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Appendix III-A-1: Experiential Learning Project 

An Experiential Approach to Developing Behavioral Skills for Project Managers 

Section F: Final Project Written and Oral Reports 

Final project written reports will be due on the date specified and submitted (in hard copy 
and/or electronically).  Guidelines for content and format of these reports are as follows1: 

 Part 1:  Performance Summary 

 Think of this section of the report as a “Letter to Stakeholders”—it reports the 
“facts”:  What was the project’s purpose (mission), what were the original 
goals (qualitative and quantitative), and were these goals achieved? Provide a 
summary report of the project’s financial performance as well as performance 
on other appropriate metrics.  Did unanticipated events lead to changes in 
goals or activities, and how did these factors influence performance?  Don’t 
forget to refer to the original project plan—there should be clear connections 
between the two documents! 

 

 Part 2:  Lessons Learned 

 This section of the report must answer the following questions: 
o What factors explain the project team’s performance? 

o What would the project team do differently (and why) if it were to start 
again?  What advice and lessons can future project teams in this course 
learn?  Why?     

o What key insights about project management and leadership emerge from 
an analysis of this experience? 

 The focus in this section should be on integrating the project team’s 
experiences with significant management and organizational behavior 
concepts.  The final report should not attempt to talk about “everything under 
the sun”!  Think about what is most important and what’s less important.  
Make decisions about what should be included in this analysis, and what 
should be left out. Above all, remember that transparency and specificity 
make for a more substantial and meaningful analysis.  

 Use examples from the project and from the readings/cases to illustrate and 
support all conceptual or theory-based claims.  Avoid simply describing 
events/experiences without making a connection to theory.  Examples should 
be meaningful and substantive, and it should be clear to the reader how they 
illustrate the link between theory and practice—make specific references to 
relevant readings. 

 Part 3:  Supporting Documents 

 This section of the report should contain any relevant supporting documents 
such as financial statements and other appropriate materials. 

                                                           
1 Instructions for the peer review process will be provided prior to the end of the semester.  Peer reviews will be 
submitted individually, not as a team document, and will use each project team’s performance criteria.   
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Format:  Use a cover memo, addressed to the professor, to communicate the purpose of 

the report and provide an “Executive Summary” of that report.  All project team members must 
sign the memo.  Use standard professional form for this memo and the report (i.e., single space 
paragraphs, double space between paragraphs).  Use headings/subheadings where appropriate to 
separate ideas and increase readability.  Font size must not be smaller than 12 and margins should 
be 1” all around.  Make sure that the report is written in “one voice.”  Do not attempt to “patch” 
sections together at the last minute!  Write a report that is concise, coherent, and clear—allow 
adequate time to accomplish this standard of quality; work together as a team! Do not ask how 
long or short your team report should be—the project team should make this decision based on 
the report’s content (HINT: A team report of 1 or 2 pages—excluding the cover memo—is likely 
too short and reports that exceed 5 pages are likely too long).  

A word to the wise project managers:  Do not make the mistake of assuming that these 
reports can be written in one or even two sessions.  Expect to go through a process of drafting, 
revision, and discussion—and yes, even conflict.  Allow enough time to make clear-minded 
choices about WHAT to say in the report and still have sufficient time to WRITE a report that is 
concise, clear, and coherent.  It is much more challenging to write a compelling brief report than 
it is to write a lengthy detailed report—make critical choices about what to include, as well as 
how to convey the message succinctly but persuasively. 

Project Oral Reports 

Each project team will present an oral report to the rest of the class during the scheduled 
period.  The project team oral report provides an opportunity to share experiences and lessons 
learned with the other project teams.  Communicate the contents of the written report orally—but 
think carefully about the most effective manner to do this.  Tell an interesting story and remember 
that oral presentations are typically not “boiled down” versions of a written report! Refer to the 
instructions for the final written report for guidance on the content of the oral report.  

Use PowerPoint (or equivalent software, e.g., Prezi) and other techniques if appropriate.  
All team members must actively participate in the oral presentation!  The goal should be to engage 
the class and deliver a memorable presentation that leads to learning.  Presentations should last 
NO LONGER than 20 minutes, with 5 to 10 additional minutes for questions.   

 
Instructor Note:   

 Guidance of project teams is essential as they reach the final report stage of the 
assignment. Remind the students that, as Ralph Waldo Emerson said: “The reward 
of a thing well done, is to have done it.” 

 Useful references for presentation skills are listed in Section B.    

 Emphasize that unlike a project team final report in a “real” organization, this 
report should be both descriptive and reflective.  The weight of the project team’s 
performance outcomes in quantitative terms must be considered; however, more 
important is the critical thinking that leads to crucial insights about how and why 
a project team succeeds or fails on the basis of behavioral competencies.   

 Students should be reminded that bringing closure to a project is important and 
publicly reporting accomplishments should be a celebration of achievements.  
Provide these questions to teams to assist them in reflecting on the knowledge and 
skills gained through this project assignment:   
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 What qualities make your team special? What really stands out in your mind 
about your team? What makes your team distinct and memorable? 

 Now think more specifically about your project team’s development: 
o What important things happened as your project team formed? What were 

the key moments in the development of your team—did you go through the 
predicted stages of team development or not (did you get stuck at any 
point)? 

o What factors led to your success (or lack of success)? 

o What advice would you give to a new project team about how to launch 
successfully?   

o How could you replicate your project team’s successes in the future—that 
is, what would you do over again and why? 

o How could you have avoided the challenges your project team faced—that 
is, what would you do differently and why?  

o What connections can you make between your project team’s experiences 
and the management concepts and skills we’ve discussed this semester? 
What “lessons” emerge from a careful analysis of your experience and 
reflection on management concepts? 

o What kinds of evidence and reasons can you present to support the claims 
you make about what you learned and the advice you would give to other 
teams?  

 
  
  


