Project Closeout Report
A. General Information

Provide basic information about the project including: Project Title – The proper name used to identify this project; Project Working Title – The working name or acronym that will be used for the project; Proponent Secretary – The Secretary to whom the proponent agency is assigned or the Secretary that is sponsoring an enterprise project; Proponent Agency – The agency that will be responsible for the management of the project; Prepared by – The person(s) preparing this document; Date/Control Number – The date the report is finalized and the change or configuration item control number assigned.

	Project Title:
	
	Project Working Title:
	

	Proponent 

Secretary:
	
	Proponent Agency:
	

	Prepared by:
	
	Date/ Control Number:
	
	


B. Project Milestones

List all Project Milestones and the date each was accepted by the user.  Identify any contingencies or conditions related to the acceptance.

	Milestones
	Date Of Milestone
	Met or Not met
	Impact, Contingencies or Conditions

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


C. Project Performance Specification
Document how the project specification was met against each Performance Goal established in the Project Performance Plan.

	Project Specification Objective
	Performance Goal
	Results
	Suggested Improvements

	
	
	
	

	 


	
	
	

	 


	
	
	

	 


	
	
	

	 


	
	
	

	 


	
	
	

	 


	
	
	

	 


	
	
	

	 


	
	
	


D. Cost (Budget) Baseline

State the Planned Cost and Funding for the project, as approved in the Initial Cost Baseline and the Project Charter.  State the Actual Cost and Funding at completion.  Document and explain all cost and funding variances, including approved changes to the cost baseline.

	Expenditures ($000)

	
	Planned
	Actual
	Variance 
	Explanation
	Impact

	Internal Staff Labor
	
	
	
	
	

	Services 
	
	
	
	
	

	Software Tools
	
	
	
	
	

	Hardware
	
	
	
	
	

	Materials and Supplies
	
	
	
	
	

	Facilities 
	
	
	
	
	

	Telecommunications
	
	
	
	
	

	Training
	
	
	
	
	

	Contingency (Risk)
	
	
	
	
	

	Total
	
	
	
	
	


E. Final Product Scope
Document any changes to the Project Scope and their impact on Performance, Cost, or Schedule Baselines.

	Final Product Scope
	Impact of Scope Production
	Suggested Scope Improvements

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


F. External factors (e.g. uncontrolled variables which affected the project) 
Describe and evaluate the external factors (e.g. uncontrolled variables which affected the project).  State how these factors were managed throughout the project and recommend improvements if you were to do this project again.
1. External factors (e.g. uncontrolled variables which affected the project) 

	External Factors:

	Suggested Improvements:


G. Lessons Learned

Identify Lessons Learned for feedback to the Project Management process.  Lessons Learned should be stated in terms of Problems (or issues) and Corrective Actions taken.  Provide a brief discussion of the problem that identifies its nature, source, and impact.  Site any references that provide additional detail.  References may include project reports, plans, issue logs, change management documents, and general literature or guidance used that comes from another source.

	Stated feedback from Users
	Ananysis
	Potential Corrective Actions
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