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Project Closure Checklist Template

What is Project Closure Checklist Template?

A project closure checklist template is a tool used to ensure that all tasks and activities related
to a project are completed, documented, and formally closed out. It helps to:

1. Verify that all deliverables have been met.

2. Confirm that all stakeholders have been informed of the project's status.
3. Ensure that all project documentation has been updated or archived.

4. |dentify any outstanding issues or risks.

Here is a sample project closure checklist template:
Project Closure Checklist
l. Project Deliverables

1. Review all project deliverables, including:
o Reports
o Documents
o Artifacts
o Code reviews
2. Verify that all deliverables have been completed and meet the required standards.

Il. Stakeholder Communication

1. Notify all stakeholders of the project's completion.
2. Provide an update on the project's outcome and any lessons learned.
3. Ensure that all stakeholders have been informed of the project's status.

lll. Project Documentation

1. Review all project documentation, including:

o Project plans

o Status reports

o Meeting minutes

o Decision records
2. Update or archive all project documentation as required.
3. Ensure that all documentation is complete and accurate.

IV. Outstanding Issues/Risks

1. Identify any outstanding issues or risks that need to be addressed.
2. Document the resolution or mitigation plan for each issue or risk.
3. Verify that all stakeholders are aware of the status of each issue or risk.

V. Project Close-Out Procedures

1. Complete any project close-out procedures, such as:
o Formal acceptance by the customer
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o Completion of final testing and validation
o Archiving of project records
2. Ensure that all project personnel have been notified of their responsibilities for
completing these procedures.

VI. Lessons Learned

1. Conduct a lessons-learned session with the project team.
2. Ildentify best practices, successes, and areas for improvement.
3. Document lessons learned and recommend changes to future projects.

VII. Final Review

1. Review the project closure checklist to ensure that all tasks have been completed.
2. Verify that all stakeholders are satisfied with the project's outcome.
3. Ensure that all project documentation is complete and accurate.

By using a project closure checklist template, you can ensure that your projects are properly
closed out, and that all stakeholders are informed of the project's status. This helps to maintain
transparency, reduces the risk of errors or omissions, and ensures that lessons learned from
the project are captured and applied to future initiatives.

project, idm, doc, pm, pmr, ris, lls, fvr

Project Closure Checklist

Project Completion
e [ ] Finalize all project deliverables

] Confirm completion of project scope

] Obtain client or stakeholder acceptance of final deliverables

] Ensure all contractual obligations are met

— ———

Documentation

e [ ] Update all project documentation to reflect final status
e [ ] Archive all project documents in a secure location
e [ ] Document lessons learned and best practices for future reference

Financial Closure

e [ ] Confirm all invoices and payments have been processed
e [ ] Complete final project accounting and budget reconciliation
e [ ] Close out all project financial accounts

https://www.almbok.com/ Printed on 2024/11/17 21:39


https://www.almbok.com/tag/project?do=showtag&tag=project
https://www.almbok.com/tag/idm?do=showtag&tag=idm
https://www.almbok.com/tag/doc?do=showtag&tag=doc
https://www.almbok.com/tag/pm?do=showtag&tag=pm
https://www.almbok.com/tag/pmr?do=showtag&tag=pmr
https://www.almbok.com/tag/ris?do=showtag&tag=ris
https://www.almbok.com/tag/lls?do=showtag&tag=lls
https://www.almbok.com/tag/fvr?do=showtag&tag=fvr

2024/11/17 21:39 5/8 Project Closure Checklist Template

Resource Management

e [ ] Release project resources and reassign team members
e [ ] Return rented or leased equipment
e [ ] Inventory and reallocate project materials and supplies

Communications

e [ ] Notify all stakeholders of project closure
e [ ] Distribute final project report
e [ ] Conduct a project closure meeting with the project team

Administrative Closure

e [ ] Complete all administrative tasks
e [ ] Obtain formal project closure sign-off from the sponsor or client
e [ ] Celebrate the project's success with the team

Post-Project Review

e [ ] Schedule and conduct a post-project review meeting

e [ ] Compile and share a project closure report

e [ ] Update the organization's project management methodology with any new
insights

Sign-off

* Project Manager:
e Date:

Export as PDF

Related:

¢ Project management

External links:

¢ Project closure checklist (+ free template) —resourceguruapp.com
o Want to know the 8 steps to project perfection? Use this free project closure
checklist and template to close out your projects with confidence.
 Project Closure Template — ProjectManager —projectmanager.com
o Download this project closure template to ensure that you close out projects the
right way from the PM pros here at ProjectManager.
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