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[bookmark: _Toc360186921]Purpose
This Standard Operating Procedure (SOP) for Lessons Learned documents the processes and procedures for capturing and reporting Lessons Learned throughout a project’s lifecycle regarding what went well, what could have been done better, and what should be done in the future, on similar efforts.

Lessons Learned will serve as a valuable tool for use by other Centers for Medicare & Medicaid Services (CMS) Project Managers assigned similar projects.  It will allow CMS to capture, analyze and benefit from them on proposed subsequent actions within an ongoing project as well as new and proposed projects.  They will be communicated to the Project Sponsor and Project Management Office (PMO) for inclusion in the organizational assets and archives as part of a Lessons Learned Database.
[bookmark: _Toc360186922]Authority
The authority to establish management practices for the Information Services Design & Development Group (ISDDG) is provided to the Group Director.

The Lessons Learned Log is listed as an artifact of the CMS Expidited Life Cycle (XLC) process.  Figure 1, below, is a screen shot of the “XLC Artifacts and Templates” webpage mapping the “Lessons Learned Log” artifact to the XLC Phases and associated stage gate reviews.
[image: ]
B = Baseline; F = Final; I = Interim; P = Preliminary
[bookmark: _Ref356811664][bookmark: _Toc360186555]Figure 1. Screen Shot of the “XLC Artifacts and Templates” webpage “Lessons Learned Log”
[bookmark: _Toc360186923]References
a) XLC Process Overview - https://www.cms.gov/Research-Statistics-Data-and-Systems/CMS-Information-Technology/XLC/index.html
b) [bookmark: _GoBack]XLC Artifacts & Template - https://www.cms.gov/Research-Statistics-Data-and-Systems/CMS-Information-Technology/XLC/Artifacts.html#ArtifactsR-Z
1. Lessons Learned Log 
[bookmark: _Toc360186924]Applicability
This SOP applies to CMS, ISDDG staff and contractors.  All shall adhere to the guidelines set forth in this document, as well as guidance provided by their parent organization/company’s guidelines as applicable.
[bookmark: _Toc355963696][bookmark: _Toc360186925]Roles and Responsibilities
Lessons Learned activities involve everyone on the Project Team, including Stakeholders who will be involved in varying degrees depending on the Phase of the Project.  
[bookmark: _Toc360186552]Table 1. Roles and Responsibilities
	Role
	Responsibilities

	Project Manager (PM)
	· Accountable for Lessons Learned planning and ensuring the process is implemented and followed.  The PM will be involved in all facets of the Lessons Learned process.
· Responsible for assigning roles and responsibilities related to the specific Project-Level Lessons Learned activities.
· Reviews Lessons Learned items submitted after a Phase or significant event, determines if the recommendations are appropriate/adequate, and requests modifications if necessary.  
· Assigns Lesson Owners as appropriate.
· Oversees the analysis of Lessons Learned items; assigns final priorities to each item; and approves implementation of recommendation as appropriate.
· Conducts Lessons Learned status meetings.

	Lessons Learned Manager/ Coordinator (Optional)
	· Accountable to the PM and acts on the PM's behalf for managing and coordinating the Lessons Learned activities on the Project.  This function may be performed by the PM based on the size and complexity of the Project.

	Contractors
	· Prepares input to the Lessons Learned process by completing the Lessons Learned Comment Sheet and submits it to the PM within 60 days after completing a Phase or significant activity.
· Provides recommendations for Lessons Learned items as required (i.e., those rated “needed improvement”) and a suggested priority level.
· Provides an individual to serve as Lesson Owner when organizationally assigned to an item by the PM. 
· Provides a representative to attend end of Phase and other Lessons Learned status review meetings.

	Project Team
	· Responsible for identifying, recording and analyzing Lessons Learned in a timely and complete manner.
· As requested by the PM, prepares input to the Lessons Learned process by completing the Lessons Learned Comment Sheet and submitting it to the PM within 60 days after the request is received or in accordance with the timeframe specified in the request.
· Provides recommendations for Lessons Learned items as required (i.e., those rated “needed improvement”) and a suggested priority level.
· Provides an individual to serve as a Lesson Owner when specifically assigned by the PM. 
· Provides a representative to attend end of Phase and other Lessons Learned status review meetings.
· Provides input to the PM related to the assignment of Lessons Learned item priorities, persons to designate as Lesson Owners, and general analysis of items in the Lessons Learned Log.

	Lesson Owner (Optional)
	· (This is an optional responsibility.)  Individual who submitted the Lessons Learned, or has an in-depth knowledge of what has been learned.  Used as a point of contact for future inquiry.
· Assignments will be at the discretion of the PM.  The PM most frequently will make this assignment at the organization/group level and allow that organization/group to assign an individual.
· Implements Lessons Learned recommendations once approved by the PM, either directly, or by direction and reviews others’ work.
· Participates in all Lessons Learned status/review meetings as required, is prepared to provide status of progress of all assigned items.

	GTL 
	· As called for by the PM, prepares input to the Lessons Learned process by completing the Lessons Learned Comment Sheet and submitting it to the PM within 60 days after the request is received or in accordance with the timeframe specified in the request.
· Provides recommendations for Lessons Learned items as required (i.e., those rated “needed improvement”) and a suggested priority level.
· Advises the PM, as needed, regarding assignment of Lessons Learned item priorities, persons to designate as Lesson Owner, and general analysis of items in the Lessons Learned Log.
· May serve as the Lesson Owner on a particular item when assigned by the PM.
· Attends end of Phase and other Lessons Learned status review meetings.

	Project Sponsor 
	· As requested by the PM, prepares input to the Lessons Learned process by completing the Lessons Learned Comment Sheet and submitting it to the PM within 60 days after the request is received or in accordance with the timeframe specified in the request.
· Provides recommendations for Lessons Learned items as required (i.e., those rated “needed improvement”) and a suggested priority level.
· Advise the PM, as needed, regarding assignment of Lessons Learned item priorities, persons to designate as Lesson Owners, and general analysis of items in the Lessons Learned Log.
· May serve as the Lesson Owner when specifically assigned by the PM.
· Attends end of Phase and other Lessons Learned status review meetings.

	Stakeholders
	· Responsible for bringing unique perspectives to Lessons Learned identification and analysis.
· Provides feedback throughout the Project.
· May be invited to Lessons Learned activities as required.



[bookmark: _Toc360186926]Procedures
Lessons Learned will be compiled throughout the Project lifecycle to ensure all information is documented in a timely and accurate manner.  A Lessons Learned Log will be created and continually updated based on work accomplished in each Phase.  Appendices B and C include copies of the Lessons Learned Comment Sheet and Lessons Learned Log with instructions for completing each block of the log.  The Lessons Learned Log must be available for review by all Project Team Members and will be stored at a central and accessible location on CAPMS.
At the end of each Project Phase (and at the end of the Project itself), the team must discuss what was learned during the previous Phase and throughout the Project.  Lessons Learned discussions must consider all aspects of the Project: resources, schedule, budget, and scope, and ask the following questions:
· What went well and what needed improvement?
· What could have been done differently to improve the Project?
· What conditions existed that helped or hindered the Project achieve its objectives?

[bookmark: _Toc360186927]Assumptions & Constraints
[bookmark: _Toc360186928]Assumptions
· CMS personnel and Contractors will provide Lessons Learned input in a timely and accurate manner.
· The PM will examine recommendations related to each Lessons Learned item and may ask for changes or additional information.
· The Lessons Learned Log will be available for review by all Project Team Members and stored at a central and accessible location on CAPMS.
· A Lessons Learned Database will be established, maintained and used as source reference for future activities within the Project and future projects.  
[bookmark: _Toc360186929]Constraints
· CMS may improve the Lessons Learned Log over time; this will be based on priorities and time available.  The overall goal is to increase use of the Lessons Learned Log and socialize the overall Lessons Learned process.  Any changes to the Lessons Learned Comment Sheet, Lessons Learned Log or the process itself should be promptly identified with suggested improvements.
· A Lessons Learned Database does not currently exist as a reference source for future activities within the Project and future projects.


[bookmark: _Toc360186930]Lesson Learned Process Steps
The 4-step Lessons Learned Process is described below:

Step 1:  Capture and Submit Lessons Learned:
Upon completion of each Project Phase or significant activity the PM will request, via email, that CMS Project Teams and contractors complete and submit the Lessons Learned Comment Sheet describing Lessons Learned during the Phase or activity.  This will include areas where issues became evident and were either resolved, worked around, or not resolved.  Up to 60 days will be provided for Respondents to prepare and submit input via email.  Respondents may propose remedial actions, if known, or describe successful actions taken during the Phase which successfully resolved the issue.
Lessons Learned may also be gathered from both realized and unrealized risks in the Project Risk Register, emails providing Project feedback received throughout the Phase, meeting minutes and notes conducted and interviews with Project Team members and other Stakeholders.
Lessons Learned must be considered for all aspects of the Project: resources, schedule, budget, and scope, and ask the following questions:
· What worked well?  Items should be those that are exemplary, not merely routine.
· Process Name (that went well)
· What exactly went well? (Provide a detailed narrative)
· Why did it go well? (Your analysis)
· Refer to standard or previous experience to justify its inclusion as a standard practice.
· How do we implement it?
· What went badly or needed improvement?
· Process Name (that went badly or needed improvement)
· What exactly went wrong? (Provide a detailed narrative)
· Why did it go wrong? (Your analysis)
· Is it worth fixing?  (Cost/benefit analysis)
· If so, how do we fix it? How do we prevent it from happening again?
· What could have been done differently to improve the Project?
· What conditions existed that helped or hindered the Project achieve its objectives?
(NOTE: Lessons Learned will be used as references for future activities within the Project as well as future projects.  Therefore, Lessons Learned identified in the Lessons Learned Log must contain sufficient detail so PMs have enough information upon which they could base their future project Plans.)

Step 2:  Consolidate Lessons Learned in Lessons Learned Log:
The content of each Lessons Learned Comment Sheet received will be saved and consolidated in the Project’s Lessons Learned Log.  Both the Lessons Learned Comment Sheet and Lesson Learned Log will be stored in the central project artifact repository, CAPMS.
Project Team Members will use CAPMS to review these Lessons Learned for general information, work planning, identifying trends and conducting analysis.
Lessons Learned encompass different disciplines within project management.  Lessons Learned items recorded in the Lessons Learned Log will be categorized by discipline. These disciplines simply ask what the nature of the Lesson Learned is: Whether it can apply to:
(1) Cost (EVM for example)
(2) Time (schedule for example)
(3) Communications (verbal and/or written messages sent and received)
(4) Human Resources
(5) Contract
(6) Quality (customer satisfaction)
(7) Scope (requirements)
(8) Integration (of work)
(9) Risks (uncertain events which impact the Project either positively or negatively.)  
(NOTE: Some disciplines may not contain Lessons Learned if none were documented throughout the Project lifecycle.)

Step 3:  Analysis of Lessons Log:
The PM will oversee an analysis of items submitted, saved and consolidated in the Lessons Learned Log.  The overall purpose of this step is to:
· Identify commonalities
· Identify trends
· Evaluate proposed remedial actions
· Draw conclusions
· Make decisions regarding recommendations
· Develop priorities and actions going forward

Step 4:  Follow Up and Tracking:
This step involves updating and maintaining the Lessons Learned Log during and after each Phase or significant activity.  The PM will schedule and conduct Lessons Learned Review Meeting(s) with Project Team members after the Phase or significant activity to review items submitted and entered, receive status regarding ongoing improvements being made and discuss each lesson learned from the perspective of:
· How did it impact the Project?  Time, cost, quality.
· Why was it not considered as a risk and mitigated?
· How can it be avoided (if negative) implemented (if positive) next time?
This step allows for actions taken on particular items to be reviewed, modified as required, re-tried, and successfully closed out or otherwise dispositioned.
Training should be developed and provided based on new practices and process improvements resulting from the Lessons Learned Process.
A Lesson Learned Database will become part of the organizational Project assets and provide a valuable source of information for similar future projects.  It will include historical information from previous projects.

[bookmark: _Toc355099132][bookmark: _Toc360186931][bookmark: _Toc293670419]Lessons Learned Process Overview
Figure 2, below, illustrates the overall Lessons Learned Process Steps.
[image: ]
[bookmark: _Toc360186556]Figure 2. Lessons Learned Process Steps

The Lessons Learned Process illustrates those activities to be followed upon completing a Phase or significant activity.  Over time the Lessons Learned inventory of items captured in the Lessons Learned Log will serve as a “rolling” list of items in various stages of progress.  Only one Lessons Learned Log will be maintained for a Project.  It will be saved in CAPMS and will include all Lessons Learned items being tracked from current and previous Phases, until they are closed.
The four steps of the Lessons Learned Process are described in greater detail below: 

STEP 1:  CAPTURE AND SUBMIT LESSONS LEARNED:

	Step
	Description

	1
	Prior to the completion date of a Phase, the PM will send an email to all intended respondents, with instructions to complete and return the Lessons Learned Comment Sheet via email within 60 days.
Lessons Learned can also be captured from: emails, meeting minutes, Risk Register and other sources that may have provided Project feedback during the Phase.

	2
	The PM will keep a list of responses received.  Two weeks prior to the 60 day limit, if all responses have not been received, the PM will email a reminder to all parties who did not respond. 

	3
	During the 60-day period, each respondent shall fill out the Lessons Learned Comment Sheet with items identifying particular events, processes, or actions that went well, and items that need improvement identified during the Phase or activity.
To do this effectively, the respondent may solicit ideas, analysis, or opinion from individuals on their team having first-hand knowledge of specifics that would contribute to improving the accuracy of item’s description with well thought-out recommendations.
For each item, the respondent shall provide the following information:
· Submitter’s Name: Contractor/CMS authoring the item
· Category:  Cost (EVM for example), Time (schedule for example), Communications (verbal and/or written messages sent and received), Human Resources, Contract, Quality (customer satisfaction), Scope (requirements), Integration (of work), Risks (uncertain events which impact the project either positively or negatively)
· Rating: Worked Well/Needed Improvement
· Description: Provide detailed narrative 
· Recommendation:  Provide detailed narrative
For this process to work best, all information solicited for a particular Lessons Learned item must be completed.  If respondents leave some information blank, the PM or designee will follow up to obtain this information.

	4
	Respondents need not wait until the end of the 60-day period to send in their list of items.  Additionally, after submitting items, if other items are recalled or identified, the respondents should email these new items.
IMPORTANT:  Any new items should be sent using a new Lessons Learned Comment Sheet.


[bookmark: _Toc355099134]
STEP 2:  CONSOLIDATE LESSONS LEARNED:

	Step
	Description

	1
	It is not necessary for all responses to be available to begin this process.  
As Lessons Learned Comment Sheets are received from respondents, the process of adding the Lessons Learned identified in these sheets to the Lessons Learned Log can begin.

	2
	Transfer Process:  The transfer process will be accomplished manually by the PMO.  (An automated process will hopefully be developed in the near future that will take the information from a given Lessons Learned Comment Sheet and place it into the Lessons Learned Log.)
Transfers will take place, as each new Lessons Learned Comment Sheet is received by the PM.  At the conclusion of the 60-day response period, all information should be in place in the Lessons Learned Log.
Lessons Learned taken from emails, meeting minutes, Risk Register and other sources that may have provided project feedback while executing the Phase will be entered directly into the Lessons Learn Log.

	3
	Augment Process:  As new data is added to the Lessons Learned Log, particular rows of the Lessons Learned Log will be augmented with additional information that was not included on the Lessons Learned Comment Sheet as columns—these will include:  Lesson Learned Number (LL#), Lesson Owner, etc.
Some of these items are at the discretion of the PM and can be added at any time, with the goal of having all in place when follow up meetings commence.  

	4
	Sort Process:  At the discretion of the PM, the rows of data in the Lessons Learned Log may be sorted to allow for analysis in the next step. 




STEP 3:  ANALYZE LESSONS LEARNED:

The analysis process is under the direction of the PM.  The PM may solicit assistance and input from various individuals or groups, but has the overall authority to conduct the analysis.  Each item will be analyzed using the following parameters:
· Are there any common recurring items reported?  Are there numerous reports of the same item?
· Into which “Categories” do most items fit?  Are they mostly “Communications”, “Scope” or “Quality” based?   Is there a distinct pattern or trend for the types of items identified?
· Does the write-up of the item make sense?  Does it sound accurate, given the PM’s understanding of what occurred during the Phase?  Will it need to be revisited with its author for clarification?
· Does this item require a root cause analysis (RCA)?
· Is this item something we have seen before?
· How critical is this item?  Is it important to get it resolved before the next Phase?

The table below further illustrates analysis considerations:
[bookmark: _Toc360186553]Table 2. Analysis Considerations
	Situation / Characteristics
	Analysis Considerations

	Many respondents are reporting essentially the same item.
	Determine if solutions that may have been put in place during the Phase are likely to stay in place and continue to work.  If those were only temporary, the process should be examined and new solution(s) developed and implemented.  If the item indicates a serious problem, it should receive a high priority and be worked on before others.  If needed, an RCA should be conducted.

	There appears to be a pattern for the Category in which most items frequently occurred.  For example, are they mostly: Quality, Time, Scope, or are they mostly related to Communications breakdowns?
	Communications problems between contractors or between one or more contractors and CMS can sometimes be resolved through GTL involvement / actions, as can issues of Quality.   Contract problems can lead to contractor frustration - assistance from the GTL or Contracting Officer should be sought.  Scope or other problems should be looked at by ISDDG management and adjustments made.   All changes should be clearly communicated to all parties in a timely manner.  Each issue of this types should be examined for how it may affect subsequent Phases, and assigned an appropriate priority.

	Lessons Learned write-up does not make sense.
	Occasionally, the items’ written descriptions or recommendations may be unclear.  In this case it will be difficult for the PM and the Project Team to determine effective actions.  When it happens, a representative of the group providing the item should be consulted.  Ideally, the author of the item would provide clarification.  If necessary the item can be re-written.  Once the PM and Project Team fully understand the item, the necessary add-on information (Lesson Owner, priority) can be added to the item in the Lessons Learned Log.  A worst case scenario would involve two contractors each writing independent items where each blames the other for the issue.  When this happens, the PM must engage them both, as well as the appropriate GTL(s), in a dialog to discover the facts and identify the real problem.  This is essential if the problem is to be addressed correctly and effectively.

	Item description and recommendation is complex and written in such a way that it is unclear why the issue is occurring.  This will be evident in the write-ups that is vague.
	RCAs should be performed for complex problems that may significantly impact a Phase where the underlying reasons for an item are unclear.  An RCA can point toward an effective solution.
The PM must determine whether an RCA should be performed.  RCA may be outside the scope of the Lessons Learned work, but it may provide information to the Lessons Learned process.

	Item described is something we have seen (and maybe solved) before?
	If an item is listed which was previously identified and successfully resolved, but reoccurs later in the project development process, we need to determine:
· Was it an isolated problem associated with one area of the process or with one contractor, and now it is appearing in another area or with a different contractor?  (Determine how well we published and promulgated the solution.  It could be a case that some people “did not get the memo.”  The solution might be to ensure everyone knows what the successful solution entailed.  In any event, we need to implement and track the solution.)
· The solution was never implemented.  Perhaps it was previously discussed but occurred prior to when we started capturing and tracking Lessons Learned.  (This item needs to be revisited in order to implement the solution.)
· The solution was put in place but was inadequate.  (Analyze the issue, revise the solution if necessary and re-institute it as appropriate.)
· The solution was put in place, and worked well, however, over time it was no longer followed.  (Determine why it was no longer followed:  Was it too difficult to sustain over time?  Did personnel who were familiar with the solution change?  Did people think the solution was no longer required due to changes to other processes - which turned out not to be the case?
The answers to these questions may assist in identifying the appropriate course of action.  Regardless, the item should be addressed and tracked.

	Item identified is very serious.
	If a particular item being brought forward has an immediate impact on subsequent Phases or activites, it needs to be addressed as a high priority item.  All analysis and solution development must be conducted as soon as possible.  It may be that this item requires resources that force work on other Lessons Learned items to be put temporarily on hold.


[bookmark: _Toc355099136]

STEP 4:  IMPLEMENT AND TRACK

Once Lessons Learned are captured, consolidated and analyzed the PM must assess, approve, and implement, as appropriate, any process actions and improvements identified in a timely and effective manner.  It is important for Projects to strive for continuous improvement and this is an integral step of the Lessons Learned process.
At a time to be determined by the PM, follow-up meetings will be scheduled as part of a series of Lessons Learned status/review meetings.
The purpose of the meetings will be to: 
· Review and discuss work on the Lessons Learned items.
· Identify issues and solutions and receive a status regarding the ongoing improvements being made.
· Review priorities.
This step allows for actions taken on particular items to be reviewed, adjusted if needed, re-tried, and ultimately closed or otherwise dispositioned.
The Lesson Learned Database will be updated and maintained.  The Lesson Learned Database will be part of the organizational project assets and provide a valuable source of information to be used by similar projects in the future.  It will contain historical information from previous Projects.  All Project Lessons Learned and other historical information will be transferred to this database to provide one centralized repository for ease of use.  This should include information on issues and risks as well as techniques that worked well which can be applied to future projects.  The Lessons Learned Database will contain large amounts of information, and it is important this information be properly catalogued.

[bookmark: _Toc360186932]Additional Guidelines
[bookmark: _Toc295475374][bookmark: _Toc355099128]None.

[bookmark: _Toc360186933]Effective Date
This SOP is effective immediately upon signature.

[bookmark: _Toc360186934]Modification and termination
This SOP shall remain in effect until changes in procedure require modification and re-approval, but should be reviewed every two years. When it is noted that the procedures are no longer appropriate for the organization, the SOP should be archived per CMS policy.
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[bookmark: _Toc360186935]Appendix A: Acronyms
	Acronym
	Definition

	CMS
	Centers for Medicare & Medicaid Services

	GTL
	Government Task Leader

	ISDDG
	Information Services Design and Development Group

	LL#
	Lesson Learned Number

	PM
	Project Manager

	PMO
	Project Management Office

	RCA
	Root Cause Analysis

	SOP
	Standard Operating Procedure

	XLC
	Expidited Life Cycle





[bookmark: _Toc360186936]Appendix B: Lessons Learned log
Figure 3, below, is a screen shot of the Lessons Learned Log from the XLC Artifacts and Template webpage.

[image: ]
[bookmark: _Ref356834466][bookmark: _Toc360186557]Figure 3. Lesson Learned Log

In Table 3, below, are the instructions for completing each block of the Lessons Learned Log as identified in the “INSTRUCTIONS” Tab of the Lessons Learned Log artifact from the XLC Artifacts and Template webpage.


[bookmark: _Ref356834528][bookmark: _Toc360186554]Table 3. Instructions for Completing Each Block of the Lessons Learned Log
	Item
	Description

	FUNDING No.
	The funding number is assigned by the Office of Financial Management (OFM) once the Project is approved for funding.

	PROJECT MANAGER
	Individual responsible for gathering, distributing, recording and/or reviewing the Lessons Learned Log.  Individual responsible for administering Lessons Learned.

	TECHNOLOGY DEPLOYED
	Technology deployed is the category or component of a system under development in this Project. The categories of technologies currently available are Mid-tier (application), Desktop, Mainframe, Database, Infrastructure, Office Automation or Telecommunications.

	LESSON LEARNED NUMBER (LL #)
	A unique identifier in a numbering system assigned to a Lesson Learned.  The identifier should be used for reference or for cross-reference in the future among project team members and future project stakeholders in search of historical information.  Example: LL01, LL02, LL03, etc.

	LIFE CYCLE PHASE
	From the drop-down menu in this section of the template, please select one of the lifecycle phases indicating when the lesson actually took place. Lessons can be documented between the Planning and Implementation phases of the lifecycle. The lifecycle phase is one of the ten project phases in the CMS Integrated IT Investment & System Life Cycle Framework.  The ten project phases are (1) Initiation, (2) Concept, (3) Planning, (4) Requirements Analysis, (5) Design, (6) Development, (7) Test, (8) Implementation, (9) Operations & Maintenance and (10) Disposition.  Please refer to the framework at this URL:  https://www.cms.gov/Research-Statistics-Data-and-Systems/CMS-Information-Technology/XLC-Newcomer-Guide/index.html

	LESSON LEARNED CATEGORY
	Lessons Learned encompass different disciplines within project management.  These disciplines simply ask what the nature of the Lesson Learned is: Whether it can apply to (1) Cost (EVM for example), (2) Time (schedule for example), or (3) Communications (verbal and/or written messages sent and received), (4) Human Resources,  (5) Contract, (6) Quality (customer satisfaction), (7) Scope (requirements), (8) Integration (of work), (9) Risks (uncertain events which impact the Project either positively or negatively.)

	WHAT WENT WELL
	In this section, please describe the circumstance(s) that influenced the Lesson Learned in a favorable manner.  What went well has a positive impact on the Project.  The following example is a statement of what went well: "The team was exposed to an innovative training, therefore members of the team overcame the higher learning curve within a month.  As a result, the team's productivity increased".

	WHAT DIDN'T GO AS WELL
	As opposed to the section "What Went Well," this section should describe the lessons regarding what didn't go well during the Project.

	RECOMMENDATIONS FOR FUTURE CONSIDERATION
	In this section, please describe what you would have done (either differently or based on experience in this Project) to improve the future outcomes of this Project as it relates to this Lesson Learned.

	LESSON OWNER
	This is an optional element.  It is the individual who submitted the Lessons Learned, or has an in-depth knowledge of what has been learned.  May be used as a point of contact for future inquiry.

	COLOR CODE (Priority)
	Green: Lesson which should be adopted immediately as a best or model practice.
Yellow: Lesson which should be considered if feasible.
White: Lesson that appears to be Project-specific and most likely, not widely applicable.
Blue: Lesson that should be adopted but requires significant financial commitment beyond the ability of the component to obtain."
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[bookmark: _Toc360186937]Appendix C: Lessons Learned Comment Sheet

Project Name - Click here to enter text.

Lessons Learned Comment Sheet – Phase Choose an item.


	Period of Performance:  
· Start date: Click here to enter a date.
· End date: Click here to enter a date.
Date of Submission: Click here to enter a date.
Submitter’s Name: Click here to enter text.
	Division: Click here to enter text.
Group: Click here to enter text.
Office: Click here to enter text.
Division Director: Click here to enter text.
PM’s Name: Click here to enter text.
PM’s Phone Number: Click here to enter text.




	Category
	Rating
	Description
	Recommendation
	Priority

	Choose an item.	Choose an item.	Click here to enter text.	Click here to enter text.	Choose an item.
	Choose an item.	Choose an item.	Click here to enter text.	Click here to enter text.	Choose an item.
	Choose an item.	Choose an item.	Click here to enter text.	Click here to enter text.	Choose an item.
	Choose an item.	Choose an item.	Click here to enter text.	Click here to enter text.	Choose an item.
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