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PLEASE DO NOT REMOVE THIS SECTION BREAK!

IMPORTANT NOTES

The notes in this document are intended to help you as a Lessons Learned Report is produced.  They are all in italics and should be deleted before it is submitted for review.  These “Important Notes” are also to be deleted.

This Product Template is intended for use in all Bid Projects and Delivery Projects.  Section headings may be changed and/or added as appropriate.  What is most important is to ensure that the document does address all the relevant questions and points.

The Guidepost B&P’s templates are matched to its Process Descriptions and Product Profiles.  Typical “routine” processes are described in The Guidepost B&P, so when using the templates it offers, it should be sufficient to refer (and link) to the relevant Guidepost B&P pages.

However The Guidepost B&P has been designed to provide an overarching process which represents good practice, and within which detailed variations are permitted .  The detail you are required to provide locally may vary from one Business Unit to another, and local templates or other documents are not only permitted but encouraged.  Feel free to adopt your own templates, what matters is that your project is managed according to the principles and the broad approach described in The Guidepost B&P.
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1 PROJECT PROFILE

This report may be read by people who are not familiar with the Project.  Therefore it is important to describe briefly its main features including:

· its objectives and expected benefits

· the solution and deliverables

· key technologies (for both the development and the supply)

· approximate timescale and Resources

· type of job (e.g. fixed price, time and materials)

· delivery arrangements (participants, your organisation’s role, network of contracts)

· the Quality System used

· other issues (overseas?, security classification?, very tight or very long timescale)

· demanding performance or reliability features.

· etc.

Delete this text.
2 APPROACH

You will need to consolidate and condense:

· the entries in the Lessons Learned Log

· the entries in the Quality Log

· some of the contents of the Project Status Reports

otherwise the report will be far too detailed, and have little impact.  Review these sources and prepare a short set of headings under which to report.  The following sections of this template also suggest headings that you could use.
Start your report by summarising your approach to condensing this material.

As you make your assessment, remember that a Project’s outcome will be affected significantly by how it was Bid.  So in any conclusions you draw, be sure that you have identified the root cause or source of the lesson.

Delete this text.
3 NARRATIVE REPORT

These narrative subsections should identify both the things that went well, and those that did not.  Remember to include things that were missed, either in analysis and planning, or because they were simply unavailable.  In each narrative subsection, draw out any specific lesson(s), and say what you would do differently.

Delete this text.

3.1 Impact of the Bid

The approach taken by the Bid will have had a significant impact on the Project.  Does the Lessons Learned Log include any entries from the Bid?  Did your Proposal match what was subsequently delivered? Were the Provisional Project Materials accurate, and sufficiently detailed to get the Project launched quickly?
Delete this text.
3.2 Contractual and Commercial Relationships

Describe in outline the commercial relationships between your organisation, any Joint Bidders (was there a consortium agreement?), any Direct Suppliers, and the End User or Customer.

Did the relationships with the End User or Customer, Joint Bidders and Direct Suppliers work well?  Were the Contracts clear, and consistent?
Delete this text.
3.3 Project Management

In any Project there will be high and low points, balancing the competing demands of the Project Executive, the Project Board, the Customer, the Suppliers and the Project Team(s).  This section assumes that you were following the Bids and Projects’ Core Process Manage Projects.  If you were not, then section 1 of this report should say so, and you should identify here the Project Management methods you were using.

Summarise the main things that went well and those that went badly (typically this will be six to eight of each, but if it all went well – well done!).  Make an objective assessment of how your Project Management structures worked, and please do provide feedback on Bids and Projects.  You depended on it, and to improve it, we depend on you!
Delete this text.
3.4 Quality Engineering

Some of a Project’s outcomes should be measurable.  Your Quality Plan will have described its Quality Procedures, and the Quality Log should record Quality Events.  The importance of this section is to identify their impact on the Specialist Products, and the Project’s commercial achievement(s) (e.g. realisation of the Business Case, the level of Profit, new business opportunities).

Your organisation will probably have standard definitions (metrics) for the effectiveness of a Project’s Quality Engineering.  Trend analysis of a Project’s Quality Log, Review Records, and Error Records will show how effective its Quality Control has been.  The records of any Quality Assurance activity will show whether the need for any corrective action was identified. Comparing QC trends with these QA action(s) will show how effective that action has been.
Include your narrative here, and present the measurements in section 4.

Delete this text.
3.5 Technical Methods and Tools

In this section you should document your Project’s experience of the development methods, and applications it used.  Factors to consider would include: their impact on the Teams’ productivity, how easy they were to use and operate, the quality of support from their provider, how well the tools and methods worked together, and their impact on the involvement of the Customer’s people (e.g. demonstrating the design, building confidence, and simplifying the agreement and Acceptance of Specialist Products).
Delete this text.
3.6 Risks and Abnormal Events

Here you should evaluate and document the results of your Project’s Risk Management planning.  For example: did you spend all of (or more than) the contingency budget, was the contingency provision adequate?  Report on how many unexpected Risks emerged, which identified Risks matured, which identified Risks expired without maturing?

Delete this text.
3.7 Issues and Changes

Summarise the impact of Changes on the Price, the Timescale and Business Case.  Does the outcome reflect a weak (or strong) Bid, was the outcome a sign of uncertainty on the part of the End User or the Customer?  Was the amount of Change due to external factors beyond the control of both your organisation and the Customer?  Were the Project and the Project Plan resilient enough to cope well with the level of Change that it encountered?  Were there any Changes that could not be agreed? Why was this so?

Delete this text.

4 MEASUREMENTS, METRICS, AND COMMENTARY

This section gives you the opportunity to support your assessment(s) made in section 3 with hard data.  Cover only those topics for which you have reliable data.  Present the data and write a commentary.  Make the lesson(s) clear with tables and charts, making sure that they are consistent with your narrative in section 3.
As far as possible, minimise the additional work to be done for this report, by using the same layout as the Product Templates provided in Bids and Projects, and used in managing your Project.
Delete this text.

5 CONCLUSIONS, RECOMMENDATIONS AND FEEDBACK

In this section you should draw appropriate conclusions and make recommendations about the lessons you identified in sections 3 and 4.  For maximum impact the subsections here should match directly the narrative subsections in section 3.

Remember that Bids and Projects provides you with an email Feedback facility.  Your comments are welcome, but before sending them, do check with your Bid/Project Executive that you are not breaching any confidences with the feedback you provide.
Delete this text.
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