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1. [bookmark: _Hlk513513773]Project closure report purpose

	Project closure report purpose

	This project closure report is the final document which produce for the project and is used by management to evaluate the success of the project, come up with the best practices for the future projects, solve all open matters, and officially close the project. (prince2.com, 2018)


 
2. Project closure report goals
	Project closure report goals

	This project closure report is created to achieve the following goals

	· To review and authorise the success and milestones of the project.	Comment by kingsley ibeh: 
· To identify project highlights and the most important practices for the future.
· To approve the outstanding risk, matters and recommendations.
· To outline activities and tasks needed to close the project.




3. Project closure report summary
3.1 Project background overview
	[bookmark: _Hlk513403052]Project background overview

	· The main objective of this project was to plan a memorable wedding, 
· In six months with a budget of £10000 
· Meeting all the requirement and constraints.




3.2 project highlights and best practices
	Project highlights and Best practices



	· The project manager together with sponsors and the client plan the budget which is important at the beginning of the project to know where and how much was to be spent in each stage.
· The project could enter and exist the initiating phase under one month and a half due to the support of the project team.
· Finding the perfect venue for the wedding took us more time because we needed to take into consideration so many things like the number of guests, our budget etc. also the disagreement of the groom and the bride on their different vision of their wedding.
· Buying a wedding insurance. thought it was very quick and fast, the client came up with the idea at the middle of the project.
· Planning the guests list for the wedding took a little bit of time because trying to figure out people to invite during the day versus the evening and how to handle plus one guest or friends.
· Choosing the wedding suppliers was one of the tricking task. The wedding venue recommended some suppliers, the sponsors had their own suppliers and the clients had their own suppliers. Making it very difficult to come to a compromise.
· Choosing and Ordering the wedding attire was an exciting and emotional moment but due to time constraint it was difficult to fine the ideal dress for the bride.
· Sending out the wedding stationary. Choosing the style and design did not take so much time, since the bride had some ideas of what she wanted hence, the invitations were sent out on time.
· Because of the effective communication plan put in place, they were an effective communication among the project team.
· The change control process was well identified, prioritize, coordinate and executed as changes arises during this project 
· All the various affected support groups and stakeholders’ communication could have been implemented better.
· The project was achieved within the timeline




3.3
	Project closure synopsis

	Because the project objectives and deliverables are being met, the project is closing




“A PRINCE2 End Project Report Template is used during project closure to review how the project performed against the version of the Project Initiation Documentation used to authorize it. 
The PRINCE2 End Project Report Template is derived from the: Project Initiation Documentation; Business Case; Project Plan; Benefits Review Plan; Issue Register, Quality Register and Risk Register; Lessons Report and End Stage Reports (and Exceptions Reports, if applicable)”. (plaza, 2017)
[bookmark: _GoBack]So this prince2 methodology will be use for the closure of this project.
4. project metrices performance
4.1
	goals and objectives performance

		Project name
	section
	recommendation
	Description 

	Wedding planning
	Goals and objectives performance
	
	Visited different location for the wedding venue and choose one according to the couple demand

	Wedding planning
	Goals and objectives performance
	
	A guests list was drowned, invitation design selected, printed them and send them out. Also track RSVPS and finalise guests content was done  

	Wedding planning
	Goals and objectives performance
	
	A photographer was chosen, photo rehearsal, photo selection and payment plan were done

	Wedding planning
	Goals and objectives performance
	
	A caterer was selected and reserved, menu selected and tested. Also, the cake was selected. Payment confirmed

	Wedding planning
	Goals and objectives performance
	
	Florist selection arrangement was done, bridal bouquet chosen. Delivery coordinated and the venue setup. 

	Wedding planning
	Goals and objectives performance
	
	A DJ was chosen, music selected, and setup done.





4.2
	Success criteria performance

	· Everybody being where he or she suppose to be at the right time.
· No fighting and conflict among family or friends.
· Satisfy and happy guests.
· Pride feeling beautiful and please. 
· Being able to choose a wedding supplier who you trust and will deliver it on time.
· As a project manager, have a less- stressful wedding planning experience.





4.3
	Milestone and deliverables performance

		Deliverables/milestone
	Persons involved
	Time review
	List to do

	Calendar of commitment
	project manager, project sponsor, project team, groom and pride
	One day
	For all the project members to confirm that the feedback dates are variable for them 

	The definition of the project document
	Project manager,
Project sponsor
Groom and pride
	One day
	To make sure that all the requirements are included. The project content and scope are precise  

	A study and a look into the proposal in depth
	Project manager, project team
	Three days
	Go through the proposal to ensure you well informed of what you are demanded

	Draft the storyboard
	Project manager,
Groom and pride
	Two and a half months
	Feedback on the Ceremony and reception reservation, guests list for ceremony and reception, deciding on the wedding theme and décor, on the invitation designed, choosing and reserving a florist, music, photographer, caterer. Wedding dresses review 

	Revised the calendar commitment
	Project manager
	Four days
	To check and confirm the feedback back are viable for all the project members in the future.

	Draft storyboard
(second)
	Project manager, pride and groom
	Two months
	Feedback on the invitation sent out, cake ordered, on the wedding dresses, decors, transportation for the wedding day and the hotel for the wedding night.

	Provisional release
	Project manager, project sponsor
Project team, bride and groom
	One week
	To confirm that they all satisfy and please with what has been done so far and if there is anything the will like to add or remove.

	Finalise adjustment
	Project team, project manager
	Two weeks
	Feedback on makeup and hair dresser, décor, guests list. Dress fitting

	Final checks
	Project team, project manager, bride and groom
	Five days
	All reservation confirmed. No more changes will be done and if that happen, then we will need more money and time.

	Wedding day
	Stakeholders
	One day
	Wedding ceremony






4.4
	Schedule performance

	Project control process

	· Put in place the baseline plan and start ordering the materials
· Calculate the updates project schedule, scope, budget.
· Review every four days for some tasks
· Review every three hours on the wedding day 


	Performance evaluation

	· Make sure the electricity is backup like the generator, ensuring that the lighting and sound system are working well or not
· Checking if the materials ordered are used within the budget scope or not
· Checking whether all the tasks/event are within the schedule time






4.5
	Budget performance

		Project name
	section
	recommendation
	Description 

	Wedding project
	Budget performance
	
	The project budget was well managed and monitored often. The project end cost is £9050 with a surplus left of 950. The figure above includes the adjustment made during the project initiation, planning and execution stage






4.6
	Metrics performance summary 

		Project name
	section
	
	recommendations
	Description 

	Wedding project
	Metrics performance summary
	
	
	Cost variances; the project was achieved within the budget. Notwithstanding the project was not in charge of the bridal dresses, wedding ring, honeymoon, bachelor party, which if it was included would have cause an over budget.  

	Wedding project
	Metrics performance summary
	
	
	Scope variance; during the change process management the project team had to change the project scope by going for a modest invitation card. The project was achieved within the scope baseline.

	Wedding project
	Metrices performance summary
	
	
	Schedule variance; the schedule was not adjusted but was maintain till the wedding day. Hence the project was achieved within the schedule baseline. 






5. project closure tasks
5.1 
	resources management

		Project name
	section
	Recommendation 
	description

	Wedding project
	Resources management
	
	All the project stakeholders (wedding guests), were listed, their details and the track of their statue.
All stage decoration, catering, electricians






5.3
	Risk and Issue management

		Project name
	section
	
	recommendation
	Description 

	Wedding project
	Risk and issue management
	
	The project manager need to make sure there is air conditioning
	The weather condition; it was very hot which led to some unhappy guests

	Wedding project
	
	
	Project team responsible for the stationary need read through the sample before printing the rest and will have to report it to the project manager
	Inaccurate information on the invitation which led to guests’ confusion

	Wedding project
	Risk and issue management
	
	It is not usually documented, and the project manager can be responsible for that
	Groom and pride nowhere to be found on the wedding. Mitigation; sent out people to look for them and have suitable people who can replace the bride and the groom standing by, 






5.4
	Quality management

			Project name
	section
	
	recommendation
	Description 

	Wedding planning
	Quality management
	
	
	Mostly done by the bride, in terms of cost, the baseline was made, regarding the time, the wedding took place at the said day and time 








 
5.5
	Communication management

		Project name
	section
	recommendation
	Description 

	Wedding planning
	Communication management
	
	Project team have a weekly meeting all through the planning stage and later to bi-weekly when the project reached the execution phase. The communication was done via email, meeting, memo, hard copy and phone.

	Wedding project
	Communication management
	
	Bride and groom meeting with the core project team (bridesmaids and bachelors) to walk through the plan and agree on each other role and responsibility






5.6
	Customer expectation management

		Project name
	section
	category
	recommendation
	Description 

	Wedding project
	Customer expectation
	
	
	Regular email was sent to the clients to update them and go via the project to check if there are on schedule and discuss the next plan of action.  Meeting was also held with the sponsor to review the budget 












5.7
	Asset management

		Project name
	section
	category
	recommendation
	Description 

	Wedding project
	Asset management
	
	
	






5.8
	Lessons learned


		Project name
	section
	category
	recommendation
	Description 

	Wedding project
	Lessons learned
	Project management administration
	Focus and try to delegate as you can.
 choose what is most important and make compromise where necessary. 
Make things easy where possible. The bride should avoid being the wedding planner on the wedding day.  
	Learned how to deal with an unforeseen Tasks, how to take care of such events so it should not repeat itself in the future.

	
	
	
	
	






5.9
	Post project tasks

		Project name
	Section 
	category
	recommendation
	Description 

	Wedding project
	Post project task
	
	
	Breakdown allocation of the budget, carry out some research on the cost of different reservations, services and other things concerning the wedding

	Wedding project
	Post project task
	
	
	Identifying the best people to form your team






5.10
	Project closure recommendations

	Making sure that the project closure is approve by the project sponsor, the bride and the groom and include an agreement that all the requirement of the project charter has being met by the project.







6. project closure report approvals
the people below have agreed that they have gone through this document and approved the plan outlined 
		Approved by

		Role 
	Name 
	Signature 
	Date 

	Project manager
	Kounga Claire
	
	

	Project sponsor
	Mr and Mrs Kamsi
	
	

	Bride 
	Happi Goga
	
	

	Groom 
	Kamsi Richard
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