Project Closure Template and Checklist
Project formal closure date:       
Closure Status:   FORMDROPDOWN 

	
	
	Completed by
	Approved by
	Date

	1
	Review project charter with sponsor and check off each deliverable
	     
	     
	     

	2
	Review open issues with sponsor and support team
	     
	     
	     

	3
	Document lessons learned
	     
	     
	     

	4
	Archive project documents and document where saved
	     
	     
	     

	5
	Transition end product to support group
	     
	     
	     

	6
	Formal closure of all contracts (including final payments)
	     
	     
	     

	7
	Final reconciliation of project budget
	     
	     
	     

	8
	Signatures obtained (Sponsor, support, team, key stakeholders)
	     
	     
	     

	9
	Recognition event held
	     
	     
	     

	
	
	
	
	


APPROVAL SIGNATURE:  ________________________________ DATE:      
