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1. Client Name
[Insert the legal name of the company or person who is the client for this project.] 
2. Background and Description
[Briefly describe the background, the business case, and the objectives of the project. Include links or references to relevant documents]
3. Reason for Closing the Project
[State the reason why the project is being closed. For example, the project has been completed or it has been cancelled or postponed. If not completed, explain why.]
4. Deliverables
[List the planned and actual project deliverables. Include information about approved changes.]
	Planned Deliverables
	Actual Deliverables

	
	

	
	

	
	

	
	


	Approved Changes
	Impact

	
	

	
	

	
	

	
	


5. Project Schedule
[List the planned and actual project completion dates.]
	Product / Project Releases
	Planned Completion Date
	Actual Completion Date

	
	
	

	
	
	

	
	
	


6. Project Team
[List the names of everyone who worked on the project, including titles, project roles. Include information about disbanding team and reassignment of project resources.] 

	Name
	Project Role
	Disband Plan
	Timeframe 

	
	
	
	

	
	
	
	

	
	
	
	


7. Outstanding Risks
[Identify any outstanding risks as defined in the Quality Risk Assessment Document and any planned actions or steps related to those risks.]
8. Budget and Financial Information
[Compare the budget to actual costs. Explain any discrepancies. Include ROI information if available. Identify any non-project budget related financial issues or concerns.]
9. Ongoing Support 
[Describe any ongoing support for the project/product. Include operational support, defect reports, change requests, technical and customer support.]
10. Next Steps
[Identify next steps. For example, any tasks moved to post deployment (late features, for instance) or any plans for point releases.]
11. Lessons Learned Plan
[Insert links or references to the Lessons Learned Plans.]
12. Project Closure Approval 
[The project manager and the project sponsor must sign-off on the project closure report document. Include a link or reference to the Client Acceptance Agreement.]
	Sponsor:

Project Manager:

Steering Committee Approval to Close Project:
	Signature:
Print Name:
Title:
Date:
Signature:
Print Name:
Title:
Date:
Signature:
Print Name:
Title:
Date:
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