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	This document is only valid on the day it was printed.

The source of the document will be found in the Control section of the Project File.
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	Name
	Signature
	Title
	Date of Issue
	Version

	
	
	
	
	

	
	
	
	
	


	Distribution
	This document has been distributed to:
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Purpose

	
	To be a repository of any lessons learned during the project that can be usefully applied to other projects. Entries provide input to the Lessons Learned Report at the end of the project.


	Lessons:
	


	Date
	Description *
	Recommendation

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Descriptions
	Descriptions could include:

· What management and quality processes went well; went badly; were lacking

· Any abnormal events causing deviations

· Notes on the performance of specialist methods and tools used

· Useful measurements on how much effort was required to create the various products

· Notes on effective and ineffective quality reviews and other tests, including the reasons for them working well or badly.


	Recommendations
	· Include guidance on scope of each recommendation, e.g. Quality Manual enhancement, modification of PM method, introduction/use/ change/discontinuance of techniques or tools
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