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PRJ – Template – Post Project Review Template

IBPL Sample Template
Post Project Review Template
Post Project Review 

Completion Checklist

	Intended use of this checklist
	For a project team and/or a Project Manager to evaluate the effectiveness of a post review at its completion. The checklist contains items to consider when checking that a project team has conducted a useful Post Project Review and has completed processing of the information gathered.


	ID
	
	Items to be Considered

	1. 
	
	Has the Post Project review been conducted according to the agenda?

	2. 
	
	Have all participants agreed that all key inputs were provided?

	3. 
	
	Have notes of the meeting been recorded?

	4. 
	
	Have items been rank listed?

	5. 
	
	Have ideas for improvement been captured?

	6. 
	
	Have updates been made to the risk management database? 

	7. 
	
	Have items been consolidated into a form that fits the organization Lesson Learned collection?

	8. 
	
	Have process change requests been written to handle changes recommended by the project team?

	9. 
	
	Has a report been written on the results of the Post Project Review session?

	10. 
	
	Has the report been distributed to all participants for review?

	11. 
	
	Has feedback been provided and appropriate changes been made?

	12. 
	
	Have the results been archived in the organization process asset library?

	13. 
	
	Have appropriate records been placed in the project history database?

	14. 
	
	Has an appropriate method been determined to distribute key results? (example: brown bag seminars, presentations to quality councils, presentations at technical seminars)

	15. 
	
	Other?
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