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Introduction

Capturing lessons learned is an integral part of every project and serves several purposes.  While the finalization of a formal lessons learned document is completed during the project closeout process, capturing lessons learned should occur throughout the project lifecycle to ensure all information is documented in a timely and accurate manner.  The lessons learned document serves as a valuable tool for use by other project managers within an organization who are assigned similar projects.  This document should not only describe what went wrong during a project and suggestions to avoid similar occurrences in the future, but it should also describe what went well and how similar projects may benefit from this information.  This document should be communicated to the project sponsor and Project Management Office (PMO) for inclusion in the organizational assets and archives as part of the lessons learned database.  If the organization does not have a PMO then other, formal means of communicating the lessons learned should be utilized to ensure all project managers are included.  

The purpose of the lessons learned document for …….  
Lessons Learned Approach

The lessons learned approach describes how the document will be created, what it will consist of, and how lessons will be categorized.  It is important that the lessons learned approach is covered in the initial stages of project planning.  The reason for this is that a methodology along with an appropriate set of tools should be established to capture these lessons throughout the project’s lifecycle.  A project journal is one example of a tool to capture these lessons.  If no thought is given to lessons learned until project closeout then it is likely that many lessons and details will be omitted from the document.  The contents of the lessons learned document should also be determined ahead of time.  They should be detailed enough to provide value for future use and the contents should be consistent with other lessons learned documents or organizational standards.  The categorization of lessons learned is another consideration.  Many organizations categorize lessons by project lifecycle phase or by the knowledge area that the lesson applies to. 
The lessons learned from …..
Lessons Learned from this Project
The lessons learned must be communicated in a consistent manner.  In addition to the categorization and description of the lesson, it is important to state what the impact was and provide a recommendation for project managers to consider on future projects.  

The following …...
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Lessons Learned Knowledge Base / Database

The Lesson Learned Knowledge Base contains historical information from previous projects.  It is part of the organizational project assets and provides a valuable source of information to be used by similar projects in the future.  All project lessons learned and other historical information need to be transferred to this knowledge/database in order to provide one centralized repository for ease of use.  This should also include information on issues and risks as well as techniques that worked well which can be applied to future projects.  Most lessons learned knowledge/databases contain large amounts of information, so it is important that there is a system for cataloging this information.

The lessons learned for ….
Lessons Learned Applied from Previous Projects

The lessons learned document might also state which historical lessons learned were used on this project.  This information not only shows the value of the documentation of such lessons, but it also shows which lessons are consistently applied by other similar projects.  It is important to reference not only what the lesson was but from which project it was associated with.
The …..

Process Improvement Recommendations
It is important that once lessons learned are collected and documented that the organization approves and implement any process improvements identified.  It is important for organizations to strive for continuous improvement and this portion of the lessons learned process is an integral step.  
As indicated in …  
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