	
POST-PROJECT REVIEW AGENDA



	
Project to be Reviewed:

	
Date, Start Time - End Time

	
Location

	

	Facilitator:

	Note Taker (if applicable):

	

	

	1. Introduce participants.

2. Revisit goals and responsibilities.

· Explain the rationale behind the holding of a post-project review meeting.

· Explain participants' responsibilities for this meeting.

3. Present project summary.

· Present a summary of the project, project stage/s or phases, and/or key milestones.

4. Identify accomplishments and contributions.

· Identify those project or milestone areas that the team members think went well (or according to plan).

· Hold group discussion and evaluation.

· Make recommendations

5. Identify problem areas.

· Identify those project or milestone items that the team members did not think went well (or according to plan).

· Hold group discussion and evaluation.

· Make recommendations

6.  Summarize the action items, decisions and/or recommendations made and lessons learned.


