit for purpose.

	Incorrect assumptions and common factors affecting quality:

· What issues affected quality?  What assumptions did you make that turned out to be incorrect during the lifespan of the project?  Examples might include assumptions being made incorrectly on the compatibility of new software with systems already in place in the organisation.


Summary of Lessons Learned
	Give details of any unexpected outcomes of the project (positive or negative):

· List the unexpected outcomes and include details on whether they’ve had a good or bad impact on the project and, perhaps, beyond the planned project results.

	Give details of any lessons learned as a result of the project:

· What have you learned as a result of embarking on this project?  You may have learned that there are some things that you did that you would not do again if you were to work on another project.  You may have learned new ways of approaching activities within a project that you would replicate in other projects.  Any lessons learned are valuable – whether they are based on good or bad experiences they are very useful for future reference.


Recommendations
	Give details of any recommendations for action in relation to this project:

· What would you like to happen as a result of this project – what recommendations would you make as a result of undertaking this project?  Can you suggest new ways of approaching activities within the organisation as a result of the outcomes of the project?

	Give details of any recommendations for action in relation to future projects:

· You may, as a result of experience on this project, have a number of recommendations to be taken forward in future projects.  These recommendations may, for example, relate to the whole project approach, or the way in which project teams are established and trained.  The recommendations can be made as a result of both positive and negative experiences within the project journey but, again, whatever the experience the recommendations for future projects are likely to be valuable.
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