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General Information

	Project ID/Acronym:
	
	Date:
	

	Controlling Agency:
	
	Modification Date:
	

	Prepared by:
	
	Authorized by:
	


Privacy Information
This document may contain information of a sensitive nature.  This information should not be given to persons other than those who are involved with this system/project or who will become involved during its lifecycle.

Change Control
	Revision Date
	Author
	Section(s)
	Summary

	
	
	
	

	
	
	
	


B.
Lessons Learned
	CATEGORY
	 FORMCHECKBOX 

	Budget
	 FORMCHECKBOX 

	Client
	 FORMCHECKBOX 

	Communications
	 FORMCHECKBOX 

	External Components

	
	 FORMCHECKBOX 

	Training
	 FORMCHECKBOX 

	Project Plan
	 FORMCHECKBOX 

	Project Schedule
	 FORMCHECKBOX 

	Quality

	
	 FORMCHECKBOX 

	Resources
	 FORMCHECKBOX 

	Risk
	 FORMCHECKBOX 

	Scope
	 FORMCHECKBOX 

	Change Management

	
	 FORMCHECKBOX 

	Requirements
	 FORMCHECKBOX 

	Design
	 FORMCHECKBOX 

	Testing
	 FORMCHECKBOX 

	Other       

	HIGH-LEVEL PROJECT PURPOSE

	     

	PROJECT PHASE/SEM STAGE
	PROCESS/DELIVERABLE

	     
	     

	 FORMCHECKBOX 

	Success
	 FORMCHECKBOX 

	Problem/Improvement Opportunity
	 FORMCHECKBOX 

	Other (Please explain below)

	     

	Description

	     

	Analysis

	     

	Recommendation

	     


IMPORTANT!  IN ORDER FOR THE REMAINING PAGES OF THIS DOCUMENT TO FUNCTION PROPERLY, PLEASE DO NOT INSERT/REMOVE ANYTHING PAST THIS POINT!  NOTE:  THIS STATEMENT WILL NOT PRINT, UNLESS PROMPTED.  PLEASE DO NOT REMOVE FROM THE DOCUMENT.
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Instructions

A.
General Information

Information to be provided in this section gives a specific name to the project as well as pertinent information about the personnel involved.
Privacy Information

Change Control

This information is to be used to control and track changes made to this system/project document throughout its lifecycle.

B.
Lessons Learned
For each comment block completed, please provide the following information.  Refer to the Phases and Deliverables listing for guidance in providing the phase and process/deliverable information.

· For purposes of future online database indexing, please select a Category that best fits your Lesson Learned.  Examples for "Other" might be training, mentoring, interns, etc.

· Project Phase/SEM Stage – Project Management Phase and/or Systems Engineering Methodology Stage where the problem or best practice occurred

· Process/Deliverable – PM methodology process that was followed or deliverable that was being developed during the phase

· Description of the problem or success

· Analysis of the root causes of the problem or success and the key factors that influenced the results

· Recommendation for action (if applicable)

· Corrective Actions (actions taken as a result of the analysis of an actual experience)

· Preventative Actions (actions taken to prevent a negative situation from happening)

· Improvement Actions (actions taken to improve efficiency or safety based on good work practice innovation)
All Project Lessons Learned documents (PMM-0018s) for an individual project should also be included with the Post Implementation Evaluation Report (PMM-0016), when completed.
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