

Project Retrospective Checklist

	Planning

	Was the time allotted to planning activities adequate?  If not, why not?

	Did we choose the correct goals for the project?

	What would be the results of more planning time?

	What should have been done during planning, but wasn't?

	Were the team members involved in the initial planning?  Was their level of involvement adequate?

	Feedback within planning:  When changes occurred, was the move back to the planning stage clearly defined?

	How did you know when you were ready to move from planning to development?  From development to implementation?

	Resources

	Were the resources allotted adequate?  Excessive?  Why?

	How were they estimated?

	How can we improve our estimates?

	Did "overload" or "burnout" occur?  When?  Were there warning signs?

	What could have been done to prevent resource overload?

	Scheduling

	Was the work breakdown structure (task list) relevant to the actual work done during the project?

	Did each task have a defined, tangible output (deliverable)?

	Did you use the schedule throughout the project?  Why or why not?

	How was project progress measured?  Was it adequate?  How could it be improved?

	Were the responsibilities for each project task clear?

	Were project milestones clearly defined?  

	What were the biggest risks to meeting the scheduled date?

	Was contingency planning adequate?  Why?  How can we improve it?

	Were schedule updates and adaptive actions timely?  Were they adequate?

	What scheduling changes need to be made in the future?

	Change Management

	Was approval for changes obtained from all people who must support them in order for them to be successfully implemented?  If not, what was the result?

	Did changes occur late in the project, and if so, why?

	How can we ensure that all appropriate parties are involved in the future?

	Were changes adequately and promptly reported to all project team members?

	Status Reporting

	Were reports relevant?  Timely?

	Were they read?  If not, why not?

	Who later asked for data?

	What needs to be improved?

	Was there a problem with tools to produce the necessary information?  What needs to be done about this?

	Technical Issues

	Were design reviews conducted?  If so, how were they structured?

	Did the structure accomplish the review goals?  If not, what needs to be improved?

	What went well?

	Successes

	What went well?  Why?

	Where were you able to leverage past experience, past training, or previous efforts?

	Results

	What planned results did you successfully accomplish?

	What planned results did you fail to accomplish?  Why?

	What results did you have that were unplanned?

	Interactions within Your Organization

	What went well?

	What can be improved?

	Interactions with Groups Outside Your Organization

	What groups were involved?

	Were initial commitments from other groups timely?

	Were commitments met as expected?   If not, what happened?
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