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1. Executive Summary

Provide a high-level overview of the project’s completion. Summarize the project’s objectives,

major achievements, and the overall outcome. Highlight any key results or impacts.

2. Project Overview

Recap the project's scope, objectives, and goals. Include any initial plans or expectations and

briefly describe how the project evolved.

3. Achievements and Deliverables

List and describe the major achievements and deliverables of the project. Include information

on completed tasks, milestones, and any significant contributions.

Deliverable

Completion Date Description

4. Project Performance




Evaluate the overall performance of the project against its initial goals and objectives. Include
assessments of time, budget, and quality. Highlight any deviations from the plan and their
reasons.

Metric Planned Actual Variance

5. Challenges and Issues

Summatrize any significant challenges or issues encountered during the project. Describe how
they were addressed and theirimpact on the project. Include any unresolved issues, if
applicable.

Challenge/Issue Impact Resolution/Status Notes

6. Lessons Learned

Document the key lessons learned throughout the project. Include insights gained, best
practices identified, and any recommendations for future projects.

Lesson Description Recommendation

7. Final Financials

Provide a final summary of the project’s financials. Include the total budget, actual
expenditures, and any financial variances.

Budget Item Budgeted Amount Actual Amount Spent Variance

8. Project Closure

Detail the steps taken to formally close the project. Include any final approvals, documentation
submitted, and the status of any remaining administrative tasks.



9. Recommendations and Next Steps

Provide any recommendations for future projects based on the experiences from this project.
Include any follow-up actions or steps needed to ensure project closure and continuity.

10. Summary

Summarize the overall project completion, reinforcing the key achievements, any major
challenges faced, and the final assessment of the project’s success. Highlight any final notes or
acknowledgments.

Attachments:

Include any supporting documents, final deliverables, charts, or graphs that provide additional
context or detail.



