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Project Closeout Form
The closeout form formalizes the end of the project activities and marks the transition to the operation phase. It contains project team and stakeholder feedback on accomplishments and outstanding items, transition readiness checklist, and project success factors, and lessons learned providing key information about the project execution and enabling future process improvement efforts.

I. Project Description

	[bookmark: _Hlk98145951]Project Name:
	

	Project Lead:
	

	Project Team:
	

	Project Sponsor:
	

	Project Duration:
	Click or tap to enter a date.	to
	Click or tap to enter a date.


II. Overview

A. Purpose/Charge



B. Objectives



C. Scope

III. Project Timeline & Milestones

Please use the table below or insert a visual of the project timeline and milestones.

	Year:
	



	JAN
	FEB
	MAR
	APR
	MAY
	JUNE
	JULY
	AUG
	SEPT
	OCT
	NOV
	DEC

	Date
Milestone
	Date
Milestone


	Date
Milestone
	Date
Milestone

	Date
Milestone

	Date
Milestone

	Date
Milestone

	Date
Milestone
	Date
Milestone

	Date
Milestone
	Date
Milestone

	Date
Milestone




IV. Deliverables
Please use the table below to describe the project deliverables and their completion status.

	Deliverable
	Description 
	Lead/Collaborators
	Target Audience
	File Location
	Completion Date

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



V. Conclusion
A. Stakeholder Feedback
i. Accomplishments
Please use space below to describe the deliverables completed and the benefits achieved by the implementation.



ii. Outstanding Items
Please use space below to describe the deliverables not completed and/or benefits/expectations not met by the implementation.





B. Transition Readiness Check List

	Core Deliverables Completed
	None
	Partial
	Full

	Working solution meets acceptance criteria
	
	
	

	Integrations working as expected
	
	
	

	Training has been completed
	
	
	

	Standard Operating Procedure/Operations manual turned over to operations unit
	
	
	

	Items Brought Forward:
	None
	Partial
	Full

	Open issues documented in Risk and Issues Log
	
	
	

	Changes requests documented in Change Log
	
	
	

	Action items assigned to operations unit
	
	
	

	Invoices paid and contract closed
	
	
	

	Ongoing administrative roles transferred to operations unit
	
	
	



C. Success Factors Survey

	Project success factors link project success [in terms of how well it met target expectations regarding project timeline, budget, quality, and sponsor and stakeholder satisfaction] to implementation practices.
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree

	Success Factor

	Rating

	Project had a formal statement of work or project charter
	
	
	
	
	

	Project work plan was updated and regularly shared with the team
	
	
	
	
	

	Project sponsor/stakeholders regularly reviewed project status and prioritized risks/issues
	
	
	
	
	

	Project team engaged in positive behaviors which encourage success
	
	
	
	
	

	Project had approved funds/resources to complete the required work
	
	
	
	
	

	Overall Success
	

	Project was overall successful
	
	
	
	
	





D. Lessons Learned
i. What went well

	What went well on this project?
	How would you improve these processes for next time, if applicable?

	
	

	
	

	
	

	
	

	
	



ii. What did not go well

	What did not go well on this project?
	How would you improve these processes for next time, if applicable?

	
	

	
	

	
	

	
	

	
	



iii. Additional Comments









VI. Approval and Acceptance

A. [bookmark: _Toc10408165][bookmark: _Toc10408348][bookmark: _Toc10411621]Project Sponsor Approval 
I have reviewed the attached documents; I understand and approve them for action and/or use relative to their intent.
	
	
	
	
	

	Signature
	
	Name & Title
	
	Date

	
	
	
	
	

	Signature
	
	Name & Title
	
	Date



B. [bookmark: _Toc10408166][bookmark: _Toc10408349][bookmark: _Toc10411622]Key Stakeholders Acceptance
I have reviewed the attached documents; I understand them and will comply with their intent. 
	
	
	
	
	

	Signature
	
	Name & Title
	
	Date

	
	
	
	
	

	Signature
	
	Name & Title
	
	Date

	
	
	
	
	

	Signature
	
	Name & Title
	
	Date

	
	
	
	
	

	Signature
	
	Name & Title
	
	Date

	
	
	
	
	

	Signature
	
	Name & Title
	
	Date

	
	
	
	
	

	Signature
	
	Name & Title
	
	Date



C. Project Manager Acceptance
I have reviewed the attached documents; I understand them and will comply with their intent. 
	
	
	
	
	

	Signature
	
	Name & Title
	
	Date
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