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Project Close-Out Report Action Items

· Have all Project Close-Out Report action items been addressed as planned?  If not, what items are open and what is their status? 

Implementation

· Is the solution continuing to provide the deliverables / requirements as defined in the Project Charter and agreed during the project?

· Are the new/modified business processes still in place?  If so, are they providing the expected benefit? If not, why?  

Benefits

· Have stated / expected benefits been realized since project closure?  If yes, to what degree?  If no, why not and what actions have been taken to correct the discrepancy?

· Have unrealized / unplanned benefits arisen since project closure?  If yes, please describe and quantify where possible.  

Action Items

· Please detail any action items which may be required at this time, who is responsible, and what the target date is for their completion.

	Action Item
	Responsible
	Due Date

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	


Sponsor / Configuration Control Board / Steering Committee Comments
Sign-Offs
	Project Manager:
	

	Date:
	

	Project Sponsor:
	

	Date:
	


Post Implementation Report Procedures

	Purpose:
	The purpose of the report is to, at the discretion of the project sponsor, allow the project manager or designee to check the health of the project several months after its implementation.  

	
	

	Responsible:
	The project manager or designee will work, in conjunction with, appropriate team members to complete the report. 

	
	

	Timing:
	Three to six months after implementation.

	
	

	Necessity:
	Post Implementation Reports are required for major projects. 

	
	

	Process:
	1. Upon reaching the ‘follow-up date’ specified on the Close Out Report, the project manager or designee will conduct the necessary interviewing, research, meeting facilitation, and documentation with the project team and board to complete the report.

	
	2. The completed report should be forwarded to the project sponsor and board for their review and comment.  

	
	3. The sponsor and board will add commentary and return the report to the project manager or designee for distribution, and / or additional action. A copy of the report should be filed along with all other project documentation.

4. In the event of opposing viewpoints on the actual results, the Program Management Office may be called upon to conduct an impartial investigation and arbitrate to reach consensus as necessary.

	
	5. The project manager will distribute the final report to the sponsor, configuration control board, team, and vested interests (including necessary steering committees). 
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