Project Closing Statement

	Project Name:
	
	Project ID:
	

	Exec Leader:
	
	Project Leader:
	
	Project Manager:
	

	Start Date:
	
	End Date:
	
	Date Submitted:
	


Project closing is the process by which the project is brought to an end.  The information from this template will be used to assist in improving the overall environment for project management in the organization.  
The Project Manager should guide the team members and other stakeholders through a standard project closing process so that all projects are completed in an organized and successful manner.  Project closing ensures that the loose ends are addressed and provides a mechanism for documenting and sharing lessons learned.

This template provides the following sections:

· Project Closing Checklist – a reminder of the steps needed to a close a project

· Project Completion – document the project completion relative to the expected deliverables

· Business Success – document the business success of the project relative to the business outcomes

· Lessons Learned – document lessons learned for use by other projects 

Project Closing Checklist:

The following checklist is meant to provide steps for the Project Manager to consider when closing a project.  Click on the check box to indicate completion:

 FORMCHECKBOX 
  Complete handoff to operational units:

 FORMCHECKBOX 
  Retain resources to support that transition

 FORMCHECKBOX 
  Provide new process flows and other required documentation to operational unit

 FORMCHECKBOX 
  Provide metrics for all new processes

 FORMCHECKBOX 
  Provide new/updated reporting schedule

 FORMCHECKBOX 
  Obtain sign-off for handoff to operational units

 FORMCHECKBOX 
  Obtain project sign-off from Executive Leader

 FORMCHECKBOX 
  Communicate completion to all stakeholders

 FORMCHECKBOX 
  Conduct a post-project review meeting:

 FORMCHECKBOX 
  Review accomplishments versus expected deliverables

 FORMCHECKBOX 
  Complete project metrics (if possible at this time) to measure expected business outcomes

 FORMCHECKBOX 
  Document lessons learned

 FORMCHECKBOX 
  Complete final updates of the project schedule, status report, and project team list

 FORMCHECKBOX 
  Submit completed project schedule, status report, and team list to PMO 

 FORMCHECKBOX 
  Archive project files: 

 FORMCHECKBOX 
  Store electronically on departmental server

 FORMCHECKBOX 
  Provide inventory of archived files to PMO

 FORMCHECKBOX 
  Celebrate, recognize the project team’s efforts

 FORMCHECKBOX 
  Prepare input to team members’ performance appraisals 

 FORMCHECKBOX 
  Release all remaining resources

 FORMCHECKBOX 
  Submit the Project Closing Statement to the PMO

Project Completion:

As specified in the Project Opportunity Statement (POS), the deliverable statements define what constitutes project completion.  The purpose of this section is to ascertain whether the project produced the deliverables expected at the time expected.

Copy the information for the Deliverable, Completion Metric, and Planned Date columns from the corresponding columns in Section 4 of the POS and complete the Actual Date (if the deliverable was provided) and a Y/N to indicate if the deliverable was successfully provided by the planned date.

	ID
	Deliverable (from POS)
	Completion Metric (from POS)
	Planned Date

(from POS)
	Actual Date
	Successful (Y/N)

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	

	10
	
	
	
	
	


Business Success:

As specified in the Project Opportunity Statement (POS), the expected business outcomes are the criteria by which the business success of the project will be determined.  The purpose of this section is to ascertain whether the project produced the business outcomes expected at the time expected.  

Note that some business outcomes may not be measurable until a later time.  The Executive Leader for this project is responsible for ensuring that the business outcomes are measured.  The PMO will track this information and provide a reminder at the appropriate time.

Copy the information for the Business Outcome, Success Metric, and Expected Date columns from the corresponding columns in Section 2 of the POS and complete the Actual Date (if the business outcome was achieved) and a Y/N to indicate if the business outcome was successfully provided by the expected date.

	ID
	Business Outcome (from POS)
	Business Success Metric (from POS)
	Expected Date

(from POS)
	Actual Date
	Successful (Y/N)

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	

	10
	
	
	
	
	


Lessons Learned:

The information in this form can be collected at a post-implementation meeting of the project team and can provide help to future project teams working on similar projects.  Invitees should include anyone who participated in the project at any time during the duration of that project.  Each participant should come ready to provide input on what worked and what didn’t work during the project.  Suggestions for improvement should always be provided for ‘didn’t work’ items.

1.
What Worked:

	ID
	What Worked? (Process, Tool,…)
	Why Did It Work?
	Suggestions for Improvement

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	

	9
	
	
	

	10
	
	
	


Lessons Learned (continued):

2.
What Did Not Work:

	ID
	What Didn’t Work? (Process, Tool,…)
	Why Didn’t It Work?
	Suggestions for Improvement

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	

	9
	
	
	

	10
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