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Post-Project Evaluation Template

What is Post-Project Evaluation Template?

A Post-Project Evaluation Template is a structured framework used to assess and document the
outcome of a project after its completion. The purpose of this template is to evaluate the
project's performance, identify areas for improvement, and document lessons learned. Here's
an overview of what a typical Post-Project Evaluation Template might include:

l. Project Overview

¢ Project title

¢ Objective(s)

e Scope statement
e Timeline

e Budget

Il. Performance Metrics

e Key performance indicators (KPIs) used to measure project success
e Actual results compared to planned targets
e A summary of the project's achievements and challenges

lIl. Project Success Criteria

e Evaluation of whether the project achieved its objectives
* Assessment of the project's impact on stakeholders, customers, or end-users
« |dentification of any potential risks or issues that arose during the project

IV. Lessons Learned

* Identification of best practices and areas for improvement
e Documentation of successful strategies and techniques used during the project
e Recommendations for future projects based on lessons learned

V. Project Management

e Evaluation of the project management process, including:
o + Planning and scheduling
o + Resource allocation and utilization
o 4+ Risk management and issue resolution
o + Communication and stakeholder engagement

VI. Team Performance

e Assessment of individual team member performance and contributions
e |dentification of areas where team members excelled or struggled
e Recommendations for future training, development, or support needs

VIl. Stakeholder Feedback
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e Collection of feedback from stakeholders, including:
o + Customers or end-users
o + Project sponsors or executives
o 4+ Team members and other project stakeholders

VIII. Conclusion

e Summary of the project's overall performance and outcome
* |dentification of key takeaways and recommendations for future projects
e Final thoughts and reflections on the project experience

The Post-Project Evaluation Template serves as a valuable tool for:

Reviewing project performance and identifying areas for improvement.
Documenting lessons learned and best practices.

Evaluating team member performance and providing feedback.
Collecting stakeholder feedback and improving communication.
Developing recommendations for future projects.

ke whe

By using a Post-Project Evaluation Template, organizations can ensure that each project is
thoroughly evaluated and documented, allowing them to refine their processes, improve future
project outcomes, and maintain a culture of continuous improvement.

project, management, assessment, metrics, lessons, learned, team, evaluation, stakeholder, feedback

Post-Project Evaluation

Project Information
Project Name: Enter Project Name
Project Manager: Enter Manager's Name

Project Duration: Start Date - End Date
Project Team: List of Team Members

Executive Summary

Provide a brief overview of the project, including its objectives, outcomes, and overall
success.

Project Objectives

* Objective 1: Description and whether it was achieved.
e Objective 2: Description and whether it was achieved.
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Scope and Deliverables

e Scope: Outline the original project scope.
» Deliverables: List the project deliverables and whether they were completed.

Performance Analysis
e Schedule Adherence: Was the project completed on time?

* Budget Adherence: Was the project completed within budget?
* Quality of Deliverables: Did the deliverables meet the quality standards?

Successes and Achievements

Highlight the key successes and any additional achievements not originally planned.

Challenges and Issues

Discuss the challenges and issues encountered during the project and how they were
resolved.

Lessons Learned

* What Went Well:
o Lesson 1: Description
o Lesson 2: Description
e What Could Be Improved:
o Lesson 1: Description
o Lesson 2: Description
e What Went Wrong:
o Lesson 1: Description
o Lesson 2: Description

Recommendations for Future Projects

Provide actionable recommendations based on the lessons learned to improve future
project outcomes.

Stakeholder Feedback

Summarize the feedback received from stakeholders, including clients, team members,
and management.

Conclusion

Reflect on the overall project experience and the value it brought to the organization.

Approval

Prepared By: Name
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Reviewed By: Name
Approved By: Name
Date: YYYY-MM-DD

This document should be used as a reference for future projects to ensure continuous
improvement in project management practices.

Export as PDF

Related:

* Project management

External links:

e What is Post Project Review? Examples, Templates, Best Practices —knowledgehut.com
o Learn what a Post Project Review is, with examples, templates, and best practices
to enhance project outcomes and insights for future success.
* Free Post Project Review Templates - Project Management Docs
—projectmanagementdocs.com
o Review your completed projects with caution and precision through our
downloadable templates. Make sure to download the lessons learned template as
well!
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