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1. [bookmark: _Toc25591142]Document Control

[bookmark: _Toc15649157][bookmark: _Toc16083068][bookmark: _Toc16840192][bookmark: _Toc25591143]1.1	Document History

	
Date
	Version
	Author
	Comments

	
	
	
	

	
	
	
	

	
	
	
	


[bookmark: _Toc15649158]
[bookmark: _Toc16083069][bookmark: _Toc16840193][bookmark: _Toc25591144]1.2	Review Panel

	Review Panel

	Name
	Role

	
	

	
	



[bookmark: _Toc15649159][bookmark: _Toc16083070][bookmark: _Toc16840194][bookmark: _Toc25591145]1.3	Approvals

	Version
	Approval Date
	Approver Details

	
	
	

	
	
	

	
	
	


[bookmark: _Toc15649160]
[bookmark: _Toc16083071][bookmark: _Toc16840195][bookmark: _Toc25591146]1.4	Supporting Documents

	Document
	Location 
	Owner

	
	
	

	
	
	

	
	
	






2. [bookmark: _Toc25591147]Project Details

The project is summarised as follows:

	
Project Title
	

	Project Number
	

	Project Sponsor 
	

	Approval Body
	

	Approved Budget
	

	Project Lead
	







3. [bookmark: _Toc25591148]Project /Programme Details

Phase: Closure
Purpose of Template: The purpose of this template is to outline if objectives were achieved, what changes happened in the project, what benefits were realised.  Where closing tasks need to be completed such as final sign off, handover to operations team etc this is documented.  A review of the project management process is undertaken as well as Lessons Learned documented.   
Can be used for: Small, Medium, Large 

Note: Additional document completion guidance is included as hidden text.  The text can be revealed (or hidden) by selecting the File menu, Options and select the Display tab. Under ‘Always show these formatting marks on the screen’, select/unselect the ‘Hidden Text’ box; under the same Display tab under ‘Printing Options’, select/unselect ‘Print hidden text’.


	Project/Programme Name 
	[bookmark: ProjName]     

	Project/Programme Sponsor (SRO) 
	[bookmark: SRO]     

	Project/Programme Manager
	[bookmark: manager]     

	Group/Directorate
	

	Start Date
	[bookmark: startdate]     
	Completion Date
	[bookmark: Enddate]     




4. [bookmark: _Toc330377540][bookmark: _Toc25591149]Document Details

	Version
	Status
(Draft or Approved)
	Date
	Author/Editor
	Approved
(Sponsor)
	Details of changes

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Version numbering should start at 0.1 then 0.2, 0.3 etc when amendments are being made to a draft document and the status should be draft.  Once issued the version should be 1.0, then 1.1 with amendments and the status should be approved





Related documents
This Post Project Completion Report should be read in conjunction with the following documents:
	Document Title

	

	

	



5. [bookmark: _Toc25591150]
Project Closure

5.1 [bookmark: _Toc25591151]Purpose of the project

	Briefly describe the change introduced through the project, why it needed to be done and the long-term benefits it has enabled.

	







5.2 [bookmark: _Toc25591152]Objectives achieved/not achieved

	Refer back to the original objectives in the Project Charter/PEP and explain the degree to which they have been achieved, with reasons given for non-achievement.  If there have been any major changes to the objectives since the Project Charter/PEP  was signed off these should be explained.  Any benefits achieved during the life of the project should be described, and quantified where possible.

	

	







5.3 [bookmark: _Toc25591153]Business Benefits review  
 
	A post project review of benefits should be given. 

	

	









5.4 [bookmark: _Toc366571449][bookmark: _Toc25591154]Acceptances and sign-offs

	Describe the formal sign-offs that were necessary and have been confirmed at completion of the project. These may include (depending on the type of project) user acceptance, security acceptance, data protection, operations, legal, purchase contract closure, maintenance contract commencement.

	

	








5.5 [bookmark: _Toc25591155]Changes incorporated
   
	Summarise the changes that were approved after the PEP had been approved.  For each change the benefit, cost, effort and time implications should be given.

	

	








5.6 [bookmark: _Toc366570481][bookmark: _Toc366571452][bookmark: _Toc366570482][bookmark: _Toc366571453][bookmark: _Toc366570483][bookmark: _Toc366571454][bookmark: _Toc366570484][bookmark: _Toc366571455][bookmark: _Toc366570485][bookmark: _Toc366571456][bookmark: _Toc366570486][bookmark: _Toc366571457][bookmark: _Toc25591156]Outstanding Risks and Issues

	Any risks that have relevance post project should be passed over to the relevant team for inclusion in operational risk register.  Any outstanding issues, particularly any worthwhile requests for change that the project was unable to implement and any known faults in the deliverables, should be passed over to the relevant authorities for consideration as part of operational management.

	

	








6 [bookmark: _Toc25591157]Review of the effectiveness of project management

6.1 [bookmark: _Toc25591158]Governance

	How well the project was organised, managed and controlled, e.g.  Were roles and responsibilities clear?    Was the Project Charter/PEP used by the Project Manager/Project Steering Group for decision making throughout the life of the project?  Was communications effective throughout the project? 

	

	








6.2 [bookmark: _Toc25591159]Planning and control

	How good were the plans and estimates for work, resources effort, timescale and cost?   Were the progress tracking and reporting mechanisms sufficiently rigorous, timely and effective?  Was control at the right level, too little, too much?

	

	







	
6.3 [bookmark: _Toc25591160]Stakeholder Management	

	Were stakeholder identification, management and communication procedures appropriate and effective?  Were stakeholders engaged and managed effectively?  Did they perform as expected?

	

	










6.4 [bookmark: _Toc25591161]Supplier management

	Were identification, selection and management procedures appropriate and effective?  Did suppliers perform as expected?

	

	








6.5 [bookmark: _Toc25591162]Quality management
	
	Were the deliverables fit for purpose? Did the team possess the skills needed to deliver a quality outcome? Were errors/problems detected early enough to fix at lowest cost? 

	

	








6.6 [bookmark: _Toc25591163]Risk and Issue management
	
	Is there evidence that risk management prevented or limited the effects of otherwise damaging events? Did issues arise that could have been predicted and managed as risks?  Was the time, effort, money spend on risk mitigation proportionate to the actual risks

	

	









7 [bookmark: _Toc366570495][bookmark: _Toc366571466][bookmark: _Toc25591164]Sharing lessons learned

7.1 [bookmark: _Toc25591165]Recommended Good Practices

	From the Part 4 analysis above select examples to share with other projects.

	

	












	
7.2 [bookmark: _Toc25591166]Lessons Learned

	From the Part 4 analysis above select examples of things that could have been done better and explain how for the benefit of other projects.
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