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Post-Project Review Form

	PROJECT NAME:
	
	DATE
	

	Name:


	Position/ Role:
	Date on Project:

	Your Name 
	Job title and position within project
	Dates from when on project to finished 

	Description

The purpose of this document is review the project’s lifecycle and gather information on what worked well and what did not, so that future projects can benefit from that learning. Please fill in below as candidly as possible.


	General Overview:

	Please state what your role was in the project and what were the main tasks you had to achieve. 

	Project Planning: 



	Please discuss the stages of planning that were used (if involved). Was the plan adhered to during the project?  What could have been done better? How accurate was the project risk register? How were these risks identified? 

	Scoping: 


	Did the functional requirements meet the project outcome? What areas were well documented / not documented? Was the scoping documentation of a detailed enough level for you to complete your task(s)? 

	Change Control: 


	What change control was in place during the project lifecycle? Was it adhered to? What could be improved? 

	Deliverables / Milestones

	Were the deliverables and timescales achievable? Were they communicated effectively? Did the deliverables/ milestones match the actual product? How could this be improved?

	Resources / Team:

	Was there adequate training? Was there enough staff to ensure deliverables were met? Was there sufficient technical support? Did the team interact well? What could have been done to improve teamwork?

	Management:

	Was there enough support from low/ mid/ senior management? Were issues resolved in a timely manner? Were all levels of management easily approachable? How could this have been improved? 

	Communication:

	Were project updates, project status, issues, resolutions etc communicated effectively? What form of communication was used? Was there too much/ too little meetings/ conference calls?  Were meetings effective? How could the communication within the project be improved? 

	Contractors / Suppliers

	Were contractors used? Who were they? Was a good working relationship achieved between Sykes and the contractor? What was the perceived quality of the product/ service received? What could be done to improve it? Did the contractors adhere to timescales?

	Problems Encountered: 

	Please list the main issues that were encountered during the project and how they were overcome. Were these issues treated as problems or crises? How could each of these issues have been mitigated or avoided?

	Outstanding:

	Are there any outstanding issues still to be resolved?

	Conclusion / Recommendations for Future Projects: 

	Please discuss how you feel generally that the project ran, what were the lessons learned, what could have been done better. Identify three key things that were done right and should be continued. Identify three key things which were done wrong and should be improved. 

	Any other items:



	Please discuss anything that you feel has not been included in this document.  For example time the project occurred (e.g. over a main holiday period); any unusual factors that impacted the project; recommendations for this document. 
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