

Project Name:

Project or Phase Summary:

Project Review Meeting Date:

Meeting Goal: To learn from our successes and failures.

Meeting Rules: 

· Allow everyone to be heard.

· Focus on the roots of the issues and the lessons learned.

· Keep all criticism constructive.

· Identify methods of improvement.

General Project Issues/Communication

How clear was your role in the project? Did you feel adequately involved in project decisions?

How efficient and effective were project team meetings?

What communication, organization, or structural problems did you encounter? How could we have done better in these areas?

Design Phase, Specification, and Use Cases

What strengths did the design/specification exhibit? What weaknesses? 

Were any requirements found during development that should have been identified in the design phase? Were all architecture and system design issues documented and appropriate?

How accurate was the schedule and estimate? Were there any bottlenecks that could have been avoided?

What improvements can be made next time?

Development Phase

What strengths were shown during the development phase?

What problems occurred during the development phase?

What early warning signs were there and how can they be detected sooner next time?

Were the right resources devoted to the project in an effective manner?

Testing Phase

Do you consider the testing phase to have been a success? Was it on schedule? Was it thorough enough?

Were all areas of testing completed successfully? Code reviews? Unit tests? System tests?

What could have been done differently to enhance the success of the testing phase?

Delivery

Was the delivery of the finished product a success? 

Was all necessary documentation provided? Were all deliverables appropriate?

What lessons can be taken from the delivery on this project?

Overall

Was the end result professionally satisfying? Were you proud of the work you did?

Were there any areas that were particularly rewarding or frustrating?

Overall, what obstacles or challenges were the most significant?

Were there warning signs? How can future projects avoid the same problems?

Was code developed in this project that could be useful in the future? Has it been archived and documented appropriately?

Comments
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