Project Summary & 

Lessons Learned

	Project: <Name>

	Project Manager:
	<Insert Project Manager’s name here>

	Distribution:
	<List all the recipients of the Project Summary Report>

	Prepared By:
	<Insert Preparer’s name here>


	Project 
Scope/Goals:
	<Describe problem/opportunity (see Project Charter) and outcome achieved. Also include the list of all Change Requests>


	Project Timeline:
	<Compare the original project timeline to the actual one. If there is a significant variance, explain what caused it (e.g. underestimation, change requests, change in priorities, etc.>


	Project Budget:
	<Compare the original project budget to the actual one. If there is a significant variance, explain what caused it (e.g. underestimation, change requests, change in priorities, etc.>



	Documentation and Other Deliverables:
	<List all of the relevant project documentation and indicate where the documents are filed >



	Lessons Learned:
	<What worked well—or didn’t work well—either for this project or for the project team?

What needs to be done over again or differently?

What surprises did the team have to deal with?

What project circumstances were not anticipated? Possible areas to consider include: project management processes, technical and design processes, resource management, team approach and focus, escalation and Executive process, other processes (like submission, user acceptance, etc.)>
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