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The following are suggested sections for the Project Closeout Report:
Purpose of Closeout Report
Describe the purpose of the Closeout Report using the following guidelines:
The closeout report insures that personnel, contract, administrative, and financial issues are resolved, that documents are archived, and lessons learned are captured.
Administrative Closure
Were the objectives of the project met?
Review the project objectives and indicate if the objectives were met. If there were deviations from the baseline objectives and the final product, describe those here.
Archiving Project Artifacts
Describe how project documents will be collected and archived for future reference. Documentation to consider:
· Financial records
· Cost and schedule performance reports and records
· Quality data
· Correspondence
· Meeting Notes
· Status Reports
· Issue and Action Log
· Risk Log
· Contract Files
· Change Requests
· Technical documents
· Acceptance records
Lessons Learned	
Conduct a lessons learned session to discuss and capture the performance (e.g., what worked well, what didn’t work well) from start to finish on the project. Capturing and incorporating lessons learned on future projects are among the most important ways in which an organization gathers information to institutionalize repeatable processes and avoid repeated mistakes.
Plans for Post Implementation Review (PIR)
Describe the plan to conduct the Post Implementation Review (PIR).
Final Customer Acceptance
Describe the achievement of final customer acceptance. Describe the final meeting with customer, who attended and what disciplines were represented (finance, contracts, quality, etc.) Discuss the documents signed. If open issues remain discuss the plan for their resolution.
Financial Records
Discuss the review of invoices, purchase orders, and final cost reporting. Describe where the final cost records are archived.
Final Project Performance Report
Summarize the project’s scope management, schedule performance, cost performance, quality achievements and a review of the risk containment performance. Discuss the reasons for cost or schedule variances.
Contract Closure
Resolution of Contract Open Issues
Describe any open contract issues and the plans to obtain closure to the issues.
Collection and Audit of Contract Documents
Contract closure is essentially a collection and audit of the contract documentation. Documentation to be collected includes but is not limited to:
· Original contracts
· Contract changes
· Schedules
· Performance reports
Describe the plan and actions for closing any contracts and associated tasks.
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