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Memorandum for Record							        11 August 2026
[Department]

LESSONS LEARNED: [Project Name]

1. PURPOSE.  To serve as a formal project closeout document by capturing both successful and unsuccessful project outcomes, identifying areas for improvement, documenting best practices, and to inform the planning and execution of future projects.
2. KEY SUCCESSES.  [Detail the strategies, processes, or actions that worked well and contributed positively to the project. Highlight what should be repeated in future projects.]
a. [Success 1]
b. [Success 2]
3. POINTS OF ATTENTION.  [Identify areas of friction, systemic inefficiencies, or aspects of the project that required disproportionate effort and monitoring.]
a. [Challenge 1]
b. [Challenge 2]
4. RECOMMENDATIONS.  [Provide actionable advice or specific changes to processes, tools, or team structures based on the challenges and successes identified above.]
a. [Recommendation 1]
b. [Recommendation 2]
c. [Recommendation 3]
5. LEFT BEHINDS.  [Document any open items, lingering tasks, or ongoing efforts that remain incomplete but do not block the formal closure of the project. Explicitly identify the specific individual or team responsible for managing and completing each remaining item.]
a. [Left Behind 1]
b. [Left Behind 2]
6. PROJECT SPONSOR.  The point of contact for this memorandum is the undersigned, [Name], at [Phone Number] or [Email].



[Project Sponsor Name]
[Department]	
[Job Title]			



