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Project Review/Retrospective
Conducted at anytime during a project or at end of projects
	Project Name/ID

	Customer Name (if present)

	Date of Discussion

	1. Identify stakeholders


Team members


Internal sponsor, stakeholders


Customer reps

2. Identify the best method to gather information from each group/person

3. Schedule review walkthrough/retrospective

4. Provide brief of what will be covered and the rules of engagement

5. Collect factual details:


Current scope/functionality (do we have any scope creep/leakage)


Budget - Actual vs. planned vs. revisions


Schedule - Actual vs. planned vs. revisions


Defects - Actual vs. planned and what we are doing about it

6. Gather input from people who can’t attend

7. Conduct review x 1/2/3 (dependent on issues raised etc)


Review

· What is currently working well

· Where we’re off-track

· What we can do about it

for each of the areas:

· Project teams

· Management incl Estimates, schedules, budgets, risks

· People issues

· Communications – internally, with customer/suppliers

· Technical issues

· Scope/Functionality issues


What can be done to address/rectify these?


Ask of stakeholders: If you had a magic wand, what would be the one thing you would change?


Gather and prioritise actions


Can we apply these actions/issues on other projects or even company-wide?

8. Allocate actions to relevant stakeholders

9. Forward results to all team members, stakeholders and place on a common board for everyone to see
10 Integrate actions where appropriate into company procedures/forms


	Conducted by:


