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1.
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.
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B.
Purpose

The purpose of the project closure report is to provide a summary of the products delivered, comparison of baseline plans and actual performance, project metrics, lessons learned, and feedback from stakeholders.  This document also includes a list of outstanding issues and defects, if any.  This report serves as the official closure of the project and provides a permanent record for reference for future project teams.
C.
Project Results
1.
Schedule Performance
· Total duration of the project including start and end dates
· Schedule variances including difference between baseline and actual end dates (days and percent of total)

· Schedule performance rating (red, yellow, or green)

· Explanation of key variances

2.
Budget Performance

· Final actual cost of the overall project

· Breakdown of final cost by category (DTMB resources, contractors, hardware, software, other), including total dollar cost per category and percent of overall budget)
· Budget variances including difference between baseline budgeted cost and actual cost (dollars and percent)

· Budget performance rating (red, yellow, or green)

· Explanation of key variances

3.
Change Management

· Total number of changes

· Breakdown of changes

· Number of change requests submitted vs. approved and implemented

· Number of approved change requests that impacted schedule

· Number of approved change requests that impacted budget

· Number of approved change requests that impacted scope

· Highlights of key changes

4.
Quality Management

· Total defects identified in structured walkthrough process per stage
· Total defects identified during testing

· Total defects resolved prior to implementation

· Conclusions and additional comments

5.
Risk and Issue Management

· Risks:
· Total number of risks accepted
· Total number of risks transferred
· Total number of risks mitigated
· Total number of risks avoided
· Summary of mitigation actions on key project risks

· Issues:
· Total number of issues by priority (high, medium, and low)
· Total number of issues resolved at first level

· Total number of issues escalated to high level

· Total issues resolved

· Unresolved issues

· Summary of risk and issue impact on project schedule, budget, and scope
6.
Human Resource Management

· Did the project team have the right skills?  If not, was training provided?
· Did the project team have enough people to execute the project plan?  If not, what was the impact and what actions were taken?

· Were resources available as planned?

· Additional comments
7.
Project Organization Structure

· Were sponsors and decision makers available when needed outside regularly scheduled meetings?

· Were escalated issues resolved promptly?

· Were decisions made in a timely manner?  If not, what was the impact?

· Additional comments
8.
Communication Management

· Based on your project communication management plan, what worked well?

· What communication items need improvement?
9.
Customer Feedback

· Summarize key findings of customer feedback survey(s)
10.
Lessons Learned

· Summarize key findings from lessons learned document
D.
Approval Information

By signing this document you agree to this as the formal Project Closure Report.
Approval Signatures
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	DTMB Project Sponsor
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	Project Manager
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Instructions

The project manager and sponsors may opt to customize a cover sheet for all project documents.  A sample customized cover sheet is provided on this document.  Customized cover sheets are available on the EPMO SharePoint site, or you may create your own.  Customized cover sheets are optional.

A.
General Information

Complete the table.

1. Privacy Information

Standard language has been provided.  The project manager may modify the language if desired.

2. Revision History

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

B.
Purpose

Standard language has been provided.  The project manager may modify the language if desired.

C.
Project Results

This document relies on several data sources to provide a unified summary report for the project.  It allows easy access in one document for a project synopsis, rather than requiring stakeholders to navigate what may be unfamiliar territory in the enterprise PPM tool or to read ancillary documents.

1. Schedule Performance

Refer to the enterprise PPM tool.  Criteria for project schedule performance are published on the EPMO Sharepoint site.  Refer to the Agile Process Guide for clarification on schedule performance for agile projects.
2. Budget Performance

Refer to the enterprise PPM tool.  Note that the same criteria for schedule performance apply to budget performance.
3. Change Management

Refer to the enterprise PPM tool.

4. Quality Management

Review structured walkthrough records and artifacts produced by any testing tools used on the project used.  Note that structured walkthroughs are conducted for all project deliverables, including non-development projects, such as infrastructure.
5. Risk and Issue Management

Refer to the risk and issue logs in the enterprise PPM tool.  Refer to the project management plan for definitions of high, medium and low.

6. Human Resource Management

This section is largely dependent on the project manager’s perspective.  Review any applicable project records related to team training, change requests related to staffing, staff turnover, etc.
7. Project Organization Structure
This section is largely dependent on the project manager’s perspective. 
8. Communication Management
This section is largely dependent on the project manager’s perspective and lessons learned documentation.
9. Customer Feedback
This section relies on data collected through the customer feedback survey(s).
10. Lessons Learned
This section relies on data available in the lessons learned document.
D.
Approval Information

At a minimum, the DTMB project sponsor, agency project sponsor and project manager must sign this project closure report.  Obtain signatures.

	NOTES:

1. Delete instruction pages when no longer needed.
2. To print, select only those page numbers in body of form (i.e., content is in black font).
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