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Project Closing Checklist
For [Project Name]



1. Introduction

The purpose of the checklist is to remind the project team members of all tasks that should be completed during the project closeout.  Depending on the size and scope of the project, not all items will apply, however, it is important to make sure that all pertinent closeout activities are completed to avoid potential issues relating to security (e.g., badges are not returned) and knowledge transfer (e.g., deliverables are not uploaded to a centrally accessed repository).
 
This project closure checklist will remind the project manager of the items that need to be completed before the project formally closes. 

2. Project Information

Project Name:  

Project Number:  

Project Description:  

3. Project Implementation and Acceptance

	Check (x) if completed
	

	
	1. All deliverables are completed with evidence of acceptance and acceptance dates, including:

	
	· Statement of Work

	
	· Change Management Plan

	
	· Budget and Cost

	
	· Project Plan

	
	· Other

	
	2. Functional Requirements have been met successfully

	
	3. Technical Requirements have been met successfully

	
	4. Testing completed with certification and accreditation

	
	5. Security and Controls certification completed

	
	6. Support agreements implemented

	
	7. Data Archiving Plan implemented

	
	8. Data Backup and Recovery implemented

	
	9. Maintenance Plans established

	
	10. Licensing Agreements completed

	
	11. Account Authorization and Management Procedures completed

	
	12. Deployment Plan implemented successfully

	
	13. Maintenance team has access to artifacts to help them maintain the system

	
	14. Customer formal acceptance




4. Final Documentation
	Check (x) if completed
	

	
	1. Archive final versions of approved project documentation. Required documents include: 

	
	· Project Charter and Signoff

	
	· Functional Requirements Signoff

	
	· Project Statement of Work and Signoff

	
	· Formal Customer Acceptance

	
	· Other

	
	2. Locate hardcopy repository in a designated documentation area to create a project history for easy access by future teams



5. Personnel Plan
	Check (x) if completed
	

	
	1. Personnel Transition

	
	· Demonstrated knowledge transfer among personnel

	
	· Communication regarding project closeout (or project process group) sent to customer(s) and team members(s)

	
	· Project personnel released or re-allocated

	
	· Security badges returned from appropriate personnel and/or consultants

	
	· Access to applications disabled or modified for appropriate personnel

	
	2. Personnel Training

	
	· Skills inventory system established

	
	· Training completed to ensure necessary skill sets for all appropriate personnel (i.e. End-User, Service Desk, Developers, DBA’s, etc.)

	
	3. Personnel Performance Feedback

	
	· Document performance feedback on each project team member

	
	· Discuss individual performance feedback with each project team member

	
	· Forward feedback to team member’s immediate supervisor



6. Lessons Learned
	Check (x) if completed
	

	
	1. Compiled results from Project Closing Questionnaire

	
	2. Conducted a post-project “wrap-up” meeting with the project team, customer, vendors and management to discuss what went well, areas of improvement and what lessons can be captured for the next project.

	
	3. Completed the Project Closure Report
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