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Post-Contract Review
Project Name: _________________________________________
Reference No: _________________________________________
Project Manager: _______________________________________
Address: _____________________________________________
Completed By: _________________________________________
Date: ________________________________________________

1. Project Goals & Objectives
[Provide a summary of the project's goals and objectives. This should reflect what the project aimed to achieve, including specific deliverables, scope, and any key performance indicators (KPIs) that were set.]

2. Project Success Criteria
[Define the measures that will be used to determine if the project was delivered successfully. This will include the project's goals, scope, budget, timeline, and any other critical success factors identified during the project planning phase.]

3. Project Milestones
	Milestone Description
	Date of Accomplishment

	[Milestone 1 Description]
	[Date]

	[Milestone 2 Description]
	[Date]

	[Milestone 3 Description]
	[Date]

	[Milestone 4 Description]
	[Date]


[Provide a summary of the key milestones in the project, along with the dates they were accomplished. Reflect on whether these milestones were achieved as planned or if there were any delays or deviations.]

4. Tracking
	No
	Description
	Impact
	Response
	Notes

	1
	[Issue or Risk Description]
	[High/Medium/Low]
	[Response or Mitigation]
	[Additional Notes]

	2
	[Issue or Risk Description]
	[High/Medium/Low]
	[Response or Mitigation]
	[Additional Notes]

	3
	[Issue or Risk Description]
	[High/Medium/Low]
	[Response or Mitigation]
	[Additional Notes]

	4
	[Issue or Risk Description]
	[High/Medium/Low]
	[Response or Mitigation]
	[Additional Notes]


[Document any issues, risks, or significant changes that occurred during the project. Include the impact of these issues, the response taken, and any lessons learned.]



5. Project Deliverables (Planned vs. Actual)
	Planned Deliverable
	Actual Deliverable
	On Time?
	Under/Over Budget
	Meet Quality Standards?
	Notes

	[Deliverable 1]
	[Actual Deliverable 1]
	☐ Yes ☐ No
	☐ Under ☐ Over
	☐ Yes ☐ No
	[Notes]

	[Deliverable 2]
	[Actual Deliverable 2]
	☐ Yes ☐ No
	☐ Under ☐ Over
	☐ Yes ☐ No
	[Notes]

	[Deliverable 3]
	[Actual Deliverable 3]
	☐ Yes ☐ No
	☐ Under ☐ Over
	☐ Yes ☐ No
	[Notes]

	[Deliverable 4]
	[Actual Deliverable 4]
	☐ Yes ☐ No
	☐ Under ☐ Over
	☐ Yes ☐ No
	[Notes]


[Compare the planned deliverables with the actual outcomes. Indicate whether each deliverable was completed on time, within budget, and to the required quality standards.]

6. Project Non-Financial Benefits
[List the non-financial benefits achieved by the project, such as environmental impact, social and customer impact, adherence to company goals and values, and any other qualitative outcomes.]

7. Lessons Learned
[List what went well during the project, what didn’t go as planned, and how similar issues can be avoided in future projects. This section is critical for continuous improvement and knowledge sharing within the organisation.]

8. Actions from Meeting
	Action
	Completed By
	Date

	[Action 1]
	[Person Responsible]
	[Due Date]

	[Action 2]
	[Person Responsible]
	[Due Date]

	[Action 3]
	[Person Responsible]
	[Due Date]

	[Action 4]
	[Person Responsible]
	[Due Date]


[Document any actions that need to be taken following the post-contract review. Assign responsibility for each action and set a completion date.]


9. Sign-Off
· Completed by: _________________________________________
· Date: ________________________________________________
· Reviewed by: __________________________________________
· Date: ________________________________________________





Instructions for Completion:
1. Project Goals & Objectives: Reflect on the initial goals and objectives and provide a summary.
2. Project Success Criteria: Clearly define how success was measured, including whether the project met its scope, budget, and timeline.
3. Project Milestones: Record key project milestones and assess whether they were achieved on time.
4. Tracking: Capture any significant issues, risks, and responses throughout the project.
5. Project Deliverables: Compare the planned deliverables with the actual results.
6. Non-Financial Benefits: Identify any non-financial benefits resulting from the project.
7. Lessons Learned: Record key lessons to inform future projects.
8. Actions: List actions that arise from the review, assign responsibility, and track to completion.
9. Sign-Off: Ensure the review is signed off by the relevant personnel to confirm its completion.



Disclaimer:
This document was created with the assistance of Artificial Intelligence (AI). While the content has been generated and reviewed for accuracy and relevance, it is essential that this document be thoroughly reviewed by a qualified professional before implementation or use. The AI-generated content may require adjustments to ensure it fully aligns with specific legal, regulatory, or organisational requirements. The responsibility for verifying the accuracy and appropriateness of the information contained within this document rests with the user.
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