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Federal Student Aid Project Scorecard Lessons Learned, <CR Release #> 

Project Name: <Program Name(s) (FMS CR#s Listed)>

Prepared by: <Name>

Date: MM/DD/YY 

Instructions:

Use this Lessons Learned Template as an aid to understanding those factors that either helped or hindered your project.  Not every project will have information for each category, and the categories are intended to spur discussion.  The purpose of this template is to help the project team share knowledge gained from experience so that the entire organization may benefit.  As many people as possible from the project team should participate in a Lessons Learned Review.  Capture your findings and record them in this document to attach to your project scorecard as your project closes.

During your discussions:

· Be positive

· Do not place blame

· Focus on successes as well as failures

· Indicate which strategies contributed to success

· Indicate which improvement strategies would have the greatest impact

For all projects, the following areas should be considered:

1. Project Overall Outcome

a.   Identify key activities  that were done right and should be continued.

	Favorable Activities
	


b. Identify key activities that could have been done better and should be improved.

	Areas of Improvement
	


c. What unusual factors about this project should be kept in mind when others review your project’s lessons learned?

	


2. Project Management – are there any significant lessons learned in the following areas?

	a. Project planning
	

	b. Human resource mgt. 
	

	c. Risk management
	

	d. Change control
	

	e. Procurement (including

    vendor management)
	

	f. Cost management
	

	g. Schedule management
	

	h. Quality management
	

	i. Communication mgt.
	


For IT projects only, are there any significant lessons learned in the following technical management areas?

	a. Performance Measurement

    Baseline
	

	b. Requirements
	

	c. Design
	

	d. Build
	

	e. Testing
	

	f. Transition to Operations
	

	g. Production Setup
	

	h. Implementation/Deployment
	

	i. Documentation
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