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Appendix B:  
Communications ABC Inc. 

Lessons Learned Log 

 
Category Issue Problem/Success Impact Recommendation 

Planning 

 

    

Human 

Resources  

    

Scope 

Management 

    

Risk 

Management 

    

Design & 

Development 

of 

Deliverables 

 

    

Technical 

 

    

Budget 

 

    

Other 

 

    

 
Descriptions could include: 

 What management processes went well, what went poorly, or what was lacking 

 Any issues that occurred, causing deviations from the plan 

 Notes on the performance of specialist methods and tools used 

 Measurements on how much effort was required during various phases 



Appendix C 
Communications ABC Inc. 

Product Launch Daily Progress Log 
 

 

Name:  Completed Work Work in Progress 

 

Date 

 

 

Work completed 

description 

 

Total Time 

Required 

 

Work in progress 

description 

 

Time Spent  

     

 
     

 

     

 

 

 

    

 

 

    

 

*Progress log is to be completed by each project team member by COB each day. Logs 

are to be saved on the team shared drive for duration of the project. 



Appendix D 
Communications ABC Inc. 

 New Product Launch 

Potential Risk Log 
 

 

 

Potential Risk Risk 

Level 

L/M/H 

Monitoring 

Strategy 

Mitigation/Avoidance 

of Risk 

Other Notes 

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

Potential risks may include, but are not limited to: 

 Human Resources 

 Technical Issues  

 Data Loss 

  
  

  






