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Project Name
Project Closeout Report
Note: Delete and/or type over the italicized help text in this document. 

	Section 1 – General Information 

	Business Unit / Program Area / Performing Organization
	

	Project Sponsor(s)
	

	Project Manager
	

	Project Team Members 
	

	Project Completion Date   
	


	Section 2 – Project Closeout Summary   

	Project Planning 
Summarize the effectiveness of the project planning process. Identify and discuss specific issues. 


	Project Execution and Delivery 
Summarize the effectiveness of project execution and delivery throughout the project. Compare the baseline project schedule to the final project schedule and describe discrepancies. 


	Project Resources 
Summarize the effectiveness of the project team and other stakeholders throughout the project. Identify and discuss specific issues. 


	Communication Planning and Management  

Summarize the effectiveness of the communication planning and management process. Identify and discuss specific issues. 



	Issue Management

Summarize the effectiveness of the issue management process. Highlight significant issues and how they were managed. 



	Risk Management 

Summarize the effectiveness of the risk management process.  Highlight significant risks and how they were identified, managed, and mitigated.  



	Change Management 

Summarize the effectiveness of the change management process. Highlight significant approved changes to the original project scope and how they were managed. 



	Project Implementation and Transition

Summarize the effectiveness of the project implementation and transition. Highlight significant milestones of the implementation and transition and the effectiveness of the activities planned and executed by those milestones. 


	Performance of Performing Organization 

Summarize the effectiveness of the performing organization within the context of this project. Highlight responsibilities of the performing organization and the effectiveness of the organization in accomplishing those responsibilities. Also identify and discuss any specific issues. 



	Section 3 – Key Project Metrics

	Cost 

List the percent difference between the final cost, final approved baseline cost estimate, and the original cost estimate. List the number of approved changes made to the original budget and the number of re-baselined budget estimated performed. 


	Schedule 

List and explain the difference in elapsed time of the original schedule and final actual schedule. Also list and explain the difference in elapsed time of the final baseline and final actual schedule. 


	Scope

List the number of scope changes in post-planning phases. 


	Quality 

List any defects / quality issues identified after delivery. Also list the status of the success measures identified in the Business Case (Achieved / Achieved with qualifications / Not Achieved), as of the project completion.



	Section 4 – Project Assessment Survey Summary Results 

Survey scores range from 1(strongly disagree) – 5 (strongly agree). 

	Assessment Category  
	Average Survey Score

	Project Planning and Schedule
	

	Project Execution and Delivery 
	

	Project Resources 
	

	Overall Project 
	


	Section 5 – Lessons Learned Summary

	Project Successes

	Description 
	Factors that Promoted this Success

	
	

	
	

	
	

	Areas of Potential Improvement

	Description 
	Improvement Strategy 

	
	

	
	

	
	


	Section 6 – Project Closeout Report Approval

	My signature below indicates an understanding of the purpose and content of this document. By signing this document, I have reviewed the information contained in it and agree to it as the formal Project Closeout Report. 

	Name
	Role
	Signature
	Date

(MM/DD/YYYY)

	
	
	
	

	
	
	
	

	
	
	
	


	Section 7 – List of Addenda 

List all supplemental files to this Project Closeout Report. If possible, hyperlink to the documents. 

	Document Name
	File Name
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