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A.
General Information

	Project ID/Acronym:
	
	Date:
	

	Controlling Agency:
	
	Modification Date:
	

	Prepared by:
	
	Authorized by:
	


Privacy Information
This document may contain information of a sensitive nature.  This information should not be given to persons other than those who are involved with this system/project or who will become involved during its lifecycle.

Change Control
	Revision Date
	Author
	Section(s)
	Summary

	
	
	
	

	
	
	
	


B.
Staffing and Skills
C.
Customer Expectations Management
D.
Lessons Learned
E.
Project Sign-Off
Delineates that the functional areas of the project team have taken all the steps to provide deliverables and that project activities are closed out.
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IMPORTANT!  IN ORDER FOR THE REMAINING PAGES OF THIS DOCUMENT TO FUNCTION PROPERLY, PLEASE DO NOT INSERT/REMOVE ANYTHING PAST THIS POINT!  NOTE:  THIS STATEMENT WILL NOT PRINT, UNLESS PROMPTED.  PLEASE DO NOT REMOVE FROM THE DOCUMENT.
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Instructions

A.
General Information

Information to be provided in this section is general in nature and provides the necessary information about the organization of the project and project participants.

Privacy Information

Change Control

This information is to be used to control and track changes made to this system/project document throughout its lifecycle.

B.
Staffing and Skills

Describe how the staffing and skill needs for this project were determined and managed.  Describe the changes to these needs during the project.
C.
Customer Expectations Management

Describe how customer expectations were managed.  Were expectations clear from the beginning?  How were expectations different than expected?
D.
Lessons Learned

Describe the successes and shortcomings of the project.  Incorporate, or attach, all PMM-0018 Lessons Learned documents that were completed during the course of this project.
E.
Project Sign-Off
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