Instructions for DCII Lessons Learned/Tip Input Form 

Submitter:  Enter the name of the person sending in the Lesson Learned, their phone number and, if available, their DSN.

POC: A technical Point-of-Contact should be listed if different than the submitter

Action: New Lesson can be added.  Existing lessons can be amended with new information or additional solutions.  Lessons should be deleted if the problem has been solved in such a way that it will not recur, i.e. a new version of the software fixed the problem.

Type: A lesson learned may consist of a problem and its solution or a recommended practice your experience has taught you to follow.  A recommended practice may be proposed as a standard. A Lesson Learned can be both a problem/solution and a recommended practice.  The solution/work-around may lead to documentation of a recommended practice.

Category: This listing of software will help in categorizing the lesson learned.  This is an open list that can be expanded.  

Project Phase: The phase in which this problem is most likely to be encountered.

Statement of Problem/Tip: The first two sentences should state the problem and the type of tip.  These sentences provide the quick reference for the Web.  Additional information about the problem can follow.

Statement of Solution: Please indicate if this is the only solution found, or if it’s the best of many.  This is the area most likely to be modified or added to as other personnel encounter the same problems or issues.

Recommended Practice: This section is especially important when this is a “Tip”.  Document the practice/tip and always include why this is the recommended practice.  Without the ‘why’ it is difficult for others to adopt.

The completed DCII Lessons Learned form is to be e-mailed to Release.Manager@dfas.mil with a subject line of “LESSONS LEARNED”.

