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Post Implementation Review — (Insert Project Name Here)
Date
Executive Summary
Summarize the report in two paragraphs or less.

Background
Why was the project undertaken? Provide key information about the project.
Goal
What the project team wanted to achieve at the highest level. Be audacious. Please note that the goal is often phrased as a “from”/“to” proposition.

Objectives
What was the team trying to achieve? These can be qualitative and/or quantitative objectives. List up to four objects, and number the list.

target audience
· Was the target audience students, faculty or staff? Internal? External? Age? Demographic?

· If the audience is specific, provide as much detail as possible (e.g., Undergraduate students in the Faculty of Arts that are over the age of 25). 

· Is the audience ‘general’? If so, can you offer at least two segments of this general audience?

· If there are several target audience groups, list out each one and detail which group is the primary audience, and which one were secondary or tertiary audiences.
key performance indicators
Describe what the basis for measurement that will be used for this objective

(e.g.,12% increase in target audience awareness after campaign completion. Increase event registration by 150 people over a two-week period. 5% year-over-year increase in user engagement (likes/shares/comments) on social media posts.)

budget
If there was a budget for the project, include it here along with any specific details. 

(e.g., Outline the groups contributing to the total and how much they added, state whether a PO will be required, etc.)

results
Outline the success of the campaign based on the objectives and key performance indicators listed above.

key challenges and learnings
List the key issues you may have encountered on the project as bullet points. What were the sticking points? Be short and succinct. 
(e.g., The timing for the event was not ideal, as it was hosted during the run up to exam week and many students were busy studying. The working committee group had inconsistent attendance, with some teams failing to send a replacement person to meetings.)
Recommendations

Highlight the key recommendations and findings in a bullet list. The recommendations can be about process, operational considerations, timings of the activity etc. 

(e.g., Next year, the event should be held in late September, when students are less busy studying, to ensure maximum impact, engagement and participation.)
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