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Preface

The preface contains an introduction to the document. It is optional and can be deleted if desired.

Introduction

The Project Close-Out Report is the project’s epilogue. It records the comparison between the initial intent of the project and what the project actually delivered. It also records the closing of all remaining open issues, documents any significant changes that occurred in the project during the development and solution deployment, and provides information on the vision for future projects. This is not an evaluation document – the final project analysis is recorded in the Post Project Analysis document.
Justification

This document signals the project’s end. While projects are constantly conducted in most environments, often one right after another, there is a need to declare each project complete. This allows the customer to present their management with their solution and begin to demonstrate the business value gained by the solution. It also provides closure to the project team allowing them to engage fully in other activities.
Team Role Primary

Program Management is responsible for developing and delivering the Project Close-out Report. However, every team member is equally responsible for contributing content and signing-off on this document.
Team Role Secondary

Product Management collects customer feedback input and ensures the solution has customer sign-off. Development provides details on the final development activities. Test provides final bug counts and final approval of the solution by the testing team. User Experience collects end-user feedback on the solution. Release Management provides details about the state of operations.
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1. Introduction 

This section should provide an overview of the entire document. No text is necessary between the heading above and the heading below unless otherwise desired. 

1.1 Project Close-out Report Summary
Provide an overall summary of the contents of this document.

Some project participants may need to know only the report’s highlights, and summarizing creates that user view. It also enables the full reader to know the essence of the document before they examine the details.

1.2 Definitions, Acronyms, and Abbreviations

Provide definitions or references to all the definitions of the special terms, acronyms and abbreviations used within this document.
1.3 References

List all the documents and other materials referenced in this document. This section is like the bibliography in a published book. 

2. Delivery of Vision
The Delivery of Vision section recaps how the project delivered, nearly delivered, or failed to deliver on the project’s initial vision. This includes a vision restatement, a strategic assessment of what was delivered, and a brief explanation of any differences between the vision and the actual deployment.  

This assessment creates accountability by requiring the project teams and customer to revisit their original commitment and compare it to what they actually delivered.] 

3. Changes that Impacted the Vision

The Changes that Impacted the Vision section identifies the key events and conditions that caused significant changes to the project and affected its ability to deliver the original vision.

This traceability enables the project team and customer to understand what caused any alterations to the vision.

3.1 Changes in Business/Organization

The Changes in Business/Organization section identifies and describes any changes that may have occurred in the business or organization (merger, reorganization, economic conditions, etc) and explains the specific impacts those changes had on the project and its ability to deliver the original vision.

3.2 Changes in Vision

The Changes in Vision section identifies any changes that were made to the vision itself. This would include changes in business requirements, the original solution description, or the project scope. This should also include a description of the specific impacts those changes had on the project and its ability to deliver the original vision.

3.3 Changes in Team

The Changes in Team section describes any changes that occurred in the team(s). This may include either contraction or addition to teams. It may also include any alterations to the knowledge and skills necessary to conduct the project. This section should detail what caused any changes and how those changes impacted the project and its ability to deliver the original vision.

3.4 Changes in Customer Process

The Changes in Customer Process section describes any changes that occurred to processes in the customer’s environment. This could include information on business processes that changed, which would in turn affect functional specifications. This section should detail what caused any changes and how those changes impacted the project and its ability to deliver the original vision.

3.5 Changes in Project Process

The Changes in Project Process section describes any changes that occurred in the processes used by the project itself. This could include changes in communication, development, test, and management. This section should detail what caused any changes and how those changes impacted the project and its ability to deliver the original vision.

3.6 Changes in Plans

The Changes in Plans section describes any changes made to original plans. This could include any plan that was an element of the solution (security, development, monitoring, etc). This section should detail what caused any changes and how those changes impacted the project and its ability to deliver the original vision.

3.7 Changes in Specifications

The Changes in Specifications section describes any changes that were made to original specifications. This could include the addition of new features or alterations to the design. This section should detail what caused any changes and how those changes impacted the project and its ability to deliver the original vision.

3.8 Changes in Timelines

The Changes in Timelines section identifies how the project schedule had to be altered. This could include the compression or expansion of timelines and their subsequent milestones. This should detail the specific tasks and milestones that were altered and identify the factors that caused these changes. This section should also describe how those changes impacted the project and its ability to deliver the original vision.

4. Next Steps: Vision of Continuing Project Efforts, Next Version

The Next Steps section provides a brief statement about the solution’s future vision of this solution or related solutions. This could include a description of new features, how the solution will be scaled upwards, or the application of this solution to other functions within the customer’s environment. 

This information provides a starting place for developing the vision and scope for the next project and provides continuity between the two.
5. Index

The index is optional according to the IEEE standard. If the document is made available in electronic form, readers can search for terms electronically.  

6. Appendices

Include supporting detail that would be too distracting to include in the main body of the document. 
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