Closing Project Protocol
The purpose of a closing project protocol is to ensure all project feedback was captured to recreate successes and avoid mishaps, and to celebrate and recognize the team in order to increase team productivity on future projects.



Closing Project Protocol
 FORMCHECKBOX 
 Communicate project completion to management.

 FORMCHECKBOX 
 Obtain PMO approval for project closeout.  The PM must provide confirmation of client acceptance of deliverables.

 FORMCHECKBOX 
 Complete final billing/invoicing.

 FORMCHECKBOX 
 Prepare final report that includes project management statistics (See Final Report Template in Appendix A)

 FORMCHECKBOX 
 Conduct Lessons Learned session

 FORMCHECKBOX 
 Obtain, combine and document project feedback from team members.  (See Team Survey in Appendix B)

 FORMCHECKBOX 
 Plan a celebration for project completion.

 FORMCHECKBOX 
 Update sharepoint sites with final documents.

 FORMCHECKBOX 
 Send memo to company with project successes

Appendix A - Final Report


Project Name:
Project Manager:
Period of Project: 
Team Members:

Executive Summary

Project Purpose


Project Objectives

Project Organization


Project Schedule

 
Budgetary Performance
Project Budget: 
Total Incurred Costs: 
Profit (Incurred costs versus Budget): 
Profit (Incurred cost versus Income): 

Earned Value Summary
CPI:
SPI: 

Accomplishments:


Major Issues Identified as Out Of Scope during the Project: 

Appendix B - Team Survey

Project Name: ____________________________________
How Long did you work on the project? _______________
Did you feel the project met its objectives?  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
  No
How would you rate the PM?   FORMCHECKBOX 
 Excellent   FORMCHECKBOX 
 Good   FORMCHECKBOX 
 Average   FORMCHECKBOX 
 Fair   FORMCHECKBOX 
 Poor
Did you feel the proper resources were allocated?   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
  No
Did you feel the timeline was appropriate?  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
  No
Did you feel the objectives were realistic?  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
  No
What was the best part of working on this project?
What was the area most in need of improvement on this project?
Other comments?

Appendix C - Key Project Documents
Include a list of key documents and a paper and electronic copy if possible.

















































