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Project Overview
	Purpose: Briefly restate why the project was initiated.

	







	Scope Summary: What was included and excluded.

	







	Key Deliverables

	

	

	

	



	Objectives & Outcomes

	

	

	

	

	

	




What Went Well
	Describe practices, decisions or conditions that contributed positively to the project’s success

	








What Didn’t Go Well
	Identify challenges issues or gaps encountered during the project

	










	Root Causes & Key Learnings

	

	

	



	Tools and Resources Review – What worked well and what didn’t

	













	Recommendations for Future Projects

	









Final Project Status
· Schedule: On time / Delayed
· Budget: Under / On / Over
· Quality: Met / Exceeded / Did Not Meet expectations
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