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1. Document Control

1.1. Document Sign –Off Process
This section should state the purpose of the document and explain the process for gaining sign-off approval. Typically this will include how individuals have been selected for sign-off, lead time for approvals and method by which the document will be issued.  

1.2. Sign Off

[Include as many names as required to gain appropriate approval]

	Name
	Project Role
	Signature

	
	
	

	
	
	


1.3. Change History

	Issue Number
	Issue Date
	Revised by
	Reasons for Update

	
	
	
	

	
	
	
	

	
	
	
	


1.4. Distribution

[The action field should reflect what the recipient of the document is being requested to do. Read for information only, comment on the content of the document, quality controls it as so on.]

	Name
	Role 
	Action

	
	
	

	
	
	


2. Project Background
2.1. Project Overview/Context

[An overview of the context around the project/piece of work i.e. the reason for the work and what the piece of work is intended to achieve at the highest level. If appropriate can reference another document such as the Project Definition or Work Package Definition]
2.2. Project Success Criteria
[List the project success criteria. Usually only hard measures are included in this section. For example reduce call handling time by 20 secs. Should also state how each criteria has/will be measured.]
	Success Criteria
	Status 
	Measurement

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	

	7.
	
	

	8.
	
	

	9.
	
	

	10.
	
	


3. Business Goals
 [List each business goal state whether it has been achieved, partially achieved and so on. For those that are not achieved state a reason. Goals may not have hard measures to support them and therefore are not likely to be included as success criteria.]
	Goals
	Status
	Reason

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	

	7.
	
	

	8.
	
	


4. PROJECT GOVERNANCE
The aim of this section is to comment on how well the project was managed from a time, cost and quality perspective.
4.1 Project Milestones 

[Should include key milestones only.]

	Milestone
	Planned Completion Date
	Actual Completion Date
	Reason for slippage

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


4.2 Change Requests 

[Table to be filled in with any issued Change Requests.]

	CR Ref.
	Details of Change Request
	Date Issued
	Date Approved

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


4.3 Evaluation of Resources 

[Table to be filled in with key project resources utilised on the project, to show variance between forecasted and actual man-days. 

	

Area
	Title
	Forecasted
	Actual

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Total
	
	


5. Lessons learnt
This section details all lessons learnt from the project and should include activities that were successful as well as activities that need improvement. It is important that this section includes tangible recommendations and who will action them.
5.1 Governance
[List key project activities such as communication, financials, delivery against plan. State how well they were performed and any follow up action required]

	Activity
	Comment
	Further Action

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	

	7.
	
	

	8.
	
	

	9.
	
	

	10.
	
	


5.2 Solution

[State whether elements of the solution was/is fit for purpose such as solution design, build, and scalability.]

	Activity
	Comment
	Further Action

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	


5.3 Benefits

[State how well each benefit has been realised.]

	Benefit
	Realisation
	Further Action

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	


6. Recommendations
This section lists the key recommendations from the closure analysis. For each recommendation they level of impact should be stated together with an owner.
	Recommendation
	Impact
	Owner
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