
Project Final Shutdown Checklist

	Termination Task


	Notes
	Date

Completed

	Meet with stakeholders to get their final approval of the project.
	
	

	Finalize all contractual commitments to vendors, suppliers, consultants and customers.

· Reports

· Final payments

· Thank you notes

· Other
	
	

	Transfer responsibilities to other people, as required.

· Transfer inputs to new projects to other project managers.

· Transfer designs to manufacturing department.

· Transfer reports, designs, drawings, documentation to appropriate parties
	
	

	Reassign people in the project.

· Return people to their functional areas

· Assign new projects

· If necessary, let people go
	
	

	Redirect efforts to other priorities or projects.
	
	

	Release resources.

· Equipment

· Materials
	
	

	Clean up facilities or prepare them for new project.
	
	

	Complete final accounting of the project.

· Total costs

· Pay all bills

· Close books
	
	

	Document the results of the project.
	
	

	Make recommendations for the future.
	
	


