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Purpose of a Project Closure Report
The project closure report is the final deliverable for a project and is used to assess the success of the project.  The closure report records the final project sign off from the Sponsor, assesses success, and initiates a number of activities: identify and share best practices for future projects, identify and assign items to be addressed (issues, future initiatives, future projects), appropriately close current contracts, provide final project communication to stakeholders, release project resources, and ensure appropriate operational transition. 

Section 1:  Executive summary
This section should include a brief overview of the project, highlight key results, summarize the lessons learned, and indicate any next steps or remaining actions.
Section 2:  Stakeholder Feedback
Process
This section should include a description of how feedback was/is being collected for lessons learned, who feedback was collected from (if specific groups were not targeted for feedback they should be mentioned as well with a reason why they were excluded), and the measures against success criteria (including stakeholder satisfaction).   
Feedback Results

Include the results of the stakeholder feedback, including key (1 or 2) themes, key (1-3) things that were done well, key (1-3) opportunities for improvement for the future, and next steps.  This information should be summarized from the closure survey, lessons learned report, and success criteria measurements.
Section 3:  Project Performance Outcome
This section should document the outcome of the project by comparing the outcome to the success criteria stated in the initiative planning template (or charter) and explain any variances. Success is based upon whether the project delivered what was asked for, whether there are benefits to what was delivered, and the process to get there. The measurements for determining the actual results will be documented in the initiative planning template (or charter).  
	Category
	Performance

	Success of Product/ Service

Did the product/ service deliver what was asked for, relevant to scope (requirements, functionality, etc.), and quality?
	Criteria
	Actual Result(s)
	Variance & Explanation

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Overall Success of Product/Service (click one checkbox below): 

☐All Expectations Were Met and/or Exceeded
☐Not all Expectations Were Met, But Still May Be (explain how, who, and when below)
☐Some Expectations Will Not Be Met (explain impact below)
☐Did Not Meet Any Expectations



	Success of Outcome

Did the product/ service delivered provide benefit to people using it, and/or to the business?
	Criteria
	Actual Result(s)
	Variance & Explanation

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Overall Success of Outcome (click one checkbox below): 

☐All Expectations Were Met and/or Exceeded
☐Not all Expectations Were Met, But Still May Be (explain how, who, and when below)
☐Some Expectations Will Not Be Met (explain impact below)
☐Did Not Meet Any Expectations



	Success of Process

Did the process followed to deliver the product/ service work well? Consider management of resources, budget, schedule, project team, change, etc.
	Criteria
	Actual Result(s)
	Variance & Explanation

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Overall Success of Process (click one checkbox below): 

☐All Expectations Were Met and/or Exceeded
☐Not all Expectations Were Met, But Still May Be (explain how, who, and when below)
☐Some Expectations Will Not Be Met (explain impact below)
☐Did Not Meet Any Expectations

Comments (if applicable):




Section 4:  Closure Checklist
This section includes a brief checklist of things that should be done during project closure, and includes any notes that may need to be carried through transition to operations.  
	
	Yes
	No
	N/A
	Comments

	Are all deliverables completed and transitioned to operations?
	
	
	
	

	Has deliverable documentation been handed over to stakeholders and Operations?
	
	
	
	

	Have all contracts been closed?
	
	
	
	

	Have all payments (invoices, etc.) been made?
	
	
	
	

	Has adequate knowledge transfer and training been completed?
	
	
	
	

	Are there recurring maintenance/operational costs for the product to be accounted for?  If yes, indicate what and who is responsible in the Comments.
	
	
	
	

	Have any remaining issues and/or risks been communicated to operations?  Add details of any such issues/risks in Comments.
	
	
	
	

	Has the closure been communicated to all stakeholders?
	
	
	
	

	Has documentation been archived in the appropriate repository?
	
	
	
	

	Has there been appreciation expressed to the project team, including any relevant celebrations?
	
	
	
	

	Have lessons learned been collected and completed by stakeholders?
	
	
	
	

	Have project team members been released from the project?
	
	
	
	

	Are there future recommended projects or initiatives related to this one?  If yes, please include details in Comments.
	
	
	
	


Section 5:  Approvals
This report formally closes the [insert project name] project, based on the completion of deliverables and assessment of project performance. This approval represents acceptance of the final deliverable based on the information in this report, and releases all resources from this project.  

	Project Role
	Name
	Title
	Approval Signature
	Date

	Project Sponsor
	
	
	
	

	Project Leader 
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