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Document Purpose and Scope

The purpose of this document is to conclude on the execution and delivery of the project. This document summarizes the extent to which the project achieved its objectives, what the lessons learnt are and what the outstanding actions and benefits are. 
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1 Review of objectives and benefits
To what extent did the project meet the objectives and expected benefits outlined in the Project Definition Document or Project Charter? 
Evaluate each objective’s success in terms of time, cost, quality and business benefit. Compare the benefits you obtained as a result of implementing the project to what you originally set out to achieve in the Project Definition Document. 
	Project Objective or Benefit
(From Definition Document) 
	Measurable Success Criteria
(Time, cost, etc.)
	Actual result
	Was objective met?



	Increased sales 
	10% increase in annual sales; equating to $1m
	8% increase in annual sales; equating to $800k
	No

	Increased customer satisfaction
	80% of customer feedback has a rating of 7 out of 10 or above
	84% of customer feedback has a rating of 7 out of 10.
	Yes

	
	
	
	

	
	
	
	


1.1 Outstanding benefits 

If some of the project’s benefits are still to be realised, when is that expected to happen?

Who will own the tracking of the outstanding benefits after project closure? 
	Name and Description of outstanding benefit 
	Date for expected realisation of benefit
	Owner of benefit realisation

	Reduced staff costs 
	February 2016
	Name

	
	
	

	
	
	

	
	
	

	
	
	


2 Lessons learnt
2.1 What we did well
Provide a summary of the lessons learnt that emerged from the project review meeting, i.e. the meeting you chaired to find out what went well and not so well. List the major aspects that went well on the project and that other projects could benefit from replicating.
Include project related aspects as well as process related aspects. 
	Lesson Learnt
	Recommendation and suggested action
	Owner

	Describe the lesson or observation
	Description how you will exploit this lesson going forward
	Who will ensure that it gets done?

	
	
	

	
	
	

	
	
	

	
	
	


2.2 What we didn’t do so well

Provide a summary of the lessons learnt that emerged from the project review meeting. List the major aspects that didn’t go so well on the project and that you recommend is done differently on other projects going forward. 

Include project related aspects as well as process related aspects. 
	Lesson Learnt
	Recommendation and suggested action
	Owner

	Describe the lesson or observation
	Description how you will prevent this from repeating on other projects going forward
	Who will ensure that the action happens?

	
	
	

	
	
	

	
	
	

	
	
	


3 Outstanding work items
Provide a list of outstanding work items from the project that have not been completed as planned. Provide an owner of each outstanding work item; either from the project or the line function.
	Work item
	Description 
	Owner

	Name of item
	Description of outstanding work.
	Who will ensure that it gets done

	
	
	

	
	
	

	
	
	

	
	
	


Project closure sign-off

Noting the outstanding work items above, the closure of this project is accepted and approved by:
	Sponsor Acceptance of project closure:

	Name and Signature
	Name of Sponsor


	Date:

	Client Acceptance of project closure (if different to sponsor)

	Name and Signature
	Name of Client

	Date:


	

	Susanne Madsen is an internationally recognized project leadership coach, trainer and consultant. She is the author of The Project Management Coaching Workbook (2012) and The Power of Project Leadership (2015, 2019). 

Prior to setting up her own business, she worked for 17 years in the corporate sector leading large change programmes of up to $30 million for organisations such as Standard Bank, Citigroup and JPMorgan Chase. She is a fully qualified Corporate and Executive coach, an NLP Practitioner, DISC accredited and a regular contributor to the Association for Project Management (APM).

Susanne specialises in helping managers improve their leadership skills so that they can gain control of their projects and fast-track their career. She does this through a combination of training, coaching, mentoring and consulting.


	"I loved this book the first time, and the revised edition is even better. Fully updated, this edition goes deep into strategies to help you lead yourself and your team more effectively. The book goes beyond theory - although you can tell the text is well-grounded in research - to give you practical tactics that you can use daily at work. When you combine powerful techniques and a willingness to do the work, you have a blend that will help you excel at delivering organisational strategy through projects. Susanne makes it easy by stepping you through the 'keys' to leadership, and you can pick and choose the approaches you think will make the most difference with your team.“ Elizabeth Harrin, The award-winning blogger behind GirlsGuideToPM.com
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	The project Management Coaching Workbook – Six Steps to Unleashing Your Potential.
"If I were to choose ONLY two books to get my job done or do a better job as a PM then the two books I'd hold onto would be the PMBOK and Susanne's Project Management Coaching Workbook. If PMBOK is the theoretical framework, then Susanne's book is the Real World Application.. this is where the rubber hits the road. This is by far the most well written book I have read not only on the subject of Project Management but also from a Get Things Done perspective. The way she explains and assists with the GTD approach is incredible." 
        —Atif Hassan, Toronto, Canada
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