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Program/Project Name: Add text here.
Agency Name: Add text here.
Project Sponsor: Add text here.
Project Manager: Add text here.
schedule and cost metrics

	Original/
Final
	Baseline Start Date
	Baseline End Date
	Baseline Budget
	Actual Finish Date
	Schedule Variance
	Actual Cost
	Cost Variance

	Originally Baselined Information
	
	
	
	
	
	
	

	Final Baseline Information
	
	
	
	
	
	
	



Notes: 

SCOPE metrics

	Original/
Final
	Number of Deliverables
	Number of Deliverables Delivered at Completion
	Number of Scope Changes After Planning Phase

	Originally Baselined Information
	
	
	

	Final Baseline Information
	
	
	



Major Scope Changes and Their Impact on Budget and Schedule:
Add text here.
Quality metrics

	Number of Defects/Quality Issues Identified After Delivery
	Number of Success Measures Identified in the Business Case/Project Charter That Were Satisfied or Achieved at Project Completion

	
	



Notes: 
Add text here.
Project Objectives

	Business Objective
	Measurement Description
	Met/
Not Met
	Measurement Outcome

	
	
	
	

	
	
	
	

	
	
	
	



Lessons Learned

	What Went Wrong? or What Went Right?
	Lesson Learned 
(What behavior/action would have prevented or improved things? or What behaviors/actions should be repeated to promote success?)

	
	

	
	

	
	



SUCCESS STORIES

How the Project Resolved Business Problems/Needs:
Add text here.
POST-PROJECT ANALYSIS

Categories of the report correspond to categories in the Post-Project Survey. For each category, the Overall Rating is the average of the ratings provided on completed survey forms for that category (1 = Not At All, 2 = Adequately or Satisfactory, 3 = To a Great Extent or Excellent).

	Category
	Overall Survey Rating
	Notes

	Product Effectiveness
	
	

	CSSQ Management
	
	

	Risk Management
	
	

	Communications Management
	
	

	Acceptance Management
	
	

	Organizational Change Management
	
	

	Issue Management
	
	

	Project Implementation and Transition
	
	

	Performance of Performing Organization
	
	

	Performance of Project Team
	
	






Instructions:
· This report should be completed after the results of the project survey are received
· Include any other key cost, schedule, scope, or quality metrics that were captured for the project
· Include the objectives as they were captured in the Project Charter
· Include lessons learned related to the project – what went well or did not go well, and how will you either repeat or change the way you did things to improve the next time? 
· Include success stories related to the project – what unanticipated benefits did the project produce? Were there any metrics that exceeded expectations? 
· Post-Project Analysis notes are intended to capture the following:
· Product Effectiveness
Summarize how effectively the product or service met the needs of the Customer, Consumer, and the Performing Organization. Highlight specific product performance metrics. Identify and discuss “outliers” – specific Stakeholder groups dissatisfied with the project outcome, or those wildly enthusiastic about it. Identify and discuss specific issues.
· CSSQ Management
Summarize effectiveness of CSSQ Management throughout the project. Highlight significance of approved changes to the original project scope, and how they were managed. Compare the baseline versions of the Project Schedule and Budget to the final versions. Describe discrepancies. Summarize deliverables compliance with defined quality standards. Identify and discuss “outliers” – specific Stakeholder groups dissatisfied with the CSSQ management process, or those wildly enthusiastic about it. Identify and discuss specific issues.
· Risk Management
Summarize the effectiveness of the Communications Plan developed for the project. Highlight significant communication activities that were particularly effective. Identify and discuss “outliers” – specific Stakeholder groups dissatisfied with the Project Communications process, or those wildly enthusiastic about it. Identify and discuss specific issues.
· Acceptance Management
Summarize effectiveness of Acceptance Management throughout the project. Highlight significant deliverables and the effectiveness of the Acceptance Plan for those deliverables. Identify and discuss “outliers” – specific Stakeholder groups dissatisfied with the Acceptance Management process, or those wildly enthusiastic about it. Identify and discuss specific issues.
· Organizational Change Management
Summarize effectiveness of Organizational Change Management throughout the project. Highlight significant Change Management impacts and the effectiveness of the Organizational Change Management activities planned and executed for those impacts. Identify and discuss “outliers” – specific Stakeholder groups dissatisfied with the Organizational Change Management process, or those wildly enthusiastic about it. Identify and discuss specific issues.
· Issue Management
Summarize effectiveness of Issues Management throughout the project. Highlight significant issues and the effectiveness of the Issues Management process for those issues. Identify and discuss “outliers” – specific Stakeholder groups dissatisfied with the Issues Management process, or those wildly enthusiastic about it. Were issues resolved before change control was needed?
· Project Implementation and Transition
Summarize effectiveness of the Project Implementation and Transition. Highlight significant milestones of the implementation and transition, and the effectiveness of the activities planned and executed for those milestones. Identify and discuss “outliers” – specific Stakeholder groups dissatisfied with the Implementation and Transition process, or those wildly enthusiastic about it. Identify and discuss specific issues.
· Performance of Performing Organization
Summarize effectiveness of the Performing Organization within the context of this project. Highlight significant responsibilities of the Performing Organization, and the effectiveness of the Performing Organization in accomplishing them. Identify and discuss “outliers” – specific Stakeholder groups dissatisfied with the performance of the Performing Organization, or those wildly enthusiastic about it. Identify and discuss specific issues.
· Performance of Project Team
Summarize effectiveness of the Project Team within the context of this project. Highlight significant responsibilities of the Project Team, and the effectiveness of the Team in accomplishing them. Identify and discuss “outliers” – specific Stakeholder groups dissatisfied with the performance of the Project Team, or those wildly enthusiastic about it. Identify and discuss specific issues.
· If this project is a major project, related information in this report is intended to be copied/pasted into the Closeout Report required by the LITC
· If you have any further questions about writing or delivering this report, please contact your assigned Large Project Oversight Analyst or the ITD Project Management Office
· When complete, delete all blue instructions
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