  








CILT LOGISTICS AND TRANSPORT LEVEL 5 PD05 A4 ASSIGNMENT  
Report seeking authority to undertake planning and completing road move from Taunton to Albania during EXERCISE COUGAR 2014	Comment by Graham Orr: This is an SOP not a request for authority.
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Overview
Project close-out is the practice of closing a project, this follows the previous three PM assignments. This final process will formally close all phases of the project allowing the outcome to be issued to the customer hierarchy. During the closing process the project is accessed ensuring adequate end result. Analysis of lessons learned and best practice will be used in future projects, a system to often neglected in military projects.
Project close-out consists of 
Administrative closure 
which will define activities, roles and responsibilities of PM and stakeholders within the administration closing section. This will include collating of records and confirmation that the project has met the requirements of the customer and all stakeholders. The end product is actioned and accepted by the customer and any contract requirements need to be met and agreed upon.
Contract closure
Will mean to meet any activities requirements, to settle the contract agreement which was agreed at project start. Confirmation of project outcome needs to meet terms and conditions held within the contract. Confirmation of end of project exit criteria must be met within all contracts that were involved within the project.
Key order of Standard operating procedure consists of
1. Meeting with project leadership team and project managers
2. Discussion of all activities on a closeout check sheet
3. Apoint leaders to necessary closeout jobs that require completion	Comment by Graham Orr: Appoint
4. Survey run to provide post-project information
5. A close-out report will need writing to show outcome ,issues, risks and finalised costs
6. Final approval on delivered project
7. Formal contract close-out
8. Formal administration closure
9. Configuration audit
10. Reassign project staff to other jobs or projects 
11. Project audit
12. Post-project training may need to be given to the project team
13. Lessons learned review meeting
14. Recognize staff contribution and success of project
15. Customer handover end phase meeting as final action
The work packages and and stages were controlled by focusing attention on the delivery of the end of stages leading up to the end product of the overall project. All risks and issues were kept under control throughout the project by the use of a risk register which was constantly being updated and reviewed. The business case was also under review throughout the project. The project stages were delivered in accordance with agreed quality, cost, time and met the overall project requirement outcome.


The end project report consists of many different reports and written documents including business case, project plan, benefits review plan, quality register, risk register and stage conclusion reports. These will be presented to the project board within a meeting at project closure and handover.
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Reference Page

Brilliant project management by Rob Cole
Prince 2 Principles
Project management by Harold Kerzner
https://www.pmi.org/pmbok-guide-standards/about
The project managers desk reference 3rd edition by Lewis James
Managing successful projects with Prince 2
Project change management H. James Harrington
The definitive guide, to project management – The fast track to getting the job done on time and within budget



Ok you have more or less outlined what needs to be done but not how it is to be tackled.   I am certain you have SOPs littering your workplace.   Some of these are called instruction manuals.    But without doubt you have JSP 883 which is a document that defines standard procedural method(s) for carrying operations, ie don’t press send before writing the email.  
[bookmark: _GoBack]Your job here is to write a set of instructions defining who does what to produce a closure report.    I haqe attached a reasonably good example from a fellow student to help your thoughts along.  
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