	
	Lessons Learned Guideline



Purpose

The purpose of the Lessons Learned Guideline is to describe the processes required to ensure the identification, documentation and distribution of knowledge and improvement recommendations. Lessons Learned are used to improve the overall understanding, value, effectiveness and efficiency of the software development and project management practices within a project.  It also enhances the practices across the organization. Lessons Learned that will impact the organization in a beneficial way will be communicated and integrated into the methodology.

Approach

The project manager will carry out activities in the key areas listed below:

1. Identification – identifying and categorizing the information. 

2. Communication and Review – distributing the appropriate information to the correct audience, and examining the current project and others for historical lessons to improve future projects.
3. Closeout – Process for showing the feedback from projects.
Key Steps

	Role
	Key Steps
	Tools
	Comments

	Identification

	Project Manager
	Collect lessons learned after each project management process or phase 

PM Processes: Opportunity Assessment, Initiating, Planning, Executing / Controlling and Closing.

SD Phases: Opportunity Assessment, Concept, Requirements, Design, Development, Testing, Documentation & Training, Deployment, and Post-Deployment


	Use the

Lessons Learned Template and 

Knowledge Repository Submission Form
	Lessons learned should be solicited from all team members and stakeholders to help identify areas of improvement. 

Refer to the leading questions in the template for memory joggers.



	Project Manager
	Record and categorize information 
	Use the

Lessons Learned Template and Knowledge Repository Submission Form
	

	Communication and Review

	Project Manager
	Communicate the information to other team members.
	Use the

Knowledge Repository
	Enhances an organization’s ability to tranfer and repeat best practices by avoiding past mistakes.

	Project Manager
	Examine Lessons Learned  (from previous projects or earlier phases/processes) during team meetings at the beginning of each phase or process.
	Consult the

Knowledge Repository 
	Enhances a project team’s ability to gain knowledge from their findings during the project to avoid repeating mistakes and rework.

	Closeout

	Project Manager
	Share Lessons Learned with the Enterprise Project Management Office
	Use the

Knowledge Repository Submission Form
	


Summary

Capturing Lessons Learned from each project phase will facilitate the continuous improvement of software development and project management processes across the organization. Using Lessons Learned from previous projects will help to improve planning and execution of each new project.

References and Related Guidelines

Project Management Body of Knowledge (PMBOK)
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