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	Report quality criteria
	Project assurance and/or the project manager or project support might check the following:
· If appropriate statistics of estimates versus actual measurements are included
· Project Assurance or the board have approved the report’s distribution
· Risks have been reviewed to determine whether they could have been anticipated
· Significant lessons have been extracted from the lessons log.
· Action has been recommended for the lesson(s).




Executive Summary

(if complex enough to warrant it)
Scope of the report

(Stage or Project for example)
Review

What we did well, what we did badly and any recommendations for the wider organisation to assist future projects
Review of useful measures

(The effort that was required to create the products; the effectiveness of the Management Strategies and if appropriate statistics on issues and risks)

Significant Lessons

	Log ID.
	The event
	Effect (either positive or negative)
	Causes/Trigger 
	Early Warnings?
	Was this identified as a Risk before it occurred? 

(Risk Register ID if so)
	Recommendations 

(future actions to embed the learning)
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