
PD05 Project End Assignment
Prepare a Standing Operating Procedure (SOP)  that identifies and defines how the closure report is to be structured.    As a minimum the structure of a closure report is to include:  
 how the completed work packages and stages were controlled; 
 how the Risk register was used to control the project
 (Assessment criterion 4.4.1)
 
------------------------------------------------------------------------------------------------------------------

I declare that this assignment is all my own work and that I have acknowledged all materials used from the published or unpublished works of other people. All references have been duly cited.

PD05 PROJECT END
[bookmark: _GoBack]The below Standard Operating Procedure (SOP) outlines the key structure of the project closure report with what information should be included in which sections of the report (in intalics).
[bookmark: _Toc67755723][bookmark: _Toc77392571][bookmark: _Toc1899706]PROJECT CLOSURE REPORT PURPOSE
The Project Closure Report is the final document produced for the project and is used by the key senior stakeholders and management to review and assess the success of the project. Additionally, best practices, resolving issues and formal close of the project are also covered. 

[bookmark: _Toc77392572]PROJECT CLOSURE REPORT GOALS
The Project Closure Report is created to accomplish the following goals:
· Review and validate the milestones and success of the project.
· Confirm outstanding issues, risks, and recommendations.
· Outline tasks and activities required to close the project.
· Identify project highlights and best practices for future projects.

[bookmark: _Toc77392573]PROJECT CLOSURE REPORT SUMMARY
[bookmark: _Toc77392574]Project Background Overview
Provide information on the Project goals, objectives and success criteria. Project charter can be a useful source of the information for this.

[bookmark: _Toc77392575]Project Highlights and Best Practices
Here provide project highlights & best practices

[bookmark: _Toc77392576]Project Closure Synopsis
Here provide information on why the project is being closed – all objectives met or due to other reason

[bookmark: _Toc77392577][bookmark: _Toc527953323][bookmark: _Toc67755745]PROJECT METRICS PERFORMANCE
[bookmark: _Toc77392578]Goals and Objectives Performance
Here provide the comparison of actual project performance vs objectives

[bookmark: _Toc77392579]Success Criteria Performance
Here provide information on the success criteria performance with specific focus on:
· Have all criteria been achieved?
· What level of success?
· Any criteria that have not been achieved? Provide details and reasons
· Who is responsible for measuring the continued progress
[bookmark: _Toc77392580]Milestone and Deliverables Performance
Here provide actual information on performance of milestones and corresponding deliverables
· All deliverables achieved?
· Any deviations?
· Issue?
· Detail reasons
[bookmark: _Toc77392581]Schedule Performance
Provide the following
· Project Schedule Overview:
· Project Schedule Control Process:
· Project Schedule Corrective Actions:
· Project Schedule Integration with Managing Project:

[bookmark: _Toc77392582]Budget Performance
Provide information on Project Budget Overview and Corrective Actions
[bookmark: _Toc77392583]Metrics Performance Recommendations
Outline the metrics performance recommendations
[bookmark: _Toc77392584]PROJECT CLOSURE TASKS

[bookmark: _Toc77392585]Resource Management
Provide information on how resources were managed during the Project
· What resource needs changed during the project?
· Outline the steps to be taken in shifting project resources to other projects
· Explain how project knowledge from project team members will be captured and retained for future projects
[bookmark: _Toc77392586]Issue Management
Provide a list of any outstanding issues at the end of the project and what will happen with the issues, will they be resolved? 
Detail owners of the issues
[bookmark: _Toc77392587]Risk Management
Detail the following Risk information:
· Project Risks Mitigated
· Outstanding Project Risks

[bookmark: _Toc77392588]Quality Management
How were quality management processes used and integrated into the project?
How was quality assurance achieved?
[bookmark: _Toc77392589]Communication Management
Provide information on the Communication Management and the effectiveness of the process. Provide critical context to outline key information.
[bookmark: _Toc77392590]Customer Expectation Management
Provide information on how Customer Expectations were managed during the project.
[bookmark: _Toc77392591]Asset Management
Detail how the assets will be managed and distributed and who will manage/own that.
[bookmark: _Toc77392592]Lessons Learned
Detail the key learning from the project, this will help with supporting future projects and the development of the team.
[bookmark: _Toc77392593]Postproject Tasks
Detail the following:
· What actions are yet to be completed?
· Who is responsible for the actions?
· Which success criteria are not yet met? 
· Which deliverables are yet to be delivered?
· Which training requirements are yet to be delivered?
[bookmark: _Toc77392594]Project Closure Recommendations
The main objective and recommendation in this section is to gain the approval from the Project Sponsor to close the project. This typically should also include the agreement that the project fulfilled all of the requirements as previously agreed and documented. The Project Sponsor must express that he/she is satisfied with the outcome(s), that any outstanding items have been addressed to an acceptable level, following which the Project Sponsor provides the relevant sign-off.

[bookmark: _Toc77392595][bookmark: _Toc527953324]
PROJECT CLOSURE REPORT APPROVALS

This section focuses on capturing approvals from the relevant stakeholders to ensure that they sign off the project, that their concerns have been captured and that any issues can be discussed and mitigated.
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