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Generic Lessons Learned Summary Template — applicable across industries and project types


1. Purpose & Overview
This document synthesizes the individual entries captured throughout the project in the companion Lessons Learned Register (a separate, living spreadsheet updated continuously during execution). While the register holds the raw, entry-by-entry log, this summary distills it into themes, patterns, and actionable recommendations for future projects — intended for leadership, the PMO, and organizational process asset updates.
[Enter any project-specific framing for this summary]
2. Methodology
Describe how lessons were captured throughout the project life cycle.
	Capture Method
	Frequency / Timing
	Participants

	Phase-End Retrospectives
	[e.g., End of each phase]
	[Project team, PM]

	Milestone Reviews
	[e.g., At each major milestone]
	[PM, Sponsor, Key Stakeholders]

	Ad-hoc Entries
	[As they occur]
	[Any team member]

	Project Closeout Review
	[End of project]
	[Full project team, Sponsor]


3. Key Themes / Patterns Identified
Summarize recurring patterns observed across multiple entries in the Lessons Learned Register — not individual lessons, but the trends that emerged.
	Theme
	Related Lesson IDs
	Description

	[Theme 1]
	[e.g., L-002, L-007, L-011]
	[Description of the recurring pattern and why it matters]

	[Theme 2]
	[e.g., L-004, L-009]
	[Description of the recurring pattern and why it matters]

	[Theme 3]
	[e.g., L-013]
	[Description of the recurring pattern and why it matters]



4. What Went Well
Highlight practices, decisions, or approaches that worked well and should be repeated on future projects.
[List key successes and the practices that drove them]
5. What Could Be Improved
Summarize the areas where the project fell short of expectations and why.
[List key challenges and their root causes]


6. Top Recommendations for Future Projects
Translate the themes above into specific, actionable recommendations, and identify which organizational process area each affects.
	Recommendation
	Rationale
	Applicable Process Area

	[Recommendation 1]
	[Why this is recommended]
	[e.g., Estimating, Procurement, Communications]

	[Recommendation 2]
	[Why this is recommended]
	[e.g., Estimating, Procurement, Communications]

	[Recommendation 3]
	[Why this is recommended]
	[e.g., Estimating, Procurement, Communications]



7. Category Breakdown (Reference)
High-level count of entries by category, drawn from the full Lessons Learned Register, to show where lessons concentrated.
	Category
	Number of Entries
	Notes

	Scope
	[#]
	[Notes]

	Schedule
	[#]
	[Notes]

	Cost
	[#]
	[Notes]

	Quality
	[#]
	[Notes]

	Resources
	[#]
	[Notes]

	Communications
	[#]
	[Notes]

	Risk
	[#]
	[Notes]

	Procurement
	[#]
	[Notes]

	Stakeholder Engagement
	[#]
	[Notes]



8. Where the Full Register Lives
Reference the location of the complete, entry-by-entry Lessons Learned Register so future teams can access the underlying detail behind this summary.
[File location / link to the Lessons Learned Register spreadsheet]
9. Approval Signatures
	Name / Role
	Signature
	Date

	[Sponsor]
	
	

	[Project Manager]
	
	

	[PMO Representative]
	
	



10. Version / Revision History
	Version
	Date
	Author
	Change Description

	1.0
	[Date]
	[Name]
	Initial draft




Appendix A: How to Fill Out This Template
This appendix is for reference only — it explains how to complete each section of this summary. Remove before final distribution if not needed.
Before you start:
•  Complete the companion Lessons Learned Register first (Excel). This summary is meant to synthesize entries already logged there — it should not introduce new raw lessons that aren't in the register.
•  This summary is typically written once, at project closeout, after the register has been populated throughout the project life cycle.
Section-by-section guidance:
	Section
	How to Fill It

	1. Purpose & Overview
	Keep to 2–4 sentences. State that this summary distills the full register and who the intended audience is (e.g., PMO, sponsor, future project teams).

	2. Methodology
	List the actual mechanisms used on this project to capture lessons (retrospectives, milestone reviews, surveys, etc.) and how often each occurred. Be specific — 'we held retros' is too vague; state when and who attended.

	3. Key Themes / Patterns
	Do not copy register entries verbatim. Group multiple related Lesson IDs into a single theme (e.g., three separate entries about underestimating review time become one theme: 'Stakeholder review cycles consistently underestimated'). List the contributing Lesson IDs so the theme is traceable back to the register.

	4. What Went Well / 5. What Could Be Improved
	Pull directly from entries marked Impact = Positive (Section 4) or Impact = Negative (Section 5) in the register. Focus on the 3–5 most significant items rather than listing everything.

	6. Top Recommendations
	Every recommendation must be actionable and assigned to a process area (e.g., Estimating, Procurement, Communications) so the PMO knows which template or process to update. Avoid vague advice like 'communicate better' — state what should change, specifically.

	7. Category Breakdown
	Use the AutoFilter in the register to count entries per category, then paste the counts here. This is meant to show volume/concentration, not detail.

	8. Where the Full Register Lives
	Provide the actual file path, shared drive link, or PMO repository location so future readers can open the full register.

	9. Approval Signatures
	Typically signed by the Sponsor and PM at minimum; add a PMO representative if your organization requires PMO sign-off on closeout artifacts.



Common mistakes to avoid:
•  Writing this summary before the register is populated, resulting in generic or speculative content.
•  Listing every register entry instead of synthesizing themes — defeats the purpose of a summary.
•  Recommendations with no owner or process area attached, which makes them unlikely to ever be implemented.
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