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	Project Closeout Report 



Project Title:   

Date Prepared:     

Purpose: The Project Closeout Report contains a summary of the Closing Process activities and tasks. Tasks include documenting the final schedule and budget and explaining variances, closing project logs, administering the project team member and customer satisfaction surveys. Lessons Learned are also recorded in the report. Summary information is captured in the Project Closeout report and is supported by detailed source documents for each task.

	Project Milestones and Final Summary




	Milestones

	Milestone
	Original Target Date
	Actual Date Completed
	Comments

	List the major milestones of the project. 
	
	
	Describe if there is a variance between the original and revised target date.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





	Project Cost Summary

	Summary Data

	Copy in the cost and budget data from the project. 





	Variance 

	Explain any variances in estimates. This information will help identify gaps in the estimating processes and identify areas for process improvements. 












	Closeout Project Logs




	Project Completion Tasks

	Logs
	Instructions

	Close Project Issues Log

	List all open and unresolved issues

	
	

	
	

	
	

	
	

	
	

	Close Project
Risk Log
	List all project risks evaluated and determined to be severe enough to escalate to the enterprise Risk Management group.

	
	

	
	

	
	

	
	

	List Unresolved Change Requests:
	List any unresolved Change Requests

	
	

	
	

	
	

	
	



	Closeout Project Surveys




	Project Team Survey Results

	Project Team Member Project Survey Questions and Summary of the Responses
	Question to Team Members
	Average Response

	
	The project vision was understood by project team members? 

	

	
	The finished product met the stated/agreed upon deliverables? 

	

	
	The requirements were understood by team members?

	

	
	The end product met the objective of the project’s vision statement?

	

	
	The project deliverables were correctly defined?

	

	
	Rate the project’s control over changing requirements?

	

	
	The project required resources from multiple teams and all were adequately involved in the development process and other phases at the appropriate times?

	

	
	Questions to Team Members
	Responses

	
	What went well on the project?


	

	
	What could have been improved on the project?

	

	Project Manager Project Survey Questions and Responses
	Question to Project Manager
	Responses

	
	How well did the project meet the overall success factors?

	

	
	How would you rate the project’s control over changing requirements?

	

	
	If the project required resources from multiple teams, were all teams adequately involved in the development process and other phases at the appropriate times?

	

	
	Did the project finish on time and within budget?

	

	
	How accurate do you believe the estimates of the project were?

	

	
	What went well on the project?

	



	Client Satisfaction Survey Results

	Client Satisfaction Survey and Averages of the Responses
	Question to Clients
	Average Response

	
	[Company Name]’s cost projections are accurate.

	

	
	 [Company Name] adds value to the community through their leadership.

	

	
	 [Company Name] adds value to the community through their project work.

	

	
	[Company Name] adds value to the community through their support.

	

	
	[Company Name] meets agreed upon schedules.

	

	
	[Company Name] is responsive to your questions, concerns, and issues.

	

	
	[Company Name] delivers on the commitments that have been made.

	

	
	You have confidence in [Company Name]’s ability to deliver.

	

	
	The work that [Company Name] delivers meets my quality expectations.

	

	
	Problems are resolved by [Company Name] in a timely and satisfactory manner.

	

	
	Professionalism is the basis for all interactions with [Company Name] personnel.

	

	
	[Company Name] understands the community.

	

	
	[Company Name] provides technology direction appropriate the community.

	

	
	Communications with [Company Name] are clear and effective.

	




	Lessons Learned Recap





	Lessons Learned Project Summary

	Client Satisfaction Survey and Averages of the Responses
	List the Top 5 Project Lessons Learned (LL)
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