
Post Mortem Meeting
Agenda and Minutes
Post Mortem Meeting Data
	Meeting schedule (date + time):
	

	Meeting place:
	

	Meeting owner:
	

	Basic rules:
	

	Additional information:
	


Invited Participants
	
	
	Present

	Project manager
	
	yes/no

	Project team members
	
	

	Further stakeholders
	
	


Organizational Data on the Project
	Performing Organization
	Client organization 
(where applicable)

	Project name:
	
	Project name:
	

	Performing organization:
	
	Customer organization:
	

	Project ID:
	
	Project ID:
	

	Project manager:
	
	Project manager:
	

	Project sponsor:
	
	Project sponsor:
	

	Change control board (Steering committee):
	
	Change control board (Steering committee):
	


Agenda and Minutes

	Project summary
	Baseline(s)
	

	
	Actual
	

	Central data describing the course of the project
	Baseline(s)
	

	
	Actual
	

	Project strategic approach
	Baseline(s)
	

	
	Actual
	

	Project management methodology
	Baseline(s)
	

	
	Actual
	

	Project timeline including milestones and deadlines
	Baseline(s)
	

	
	Actual
	

	Jour fixe meeting dates
	Baseline(s)
	

	
	Actual
	

	Major deliverables
	Baseline(s)
	

	
	Actual
	

	Project team and responsibilities, including  organizational structure and communication paths
	Baseline(s)
	

	
	Actual
	

	Further stakeholders
	Baseline(s)
	

	
	Actual
	

	Project ground rules
	Baseline(s)
	

	
	Actual
	

	Reviews (audits and inspections)
	Baseline(s)
	

	
	Actual
	

	Rules relating to reporting and documentation
	Baseline(s)
	

	
	Actual
	

	Particular events
	

	Positive surprises for the team
	

	Negative surprises for the team
	

	Key lessons learned
	

	Information on the further processing and archiving of project data
	


Team Performance Evaluation
	
	poor

average

outstanding



	Overall evaluation
	1      2       3       4       5       6       7       8       9       10

	Evaluation based on team behavior, communications and organizational proficiency
	1      2       3       4       5       6       7       8       9       10

	Evaluation based on technical/functional skills
	1      2       3       4       5       6       7       8       9       10

	Evaluation based on perception by project manager
	1      2       3       4       5       6       7       8       9       10

	Evaluation based on perception by project customer
	1      2       3       4       5       6       7       8       9       10

	Evaluation based on perception by other project stakeholders
	1      2       3       4       5       6       7       8       9       10

	Explanations, further details
	


Sign-off

	

	Project manager

	Participant #1

	….

	Participant #n
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