	IT Project Closing Form

	Project Title: 
	Project Number: 

	Project Leader/Manager: 
	Project Start Date: 

	Sponsor: 
	Date Prepared: 

	Project Risk Level: (see: http://www.itplanning.org.vt.edu/pm) 
	Project End Date: 

	Project Closure Report

	Closure Criteria: 
·  FORMCHECKBOX 
Project Completed    FORMCHECKBOX 
Project Canceled 
· Is this project being closed because it was completed or for other reasons such as changing priorities, funding, organizational changes, incorporation into other efforts, changing client needs, or resource constraints?

	Goal Review:

· Was the goal met?
· Was it partially met?
· What were the contributing factors to accomplishing this goal?

· What were the constraining factors in accomplishing the goal?  

	Deliverables Review: 

· Were the deliverables fully or partially accomplished? If partial, what are the reasons, issues, or concerns regarding that deliverable?

· Are there deliverables that were not accomplished? What are the contributing factors?

· Did deliverables change during the implementation? Were there additional deliverables or re-scoping of deliverables?

	Success Criteria Review: 

· Were the operational results achieved? Did the project provide the planned improvements for the client?

· Were additional results achieved besides the original success criteria? Were there unforeseen benefits to this project?

· Were all the business or operational improvements identified or are there other measures of success that could have been part of this project?

	Implementation Methods Review:

· What worked and what did not work during the implementation? What did the project manager learn regarding the implementation process? What did the organization learn during the implementation?

· What tools were used? What tools would you recommend for the future?

	Resource Review: 

· Was this project implemented according to schedule? Explain any event(s) requiring major schedule changes and any schedule variances.
· What was the budget performance for this project? What were the major events impacting the budget? Briefly explain any variances to planned budget items.
· Were resources utilized according to plan or were there changes impacting resource utilization?

	Operations & Maintenance:

· Describe the plan for operation and maintenance of the product, good, or service delivered by the project.
· If there are ongoing costs associated with the product, good, or service of the project estimate the projected annual cost?

	Lessons Learned & Recommendations:

· Please see Addendum 1for example lessons learned discussion questions.
· What do you recommend for the future? Is this project just a step along the way?  Is there another level of implementation that could be accomplished? Could this project be applied to other organizations?

· Did other problems surface during this implementation that needed to be addressed? 

· Are there any improvements you would recommend regarding the project implementation process or the tools provided? 

	Project Documentation

	Project Document Repository: 
· List the location of the collection of project documentation. For example:

· a URL

· networked file storage (NAS, SAN)

· hardcopy physical location, e.g., filing cabinet, office 314, Burruss Hall

	Online Resources: 

· Relevant supporting project documentation. For example, the URL of a wiki used for project discussion.

	Other: 

· Specific project team, departmental, or college requirements.

	Retention:
· Records Management Services states that project documentation be retained for 3 years after project closure then destroyed.

· Unless the project is historically significant then project documentation should be retained permanently.

· It is suggested that this project closure report that includes project summaries and lessons learned be retained longer.
· If other project documentation is stored electronically then it is suggested that the project manager scan this closure report once it is signed and store it with other project documentation.

	Project Closure Acceptance

	Statement of Formal Acceptance:
1. The undersigned formally accept as ended the above-identified project, and if not canceled
2. do hereby state that this project, project phase, or major deliverable meets or exceeds agreed-upon performance standards for scope, quality, schedule, and cost,
3. and state that we have seen documentation that all identified requirements have been met or exceeded. 

Additional Remarks:

Duplicate or delete signature blocks as needed.

Requested by: (e.g., project manager)
  Printed name, Signature, Date

Requested by: (e.g., project leader)
  Printed name, Signature, Date

Accepted  by: (e.g., project customer)
  Printed name, Signature, Date
Accepted  by: (e.g., project sponsor)
  Printed name, Signature, Date




Addendum 1
Example lessons learned topics/questions.

1. Identify what went well and why.

2. What worked well—or didn't work well—either for this project or for the project team?

3. List the top 3 significant project successes & factors that supported those success.

4. List other notable project successes important to the project team & factors that supported those success.

5. What were the most valuable lessons learned? 

6. Identify what could have been done better and how.

7. What improvements would you recommend for similar projects in the future?

8. What needs to be done over or differently?

9. What serious issues were encountered during the project and how were they dealt with?

10. List project shortcomings and recommended solutions. 

11. Did anything go differently than expected?

12. What surprises did the team have to deal with?

13. What project circumstances were not anticipated? 

14. Were the project goals attained? If not, what changes need to be made to meet goals in the future.

15. List all the positive impacts to university safety and security resulting from this project.

16. How could project deliverables have been tweaked or changed, to benefit or enhance university safety and security? 

17. Were the objectives for this project met?

18. Were the business requirements for this project met?

19. Were the estimates for this project on target?

20. Was the resourcing for the project effective?

21. Are there outstanding actions?
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