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1. Approvals

Document the approval process and authorized signatories for the project closure process.  The client project approval process and timeline should also be contained if appropriate. Approval here refers to approval of the closure of the project itself, not just approval of a plan to close the project. Both the project manager and the project sponsor will sign off on the project closure document.  Be sure to include a copy of the acceptance agreement from the client.
	Customer Rep: 

Sponsor:

Project Manager:


	Signature:

Print Name:

Title:

Date:

Signature:

Print Name:

Title:

Date:

Signature:

Print Name:

Title:

Date:




2. Document Change Log

	Revision
	Date
	Change Description
	Prepared By
	Approved By

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


3. Project Abstract

Provide a brief high-level description of the project, one to a few paragraphs, targeting a general audience. This can be taken from the Project Execution Plan, to provide context for this report.
4. Project Documentation
Provide a link or reference to the Project Definition Document and the Project Execution Plan.
5. Supporting Documentation

Identify supporting documentation that should be taken into consideration in this Project Closure Report, especially to provide context for and support the reason for closing the project. URLs to permanent documentation are preferred to avoid dead links. Be sure the supporting documentation is accessible to at least those who are reviewing this document.
6. Reason for Closing the Project
State the reason why the project is being closed. This may be because the project was completed, achieved as much as it could with the resources available and time allotted, or it may have been cancelled or postponed for some reason. 
7. Project Deliverables
List the planned and actual project deliverables.  Include information on relevant and significant change requests.
	Planned Deliverables
	Actual Deliverables

	
	

	
	

	
	

	
	


	Change Requests
	Impact

	
	

	
	

	
	

	
	


8. Project Schedule
List the planned and actual project completion dates.

	Project Phases
	Planned Completion Date
	Actual Completion Date

	
	
	

	
	
	

	
	
	


9. Project Team

List the names of everyone who worked on the project, including their titles, project roles, and how their involvement in the project has or will ramp down to zero. 
	Name
	Project Role
	Ramp-down Plan
	Timeframe  

	
	
	
	

	
	
	
	

	
	
	
	


10. Budget and Financial Information

Compare the budget to actual costs.  Explain any discrepancies.  Include ROI information if available. Identify any non-project, budget-related financial issues or concerns.

11. Outstanding Risks
Identify any outstanding risks and any planned actions or steps related to those risks.

12. Operations and Support 
Describe the plan for operations and support for the deliverables of the project.  Include operational support, defect reports, change requests, and technical and customer support.

13. Next Steps
List deferred tasks and late features that still need to be done, plans for point releases, and follow-up projects. List resources borrowed by the project that must be returned. Identify how useful internal project documentation will be archived. Define how the project team will be disbanded and when. List other closure tasks like closing charge codes or project accounts.
14. Lessons Learned
What went right and what went not so well with the project, from the project team point of view, customer’s point of view, and the sponsor’s point of view. What can future projects learn from the experience gained from this project?
Are there particular actions that may be taken to improve project support in the future: improved tools, training, support, documentation, procedures?
WHEN DONE…

Please update the Table of Contents once this form is completed.
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