
Project Review & Closure Report

Purpose

This document is designed to provide Olive Project Managers a structured template of a Project Closure report, which must be completed in the end of every project. 

Note: Pages 1 & 2 should be deleted prior to publishing the document

What is a Project Review and Closure Report?

The Project Review and Closure Report is the final document produced for the project and is used by senior management to assess the success of the project, inform future projects, ‘tidy up’ any loose ends and formally close the project. 

Why would you develop a Project Review and Closure Report?

A Project Review and Closure Report is developed to:

· Review the outputs and success of the project;

· Outline outstanding issues and recommendations; and

· Detail activities undertaken to close the project; and

· Inform future projects.

The document enables those who approved the resources to analyse how well the project met the objectives by assessing the economics and impact of the project and comparing these against what was originally planned.

How to determine the lessons learned from the Project?

There are a number of mechanisms that can be used to determine the lessons learned from a project. The following list is not fully comprehensive, but provides a few suggestions, a combination of which may best suit your individual needs:

· examination of project records and documentation;

· questionnaire or survey of a representative stakeholder sample;

· face to face interviews – either one-on-one or groups; and/or

· facilitated feedback sessions with a large group of stakeholders.

It is important that stakeholder perceptions of the project are captured. Although different stakeholder groups will have different perceptions of the project, for future projects it is important to learn from their perspective what worked well or could be improved.

What you need before you start:

· Agreement to proceed with the development of the Project Review and Closure Report from the Project Sponsor.

· A copy of the project documentation, for example the Project Definition Workshop summary, Scope Statement, Project Status Reports, Project Risk management.

What you will have when you are finished:

A completed Project Review and Closure Report that is ready for approval by the Project Sponsor to enable an informed decision to be taken to close the project.  This type of report is extremely useful as it helps to define the formal ending of the project and transition to Technical Support.

How to use this template?

The template contains sections which are either optional or can be developed at a number of levels of detail depending upon individual need.

The resulting document should be brief. Sections that are not required may:

· be deleted;
· indicate that the section is not applicable; or
· refer to another document.

A number of different text styles have been used within the template, as follows:

· Text in italics is intended to provide a guide as to the kind of information that can be included in a section and to what types of projects it might be applicable.

· Text in normal font is intended as examples.

· Text enclosed in <angle brackets> is intended to be replaced by whatever it is describing.
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1. Executive Summary

1.1. Background

Briefly describe the background to the Project.

1.2. Reason for Closing the Project

State the reason why this project is being closed. This usually is because the outputs have been delivered, the closing date has been reached and/or the budget has been expended. A project may be closed for other reasons, for example a change in policy or agency priorities, a loss of funding or a deadline date reached.

2. Project Performance

Summarise the actual performance of the project against the planned performance. All projects vary to some extent from the original plan, these variations should be identified and the reasons for the variance described. 

2.1. Performance Against Objectives

Describe the actual performance of the project in relation to the achievement of the planned project objectives.

2.2. Performance Against Outcomes

Describe the actual performance of the project in relation to the achievement of targeted outcomes. Were all planned targeted outcomes achieved, to what degree? Some outcomes may not be achieved at this point in time. In this case details should be given as to when the outcomes are anticipated to be achieved and who is responsible for their ongoing measurement and reporting of progress towards their achievement.

2.3. Performance Against Schedule

Describe the actual performance of the project against the project schedule.

2.4. Performance Against Budget

Describe the actual performance of the project against the project budget.

3. Lessons Learned

3.1. What Worked Well?

Describe the project management and quality management processes that were perceived to be appropriate and/or effective for the project, as reflected by the stakeholders and the project records/documentation.

3.2. What Could Be Improved?

Describe the project management and quality management processes that were perceived to be inappropriate and/or ineffective for the project, as reflected by the stakeholders and the project records/documentation.

3.3. Recommendations

List the recommendations that arise from this section of the Report.

4. Closure Activities

This section should cover the various activities required to close the project.  Where relevant, the sub-sections should include:
· Project Staff: - Describe what steps are being taken to manage the movement of project staff from the project to other roles, including the timing of their move and the capture of their project knowledge.

· Issues Management – Identify any outstanding issues and who will continue to progress the issues. Note : at this point, transition to Olive Support is completed.

· Risk Management – Identify any risks that will transfer to an operational area and who will; take on responsibility for monitoring them.

· Financial Management – Outline the final financial position. 

· Asset Management - Describe any assets which were required by the project, and who will manage them upon completion of the project.

· Records Management – Identify what arrangements have been put in place for the storage, security and backup of hard copy and soft (electronic) copy records and project documents.

· Post Project Responsibilities - List any matters that are outstanding, what actions are required to address them and who is responsible. This should include such things like outcomes yet to be achieved, outputs not yet delivered, maintenance of the outputs or other operational matters such as meeting future training requirements that are outstanding or have not been formally agreed prior to this stage.

5. Appendices

This section is optional.

Where necessary, appendices can be attached to provide any relevant supporting information, such as:

· A list of the stakeholders who participated in the review

· Any information to promote improvement of future projects of a similar nature, as all necessary information is contained within a single document.
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