	POST-PROJECT REVIEW WRITTEN QUESTIONNAIRE OUTLINE

	

	PROJECT TITLE:

	

	I.  Introduction


	· Communicate why a post-project review is being conducted.

	· Give a summary of the project, project stage or phase, or key milestone that is the subject of the post-project review.

	

	II.  Instructions

 Give complete directions for:

	· How to respond to the questions.

	· Whom to contact if more information is needed.

	· How to return the completed questionnaire.

	· Due date for responses (emphasize this).

	

	III.  Demographic Data

The following are examples of this type of data:

	· Respondent’s name (do not request if anonymity is desired)

	· Respondent’s position/assignment (specifically in the project team)

	

	IV.  Accomplishments/Contributions

	· Ask what the respondent thinks went well during the project, project stage or phase, or key milestone, and why.  Ask what the respondent recommends so that the things that went well can be emulated in future projects

	· Leave enough room for multiple responses.

	

	V.  Problem Areas/Obstacles

	· Ask what the respondent thinks did not work well during the project, project stage, or key milestone, and why. Ask what the respondent recommends so that the things that did not go well can be avoided in future projects

	· Leave enough room for multiple responses.

	

	VI.  Miscellaneous Comments

	Provide space and allow for the respondent to provide miscellaneous comments, notes, ideas, recommendations, suggestions, or thoughts regarding the project, project stage or phase, or key milestone, or the post-project review.


