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Project Closure Report
Project Details
Project:

Project Sponsor:

Project Manager:

Start date:

End date:
Document Details
	Version
	Modifications
	Author
	Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Approvals
This document requires the following approvals:
	Name
	Role
	Signature
	Date
	Version

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Distribution
This document has been distributed to:
	Name
	Role
	Date of Issue
	Version

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Project Completion
Deliverables Achieved
This section should include a list of deliverables that have been achieved. It might be presented in the following format:
	Deliverable
	Comments
	Achieved

	Deliverable ‘A’
	
	Yes/No

	
	
	Yes/No

	
	
	Yes/No

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


 Outstanding Deliverables
This section should include the list of deliverables that have not been completed. Each item should list the actions required by the owner, in order to complete the deliverable. It may be presented in the following format:
	Deliverable
	Description/Impact
	Action to be taken
	Owner

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Project Closure
Deliverables Hand Over
This section should include a hand over plan to release project deliverables to the customer. It may be presented in the following format:
	Deliverable
	Current
	New
	Hand Over Plan

	Type
	Owner
	Location
	Owner
	Location
	Activities
	Date
	Owner

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Documentation Hand Over
This section should include a hand over plan for the release of all project documentation. It may be presented in the following format:
	Documentation
	Current
	New
	Hand Over Plan

	Type
	Owner
	Location
	Owner
	Location
	Activities
	Date
	Owner

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Suppliers
This section should include a hand over plan for the expiry of project supplier contracts. This may be presented in the following format:
	Supplier
	Termination Activity
	Release Date
	Owner

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Resources
This section should include the hand over plan for handing over resources upon project closure. This may be presented in the following format:
	Resource
	Current Designation
	Release Activity
	Release Date
	Owner

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Communication
This section should include a plan on how to communicate the project closure to all stakeholders. It may be presented in the following format:

	Audience
	Message
	Method of Communication
	Date
	Owner

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Timeframe Review
This section should include the key milestones and whether or not they were delivered to the planned time. It may be presented in the following format:
	Milestones/Phases
	Planned Date
	Actual Date

	
	
	

	
	
	

	
	
	

	
	
	


Budget Review
This section should include the key milestones and whether or not they were delivered to the planned time. It may be presented in the following format:
	Milestones/Phases
	Item
	Allocated Budget
	Actual Spend

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Outstanding Issues
This section should include issues, taken from the issue log, that are outstanding. It may be presented in the following format:
	Risk
	Description
	Comments
	Impact
	Owner

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Outstanding Risks
This section should include risks, taken from the risk log, that are outstanding. It may be presented in the following format:

	Risk
	Description
	Likelihood 
	Impact
	Owner

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Approval
This section should allow the document to get signed off. It may be presented in the following format:

Upon signing this document, I give formal consent on the completion, hand over and closure of this project.
	Name
	
	Signature
	

	Role
	
	Date
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