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Lessons Learned Report seq section \r4 \h  Instructions 
The Lessons Learned Report is to document items identified as successes, challenges or lessons learned that occur throughout the life of a project. The Lessons Learned Report will be presented at the project’s initial Quality Gate Review and updated for each subsequent Quality Gate Review.  Any content modifications should be the consensus of the review members.  

Note: Include any items on performance (met or not met), functionality (did it meet desired outcome), did the project satisfy all stakeholders and any anecdotes provided directly from the users.

	Item
	Definition

	Project Name
	The formal title or application namespace given to the project

	Portfolio Name
	The portfolio name where the project is managed

	Development Manager
	The Development Manager’s name

	Date of Report
	The date of the report (mm/dd/yy)

	TeamPlay ID
	The TeamPlay Project ID

	Project Start Date
	Date the project started (mm/dd/yy)

	Scheduled Project End Date
	Date the project is scheduled to end (mm/dd/yy)

	Project Type
	Development, Enhancement, Maintenance

	External Interfaces
	Interfaces external to OED, such as the Austin Automation Center, Department of Defense, etc.

	Internal Interfaces
	Interfaces with other applications 

	Development Team Members
	The core development team member’s names

	Process Area 
	Use one of the following: Project Initiation, Requirements, Test Preparation, Product Build, Product Documentation, Test and Certification, or Project Closure 

	Project Successes
	Describe how the Integrated Project Team was successful in meeting or exceeding stated goals and deliverables

	Project Challenges
	Describe any challenges that limited or hampered the project's success.

	Lessons Learned
	A full explanation of the lessons learned. What was learned from the successes and challenges? Include things that should have been done differently or not at all and things that were not done that should have been done.

	Process Improvement Recommendations
	If a change is needed to a process, it should be included here and thoroughly explained. If the process improvement will benefit OED as a whole, Process Engineering will review the recommendation and take the appropriate action.  Document the requested change(s) in the Lessons Learned Report and submit change(s) using the Process Change Request link found in OED ProPath at:  http://vaww.oed.oit.va.gov/process/propath/ 

	Action Plan
	Document the necessary follow-up actions with the Lessons Learned Report to ensure process improvement recommendations are communicated to the appropriate group responsible for review, approval, implementation, etc. The person(s) who is assigned this responsibility should be included in this section.  


Lessons Learned 

	Project Name: 
	Development Manager:
	Date of Report:  

	Portfolio Name:
	Project Start Date:
	Scheduled Project End Date:

	TeamPlay ID:
	External Interfaces: 

	Project Type: 
	Internal Interfaces: 

	Development Team Members:


	Process Area
	Project Successes
	Project Challenges
	Lessons Learned
	Process Improvement Recommendations
	Action Plan

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



