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1. General project information

Project Title:
Brief background to the project and a short narrative describing the project’s performance and its outcomes.

Project Manager:

Project Sponsor:

Project Description and Overview:

General Comments:



Project Objective
Initial Project Objective
From Project Proposal



Agreed Changes to Project Objective
From Variance Requests


Project Outcomes

	Deliverable/Milestone
From Project Plan
	Budgeted Cost
From Project Plan
	Final Cost
	Scheduled Date
From Project Plan
	Final Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Totals
	
	
	
	



Issues and Risks Summary:
Summarise here the issues/risks that arose during the lifecycle of the Project and what action was taken to resolve them.




Management Effectiveness:



Lessons Learned
For each Project Milestone or Phase, identify what worked, what didn’t work and ways to improve the process the next time.

	Milestone/Phase
	What Worked
	What didn’t work
	Ways to improve

	




	
	
	

	




	
	
	

	




	
	
	




Administrative Closure: 



Contract Closure: 



Information distribution and archive:




Recommended Improvements:
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Project Completion Report Approval:

Signature: 
Print name:
Title:
Role:
Date:




Outline how you will apply the key lessons learned to future projects.


Referencies: 

Document name, description, location. 
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