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Lessons Learned for [Project]

Identify lessons learned that should be elevated as process improvement recommendations within the organization. Identify the lessons learned in terms of a problem (issue). Describe the problem and include any group/department documentation references (e.g., Release Plan) that provide additional details. Identify recommended improvements to correct a similar problem in the future, including elevation plans for communication and follow-up about the improvement.

	Problem Statement
	Problem Description
	References
	Recommended Change
	Elevated To 

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     



Roles and Responsibilities

Summarize roles and responsibilities for the procedure team and stakeholders identified in the procedure structure above.

	Role
	Responsibility

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


1.1 
Responsibility Matrix

Complete the responsibility matrix for each of the procedural roles. As a graphical depiction of a more detailed perspective of responsibilities, the matrix should reflect by functional role the assigned responsibility for key milestones and activities.

	Major Milestone
	Role 1
	Role 2
	
	
	
	
	
	
	Role N

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Legend 

E
=
responsible for execution (may be shared)


A
=
final approval for authority


C
=
must be consulted


I
=
must be informed


1.2 
Procedure Facilities and Resources

Describe the procedure's requirements for facilities and resources, such as office space, special facilities, computer equipment, office equipment, and support tools. Identify responsibilities for provisioning the specific items needed to support the project development environment.

	Resource Requirement
	Responsibility

	
	

	
	

	
	

	
	

	
	

	
	


2. 
Points of Contact

Identify and provide contact information for the primary and secondary contacts for the procedure.

	Role
	Name/Title/Organization
	Phone
	Email

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


3. 
Glossary

Define all terms and acronyms required to interpret the Lessons Learned properly.

(
4.  
Revision History

Identify document changes.

	Version
	Date
	Name
	Description

	1
	01/28/2008
	Derek Huether
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


5. 
Appendices

Include any relevant appendices.
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