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PRJ – Template – Post Project Review Preparation Template

IBPL Sample Template
Post Project Review Preparation Template
Post Project Review 

Preparation Checklist

	Intended use of this checklist
	For a project team and/or a Project Manager to evaluate the effectiveness of a post review preparation. The checklist contains items to consider when checking that a project team has a good plan for a Post Project Review.


	ID
	
	Items to be considered

	1. 
	
	Has it been decided that a Post Project Review is needed?

	2. 
	
	Are participants available and have they been invited to the meeting?

	3. 
	
	Have the review activities been identified? Items to consider:

· Kickoff meting to describe the process

· Survey for each person to complete, may be tailored for this project

· Post Project Review session to discuss results

· Report circulated for comment/correction

· Report archived in process assets library

	4. 
	
	Has information as to how the review will be conducted been distributed to the participants?

	5. 
	
	Are all participants in agreement on the approach being taken?

	6. 
	
	Have relevant sources of information been identified? Items for consideration should include: 

· Initial budget; final cost

· Initial staffing estimates, profiles; actual staffing profiles

· Initial effort estimates; final effort values

· Initial product size estimates; final values

· Initial milestones and schedules; final values

· Number of requirements changes

· Rework statistics

· Product quality targets; actual values

· Initial risk list; final results of risk management

· Any other relevant measures of risk management

	7. 
	
	Have various templates for gathering post-project information been reviewed and one selected for use in this review?

	8. 
	
	Has information been identified that should be gathered from project participants? Candidate items could include:

· Success rating by team, management, customers

· Key things that were done right on the project

· Key things were done wrong and should be changed

· Risks that were not detected and became problems

· Risks for which mitigation actions were ineffective

	9. 
	
	Has a survey been developed and distributed to participants, with notice of when to complete, to have information included in Post Project review session?

	10. 
	
	Has a summary form been developed for analyzing data from a survey?

	11. 
	
	Has all the project history data been gathered and reviewed for completeness and accuracy?

	12. 
	
	Is the data in a format ready for storage in the project history data base?

	13. 
	
	Has a summary report been generated in all survey areas that can be summarized?

	14. 
	
	Have lists been built for those items that require discussion or consensus?

	15. 
	
	Has suspect data been reviewed with the provider and consensus reached?

	16. 
	
	Has the agenda for the Post Project Review session been developed and distributed to participants? Possible items to include are:

· Review of the summary information gathered thus far

· Facilitated discussion of things done right; group ranking of most important, recommendations for how to insure they continue to be done in the future projects

· Facilitated discussions of things done wrong; group ranking of most important

· Brainstorm causes of these problems and how to ensure they don’t happen again

· Review of risk management effectiveness, what was missed; brainstorm factors to include, ways to adapt mitigation

	17. 
	
	Other?
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