Xxxxx PROJECT
POST PROJECT REVIEW QUESTIONNAIRE


xxxxxx Project

Post Project Review

The attached questionnaire is to be completed as part of the Project Close procedure by ALL individuals involved with the project.  It should be noted that this is not designed to lay the blame for any shortfalls at any individuals door but is to document the strengths and weaknesses encountered by the project team so that the lessons learnt can be carried forward to other projects and to feed back into the overall continuous improvement process.

The questionnaire will be collated by an independent facilitator and will form the basis of discussion at a Post Project Review meeting provisionally scheduled for xx October,2000, at which you MAY be expected to attend.  Specific details will be issued week commencing xx October 2000.  The review meeting will debate the strengths and weaknesses resulting from the questionnaires, document recommendations and any follow up actions required, the review meeting is not where an individuals performance is criticised.  Following the review a post project report will be produced, which will formally document the findings.

The questionnaire starts with a general question about the success of the project as a whole, the following sections cover various areas of the project process under two headings - What went well? and What could have been done better ? Comments should be noted in the relevant column on each sheet. There are a number of prompts at the head of each section however, it should be noted that these are intended as an aide-memoir only. Comments are not restricted purely to those areas covered by the prompts and similarly it is not necessary to raise a comment in answer to any prompt that is not relevant. Please ensure that any points raised are specific e.g. "communication was poor as a result of the test manager being located at a remote location" rather than "communication".

PLEASE INDICATE YOUR TOP THREE THINGS YOU FEEL WERE DONE WELL in "WHAT WENT WELL?" and YOUR TOP THREE ISSUES in "WHAT COULD HAVE BEEN DONE BETTER ?" and in “RECOMMENDATIONS” what actions you would take to address these issues.   It is noted that some of you will not have been part of the project team for full duration of the project and therefore may not be able to contribute to all of the sections.  Please mark these sections as “Not Applicable”.

The final section is additional Recommendations and any actions or learning points that can be taken forward to assist future projects should be entered here.

It is requested that the person completing the questionnaire provides the details requested below. This allows any comments which are not fully understood to be clarified, as part of the collation process, as well as providing a checklist of which questionnaires have been received and which are outstanding for the review. Please note that for the collation of comments and for the Report of the Review, no comments will be attributed to any individual.

Please could you complete this questionnaire and return to ‘E-mail address’.  These should have been received by him no later than xx October 2000.  ANO  can be contacted on  phone number xxxxxxx.

Name :







Department :






Role :








(on reviewed project)

	Overall, how successful was the project ? 

(Rated 1-10 from complete failure to outstanding success).
	


	Brief description of why the project was / was not successful.

	


	
	

	1. ORGANISATION
	

	
	

	Consider the following:

Did the overall organisation structure work ?

Balance of resources from key areas?

The organisational structure and hierarchy of the team (as a separate unit & as part of the overall organisation)



	WHAT WENT WELL?
	WHAT COULD HAVE BEEN DONE BETTER ?

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Recommendations :
	

	
	

	
	

	
	

	
	


	2. TEAMWORK & COMMUNICATION
	

	
	

	Consider the following areas:

Internal communication ( within the Project team)

External communication (with other Projects, suppliers, support groups)

Were key decision makers easily accessible ?

Was information exchanged between different areas (i.e. problems shared) ?

	WHAT WENT WELL?
	WHAT COULD HAVE BEEN DONE BETTER ?

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Recommendations :
	

	
	

	
	

	
	

	
	

	
	

	3. PROJECT START UP
	

	
	

	Consider the following:

Was project terms of reference agreed and signed off?

What were the objectives of the project & were they clearly stated ?

Were the key stake holders involved in the start up process?

Where the benefits of completing the project identified?



	WHAT WENT WELL?
	WHAT COULD HAVE BEEN DONE BETTER ?

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Recommendations :
	

	
	

	
	

	
	

	
	


	4. PLANNING & TRACKING
	

	
	

	Consider the following:

Changes to the scope - how were they controlled and communicated?

Requirements - were any dates or methods imposed? What was the impact?

Responsibilities - were they clearly defined? 

Planning - did the schedules include activities for all areas? 

Were key deliverables/milestones clearly defined ?

Control - was there sufficient control/tracking information? How was progress monitored /               communicated? 

Was a Risk/Issue Management process applied adequately ?

Dependencies with other projects/areas ?



	WHAT WENT WELL?
	WHAT COULD HAVE BEEN DONE BETTER ?

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Recommendations :
	

	
	

	
	

	
	

	
	

	
	


	5. DEVELOPMENT PROCESS
	

	
	

	Consider the following:

The key stages that had to be followed (definition, requirements, design, technical design and development, testing, implementation) 

Methods Used

Definition of stage objectives & the practicality of achieving these

Benefits/ problems encountered by following this process

	WHAT WENT WELL?
	WHAT COULD HAVE BEEN DONE BETTER ?

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Recommendations :
	

	
	

	
	

	
	


	6. QUALITY PROCESS 
	

	
	

	Consider the following:

Checks/ controls used during requirements, design, coding, testing and implementation

Meeting of testing requirements (as defined in test plans)



	WHAT WENT WELL?
	WHAT COULD HAVE BEEN DONE BETTER ?

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Recommendations :
	

	
	

	
	

	
	

	
	

	
	


	7. IMPLEMENTATION
	

	
	

	Consider the following:

Was an implementation plan produced and communicated to all relevant parties?

Was the Release to Production Process clear ?

External support during this period ?

	WHAT WENT WELL?
	WHAT COULD HAVE BEEN DONE BETTER ?

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Recommendations :
	

	
	

	
	

	
	

	
	

	
	


	8. DOCUMENTATION & TRAINING
	

	
	

	Consider the following:

Was documentation produced, in the right format, with correct content and distributed by the right people at the right time (e.g. test strategy, progress reports, test plans)?

Did it involve the right people?

Were training requirements satisfactorily planned and dealt with? 

	WHAT WENT WELL?
	WHAT COULD HAVE BEEN DONE BETTER ?

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Recommendations :
	

	
	

	
	

	
	

	
	

	
	


	9.  DEVELOPMENT & TEST ENVIRONMENTS & TOOL SUPPORT

	
	

	Consider the following:

Stability of environment /problems encountered

Feedback from support areas

Support for any tools adequate?

	WHAT WENT WELL?
	WHAT COULD HAVE BEEN DONE BETTER ?

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Recommendations :
	

	
	

	
	


	10.  PEOPLE
	

	
	

	Consider the following:

Was the project team skill level correct?

Were resources with the right skills available when needed?

Were the appropriate resources involved early enough ?

Support (from other project team members, other projects & support areas)

Management– project and support areas

Relationship with other key areas

	Overall, how would you rate the team spirit? 

(Rated 1-10 from complete failure to outstanding success).
	

	WHAT WENT WELL?
	WHAT COULD HAVE BEEN DONE BETTER ?

	
	

	
	

	Recommendations :
	

	
	

	
	

	
	

	
	


	11 . ADDITIONAL RECOMMENDATIONS, ACTIONS OR LESSONS LEARNT
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