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ITS Project Closeout
Document Purpose
The purpose of this document is to define the closeout activities.  This document is used at the end of a project as a vehicle for formal review of the project with the team and management; capturing project closeout results will provide data to increase the efficiency and effectiveness of future projects. 

1. Project Summary
Provide a high level description of the project (what was the result or delivered value - new/modified/removed functionality / service), project size, project complexity and project roles & responsibilities.
1.1 Project Description – From Project Charter
 1.2 Project Size / Complexity – Describe resource, functional or technical elements unique to this project
1.3 Project Roles & Responsibilities – From Project Charter (including Project Sponsor, Project Manager and Project Financial Manager)
2. Project Metrics
Compare the baseline values against the actual results to determine the variance against plan; explain the variances or if no variance, the method used to meet cost, schedule or scope. 

2.1 Baseline vs. Actual (cost, schedule, scope)
	
	Baseline
	Actual
	Variance
	% Variance

	Start Date
	<mm/dd/yyyy>
	<mm/dd/yyyy>
	<000 days>
	<00.0%> 

	End Date
	<mm/dd/yyyy>
	<mm/dd/yyyy>
	<000 days>
	<00.0%>

	Budget ($)
	<$000,000.00>
	<$000,000.00>
	<$000,000.00>
	<00.0%>

	Resources (FTE)
	<000.00 FTE>
	<000.00 FTE>
	<000.00 FTE>
	<00.0%>

	Scope
	
	
	
	


2.2 Variance Explanation
Explain the variances or if no variance, the method used to meet cost, schedule or scope, i.e. was the end date met by a) decreasing project scope and/or creating a phase 2 or b) by adding resources/cost; was the scope met by a) extending the end date or b) increasing resources/cost; was the cost met by a) decreasing project scope (or creating a phase 2) or b) accelerating the timeline.

2.2.1 Schedule Variance
2.2.2 Cost Variance
 2.2.3 Resource Variance
2.2.4 Scope Variance
3. Operating Impact

Provide the operating costs and funding source, if any, for the next three (3) fiscal years.

3.1 Estimate of Operating Expenditures and Funding –required for Operations and Maintenance of the assets/deliverables after project completion
	Estimated Operating Expenditures  

	
	FY__
	FY__
	FY__
	FY__
	Total
	Comments

	 Hardware Maintenance
	
	
	
	
	
	

	Software Maintenance
	
	
	
	
	
	

	Services & Support
	
	
	
	
	
	

	Other
	
	
	
	
	
	

	Total
	
	
	
	
	
	

	This estimate is accurate to:

50% [  ]

60% [  ]

70% [  ]

80% [  ]

90% [  ]



	Explanation:




	Anticipated (proposed) Operating Funding Source  

	
	FY__
	FY__
	FY__
	FY__
	Total
	Comments

	ITS - Operating
	
	
	
	
	
	

	Dept - Operating
	
	
	
	
	
	

	Other
	
	
	
	
	
	

	Total
	
	
	
	
	
	

	This estimate is accurate to:

50% [  ]

60% [  ]

70% [  ]

80% [  ]

90% [  ]



	Explanation:




3.2 Estimate of Cost Savings –resulting from implementation of this project’s recommended solution (dollars or staff)
3.3 Estimate of additional Support Resources –resulting from implementation of this project’s recommended solution (staff.
4. outstanding tasks
List the tasks or activities that still remain open and who is responsible for completing them.   
	#
	Activity Description
	Assigned To
	Current Status
	Target Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


5. Lessons Learned
Utilizing input from the project sponsor and team, describe the knowledge or experience derived from this project; this will assist future projects doing similar work.
5.1 Lessons Learned
	
	What Worked Well
	What Can Be Improved

	Project  management
	
	

	Scope / Requirements definition and control
	
	

	Schedule development and control
	
	

	Cost estimating and control
	
	

	Human resource availability, team development, and performance
	
	

	Risk management
	
	

	Communication management 
	
	

	Stakeholder management
	
	

	Reporting
	
	

	Quality planning and control (use cases and testing)
	
	

	Procurement planning and management
	
	

	Process improvement information
	
	

	Product-specific information
	
	

	Other
	
	


5.2 Quality Defects
	 Description
	Resolution
	Comments

	
	
	

	
	
	

	
	
	


 5.3 Vendor Management
	 Vendor
	Issue
	Resolution
	Comments

	
	
	
	

	
	
	
	

	
	
	
	


5.4 Other
	Areas of Exceptional Performance
	Areas for Improvement

	
	

	
	

	
	


6. Artifact Repository
 List where the project artifacts / deliverables, produced by the team during the project (including this document), are stored. Update this table for all project artifacts developed; the table includes typical project artifacts.
	Project Artifact
	Repository (i.e. MyFiles URL, wiki, etc.)

	Business Case
	

	Project Charter
	

	Budget Plan
	

	Project Schedule
	

	Project Status Reports
	

	Project Closeout
	

	 etc.
	

	Business Requirements
	

	Software Architecture Document (Use Case Model, Conceptual Class Diagrams, Component Diagrams & Deployment Diagrams)
	

	Functional Specification (Use Case Model, Activity Flow Diagrams & Information Architecture Wire Frames)
	

	Testing Strategy(Software Quality Metrics)
	

	Test Cases
	

	Operations Ready Document
	

	etc.
	


A member of the ITS Admin Services team will contact the Project Financial Manager regarding Purchase Order close-outs and Capital Reporting Environment (CRE) status reporting.
7. Prepared By
	Prepared by
	Date

	 
	 


For help with this template, please see the Project Closeout Guidelines: http://www.bc.edu/pmo/templates/
If you have any additional questions, please contact anyone in the BC ITS PMO: http://www.bc.edu/pmo/staff-list.html
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