	Harvard ManageMentor — PROJECT MANAGEMENT TOOLS

	Form for Capturing Lessons Learned

	Use this form to summarize the “lessons learned” from a completed project. Identify lessons learned by asking all project participants to meet and discuss.

	Project:
	Palm Bay Play Day at Bill Madden Park
	Lab Section:
	0072

	Prepared by Team:
	Palm Bay Plays

	Meeting participants:
	Randi Sayman, Justin Perchalski, William Belcher, Michelle Dalzell

	For each major Objective of the project (or key task), identify what worked (what you did well), what didn’t work, and ways the team could improve the process the next time.

	Project Objective/Task
	What Worked
	What Didn’t Work
	Ways to Improve

	Developing Activity and Donor List
	Brainstorming, Research
	Activities that didn’t match criteria, Contests
	Create list with client

	Contacting Donors
	Face to face meetings, Offering advertisement to get cooperation
	Phone calls, expensive activities
	Practice being prepared and looking professional, Set up meeting agendas

	Advertising
	Flyers, Signs, Newspaper Articles, Word of mouth
	Sign at the park
	Move signs to busier roads, Post more flyers

	Kathy Maldanado
	Open flow of communication, Use of networks 
	Schedules didn’t match
	More communications

	Play Day at Bill Madden Park
	Teamwork, Successful Activities/ Demonstrations
	Morning Activities
	More advertising, More events, More food

	Targets analysis: How effectively did the project/team …

	Achieve goals and meet project objectives?

	The team was able to meet all of the project objectives and achieve all of its goals by the end of the project. We all worked hard to make sure we actually did what we said we would do.

	Meet deadlines?

	We successfully met each of our deadlines by the end of the project. However, we did have some trouble getting all of the clients and donors lined up by the deadline we set in our blueprint, but everything was good to go by the Client’s deadline of March 20th.

	Monitor and stay within budget?

	Each of the four group members generously donated $25, all of which was used for crafts and other items at the event.  

	Communicate about the project?

	The team communicated about the project very frequently and everyone was kept up to date throughout the course of the project. We had a bit of a struggle communicating with Kathy Maldanado, which caused some confusion at times, but we managed to get through it.

	Resources assessment: Were the resources allocated to the project (time, money, personnel) appropriate, sufficient, and efficiently used?  Explain your responses.

	Yes, all of the resources allocated to this project were appropriate, sufficient, and efficiently used. We all met the 25 hour requirement, some exceeding it, and it cost us very little money. Four people in a group was sufficient; we were the smallest group in the class, so it may have lightened our workload with an extra person.

	Lessons learned: What are the key lessons learned that can be applied to future projects?

	In order for a team to reach its final goal of success, it must practice good communication. The journey can be made much easier by collecting the right supplies and donations. Donators are much easier to deal with face to face. Also, managing your time is important so that you meet your deadlines. It is important that you keep your word to your client and do everything you say you are going to do. 
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