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How to Use Our Lessons Learned Template

The lessons learned template is a tool to note what worked and what didn't in your project to repeat the positive
and avoid the negative.

Today's Date: Enter today’s date

Project Name: Give your project a name, so it can be quickly identified

Project Manager Enter the name of the person overseeing the project. This could be a proper project manager
Notes: This field is for you to add any relevant information you'd like. Ideas: client name, stakeholders, project
WIN or ISSUE: Choose either WIN or ISSUE to cIaSS|fy the lesson. A win is something positive that happened,
Describe What Happened Use this field to give a detailed description of the lesson you learned

What Was the Impact'? Here, you'll describe the posmve or negatlve result, and the |mpact there may have
How Does ThIS Change Future Pro;ects‘? In this field, record your thoughts on how this Iesson might impact
Actlon Items: Add the actlonable steps that will be taken to address your \ wm or |ssue Every row should have an



