

















Procurement Journey  
Lessons Learned Template – Populated Examples
























Below are two example completed one-page lessons learned templates. They are fictional but realistic and designed for guidance and training purposes within the Scottish public sector. 

They show the appropriate level of detail for medium/high-value, medium/high-risk contracts and demonstrate what “good” looks like.  Although it is expected that for complex / long running contracts there would be more positive and negative points available for you to record.


Example 1 – Facilities Management Services Contract

Lessons Learned Summary

Contract Overview
· Contract Title: Facilities Management Services (Multi-Site)
· Supplier Name: ABC Facilities Ltd
· Organisation / Directorate: Estates & Facilities
· Contract Manager: J. McLeod
· Contract Value (approx.): £1.8m
· Contract Period: April 2021 – March 2024
· Stage Reviewed: ☑ Closure

Purpose of Review

End-of-contract review to inform re-procurement of facilities management services and identify improvements for future contract management.

What Worked Well

	What worked well
	Why it worked

	Clear performance KPIs
	KPIs were measurable and linked to service outcomes

	Regular monthly review meetings
	Issues were identified early and addressed promptly

	Single point of contact
	Improved communication and accountability



What Did Not Work as Intended

	Issue / challenge
	Cause (high level)
	Impact

	Slow response to urgent repairs in Year 1
	Mobilisation underestimated staffing levels
	Service disruption and complaints

	Inconsistent reporting quality
	Reporting requirements not clearly specified
	Additional management time required






Key Lessons Learned

	Lesson learned
	Applies to

	Mobilisation plans must be reviewed and stress-tested before contract start
	Mobilisation

	Reporting requirements should be clearly defined in the contract
	Procurement / Contract management



Improvement Actions

	Action
	Owner
	Timescale

	Strengthen mobilisation requirements in future tenders
	Procurement
	Next procurement

	Introduce standard reporting templates
	Contract Management
	Within 3 months



Sharing and Use of Learning

· Who should see this learning?
☑ Contract team ☑ Procurement / Commercial

· How will this be used?
☑ Inform future procurements
☑ Update templates / guidance

Review Sign-Off

· Completed by: J. McLeod
· Date: 15 April 2024
· Reviewed / Approved by: Not required




















Example 2 – Digital Support Services Contract

Lessons Learned Summary

Contract Overview
· Contract Title: ICT Application Support Services
· Supplier Name: Digital Solutions Scotland Ltd
· Organisation / Directorate: Digital & IT Services
· Contract Manager: S. Ahmed
· Contract Value (approx.): £950k
· Contract Period: January 2022 – December 2024
· Stage Reviewed: ☑ In-life (Annual Review)

Purpose of Review
Annual review following recurring service performance issues to identify improvements and inform contract extension decision.

What Worked Well

	What worked well
	Why it worked

	Collaborative working relationship
	Open and constructive engagement

	Flexible approach to minor changes
	Avoided unnecessary formal variations



What Did Not Work as Intended

	Issue / challenge
	Cause (high level)
	Impact

	Missed service levels during peak periods
	Demand higher than forecast
	Reduced user satisfaction

	Escalation process unclear
	Governance not fully documented
	Delayed issue resolution



Key Lessons Learned

	Lesson learned
	Applies to

	Demand assumptions should be reviewed annually
	Contract management

	Escalation routes must be clearly documented
	Governance



Improvement Actions

	Action
	Owner
	Timescale

	Update escalation and governance documentation
	Contract Manager
	1 month

	Review demand forecasts with supplier
	Contract Manager
	Before extension decision


Sharing and Use of Learning

· Who should see this learning?
☑ Contract team ☑ Procurement / Commercial

· How will this be used?
☑ Inform extension decision
☑ Improve in-life contract management

Review Sign-Off
· Completed by: S. Ahmed
· Date: 10 January 2025
· Reviewed / Approved by: Service Manager
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