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This template contains instructional text to advise how to populate the various sections. Please remove the green text when you have completed the document, prior to circulating.
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1. Project Summary
This section should provide a summary of the project which was completed.  It is important that this summary captures the scope of the project and contains enough detail to provide a full understanding of the project.  Since this document will communicate what went right and wrong with the project, as well as lessons learned and recommendations for future projects, it is imperative that this section provide enough background information to base the details in the rest of the document on.
…….  
2. Project Team and Staffing
This section provides information about who the project team consisted of.  This usually includes names, titles, project role, and contact information.  This information is useful when questions may arise on future projects which are similar in nature.  It also provides a useful list of points of contact should more information be needed on lessons learned from the project.
The …..:
	Name
	Title
	Project Role
	Contact

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


……  

3. Project Deliverables (Planned vs. Actual)
This section describes the expected outcomes of the project as it was originally planned and compares these outcomes against the actual outcomes.  This is beneficial in defining any occurrences of scope creep or whether a project may not have been completed as planned.  This is helpful information for lessons learned and for future project teams conducting similar projects.
The …….
	Planned Deliverable
	Actual Deliverable
	Summary

	
	
	


	Planned Deliverable
	Actual Deliverable
	Summary

	
	
	


	Planned Deliverable
	Actual Deliverable
	Summary

	
	
	


	Planned Deliverable
	Actual Deliverable
	Summary

	
	
	

	
	
	

	
	
	


In summary ….
4. Transition to Operations

This section describes the transition of the project to operations upon completion.  This section should include any difficulties or challenges faced during this transition.  This section should also highlight what went right during the transition so future projects may reference and use best practices to improve project performance.  

Transition of …...
5. Project Costs

This section should describe how the planned or budgeted costs for the project compare with the actual costs.  Costs may be affected by scope creep, poor planning, schedule delays, progressive elaboration, or many other factors.  This section should highlight whether or not costs were controlled adequately and if there were additional or excessive costs the reasons should be stated.  It is important to communicate why costs were met or may have been higher than planned so future projects can benefit from this information in building a more effective project management methodology within the organization.
The budgeted cost for …..
	Project Phase
	Budgeted Cost
	Actual Cost
	Comments

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Total actual costs ……
6. Project Schedule
This section describes the project’s planned schedule or timeline and how the project measured against this plan.  This information is helpful in identifying and understanding what may have contributed to project delays or allowed the project to complete early or on time.  This can then be used by the team members on future projects or be referenced by other project teams for use on future projects.  Archiving project information during the project closure phase is one of the best ways for an organization to improve its project management methodologies and effectiveness. 
The …..
	Project Phase
	Scheduled Completion
	Actual Completion
	Comments

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


……  
7. Recommendations 
This section should highlight any recommendations and lessons learned which would be of use on future projects.  This is a valuable part of the project closeout phase and organizational project archives.  In the project planning phase one of the first steps is to research organizational archives to identify useful information for planning and executing a project.  These recommendations and lessons learned are one of the most important pieces or project success in any effective project management group.
The …...
Recommendation #1:

…
Recommendation #2:

…
Recommendation #3:

… 
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