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[bookmark: _GoBack]Project Closure Report Template
Purpose: To ensure all closure steps have been undertaken and to provide standard documentation as a record of project completion.
Sign off:  Programme manager.
PGS instructions: Module 5, section 5.6.
	Project closure cover sheet

	Project title:
	Fill in project name here

	Date started:
Date closed:
	Project start date
Supervision mission dates
	Registration n°:
	Project number

	Project manager:
	Programme/office:
	

	Name
	Unit
	



Instructions
Please submit this report to the Project Review Committee no later than one month after the closure of the project as planned in the project proposal.
PROJECT CLOSURE - SUMMARY	
	Summary of performance and outcomes (max. 1 page)

	· Is the project considered a success by the project team? 
· Do the funder and the users consider the project a success? Is there any evidence for the latter?
· Did the project achieve objectives as originally defined in the project proposal?
· Were all results delivered as outlined in the project proposal?
· Was the project delivered on time and within budget?
· Are there any outstanding issues that require attention or support? What are the implications?
· Other key points or highlights



CHANGES TO THE PROJECT
	Unplanned changes to the project (if relevant) (max. half a page)

	· Were there any scope changes or mid-stream course adjustments?
· Were there unanticipated changes to cost, schedule, or deliverables?
· Were there negative consequences as a result of the scope change? How were they handled?
· Other key points or notes




LESSONS LEARNED
	Summary of Lessons Learned meeting

	· What lessons learned and best practices could be useful for other projects and project teams?
· Are there any recommendations you would make for similar initiatives?
· What are the top 2 or 3 factors contributing to project success or failure? 



ADDITIONAL COMMENTS AND NOTES
	· Are there any other topics or points worth noting about the project not captured above?
· Was a final project meeting/workshop held? If so please attach the workshop report.
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