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Introduction to the Project Closeout Report Template
The Project Closeout Report communicates the final status and disposition of a project. Not to be confused with the Post Implementation Evaluation Report (PIER), the Project Closure Report is completed by the Project Manager and provides the final project statistics and project team perspective on how the project finished. The main objective is to keep Stakeholders informed, but equally important is to use the closeout report to determine if any decisions or activities need to be completed after the project is considered done.
The following template provides the suggested structure for the Project Closeout Report along with instructions and descriptions to guide the reader in understanding how to complete it.
Template style conventions are as follows:
	Style
	Convention

	Normal text
	Indicates placeholder text that can be used for any project.

	[Instructional text in brackets]
	Indicates text that is be replaced/edited/deleted by the user]

	Example text in italics
	Indicates text that might be replaced/edited/deleted by the user



As you complete the template, please remember to delete all instructional text (including this section) and update the following items, as applicable:
· title page
· version history
· table of contents
· headers
· footers
Update the document to a minor version (e.g., 1.1, 1.2) when minimal changes are made and a major version (e.g., 2.0, 3.0) when significant change are made.
Project Sample Library:
The CA-PMF has a Project Sample Library that contains real-world project artifacts from approved projects that you can reference to help you complete CA-PMF templates. Visit the CA-PMF website to access the Project Sample Library.


[bookmark: _Toc448929956][bookmark: _Toc448933968][bookmark: _Toc448477555][bookmark: _Toc449436446][bookmark: _Toc448929957][bookmark: _Toc448933969]Final Project Summary Information
[Enter the identified information in the table.]
	[Insert Project Name]
[Insert Department Name]
Closeout Report Date: [Insert report month, day, year]

	Project Manager
	[Name]

	Project Sponsor
	[Name]

	CDT Project # 
	[Number]

	Project Percentage Complete
	[Percentage (%)]

	Were all project objectives met?
	[Yes or No]

	
	Planned
	Actual

	Project Costs
	
	

	Project Start Date
	
	

	Project End Date
	
	



[bookmark: _Toc448477556][bookmark: _Toc449436447]Final Project Health Summary
[For the categories below, identify the percent variance from baseline and provide a justification for any value other than 0%.
· Scope – What percentage of scope items were not complete/implemented?
· Schedule – How much more or less time did it take to complete the project in comparison to the original implementation time frame (total time)?
· Staffing/Resource Utilization – How many more or less resources were needed to complete the project?
· Cost – How much more or less did it cost to complete the project?]
	Category
	Percent Variance from Baseline
	Comments

	Scope
	[%]
	

	Schedule
	[%]
	

	Staffing/Resource Utilization
	[%]
	

	Cost
	[%]
	


[bookmark: _Toc448477557][bookmark: _Toc449436448]Project Artifacts
[bookmark: _Toc448929958][bookmark: _Toc448933970][List all project artifacts that are not maintained under configuration management and included in the configuration item repository. For each project artifact, include the name, location and storage method.]
	Project Artifact
	Storage Location
	Storage Method (Manual or Electronic)

	
	
	

	
	
	

	
	
	


[bookmark: _Toc449436449]Project Cost Summary
[bookmark: _Toc448929959][bookmark: _Toc448933971][Use the table to list project cost categories along with the planned and actual costs and the percent variance. Provide a comment to explain all variances to project costs.]
	Cost Category
	Planned Cost
	Actual Cost
	Percent Variance
	Comments

	Internal Staff Labor
	
	
	
	

	Contracts
	
	
	
	

	Software
	
	
	
	

	Hardware
	
	
	
	

	Materials and Supplies
	
	
	
	

	Facilities and Telecommunications
	
	
	
	

	Training
	
	
	
	

	Contingency (Risk)
	
	
	
	

	Totals:
	
	
	
	


[bookmark: _Toc449436450]Open Issues
[List the project’s open issues at the time the project closes. These issues will need to be assigned ownership and resolved after the project closes. Provide information about each issue’s corrective action plan or disposition, as well as the priority, estimated resolution date, and assigned owner.]
	Issue ID
	Description
	Final Corrective Action or Disposition Plan
	Priority (High, Med, Low)
	Estimated Completion Date
	Assigned Owner

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


[bookmark: _Toc448477560][bookmark: _Toc449436451]Post Implementation Evaluation Report (PIER) 
[Provide a list of planned PIER activities, the name of the person(s) assigned and the estimated date of the activity.]
	Activity Description
	Assigned Owner
	Estimated Completion Date

	Post Implementation Review and Evaluation 
	
	

	Draft PIER 
	
	

	PIER Review
	
	

	PIER Approval
	
	



[bookmark: _Toc449436452]Maintenance & Operations
[Provide a brief summary of the planned Maintenance & Operations (M&O) Plan and the location of the M&O plan document for those who wish to review the plan.] 
[bookmark: _Toc448477562][bookmark: _Toc449436453]Administrative Project Closeout
[bookmark: _Toc438130241][bookmark: _Toc440650343][bookmark: _Toc440650697][Provide a summary description of the administrative activities completed to close the project. Reference the project’s Closing Process Phase chapter and Closure Checklist to assist with the content of this section.]  
[bookmark: _Toc448477563][bookmark: _Toc449436454]Contract Closeout
[Provide a summary description of the activities completed to close project contracts.]
[bookmark: _Toc448477564][bookmark: _Toc449436455]Management Effectiveness
[Summarize how effectively the management needs of the Stakeholders and project were met. Highlight the significance of approved project changes, their impact on the project, and how well they were managed. Identify specific issues that challenged the project and project team. Consider project management areas such as cost, time, scope, quality, risk, issue, change, communication, implementation, transition, regulatory compliance, and overall project team performance.] 
[bookmark: _Toc448477565][bookmark: _Toc449436456]Lessons Learned
[Summarize lessons learned during and from the project including the cause of issues, rationale behind the corrective actions chosen, and other types of lessons learned. List specific issues that challenged the project and project team as well as any opportunities for improvement that were implemented.]
