
	Close-Out Summary
Results, lessons, and final stakeholder communication. The project isn't done until the people who cared about it know it's done.



	Project
	 
	Close Date
	 

	Lead
	 
	Sponsor
	 


Project Outcome
	Fully Achieved
	Partially Achieved
	Not Achieved


Results vs. Success Criteria
Compare against the success criteria from your Project Charter.
	Criteria
	Target
	Actual Result
	Met?

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 


Delivery Summary
	Timeline
	On time / early / late? If late, by how much and why?
 

	Budget
	On budget / under / over? If over, by how much and why?
 

	Scope Changes
	What changed from the original charter? What was added, cut, or modified?
 


Lessons Learned
	What Worked
	What Didn't

	 
	 

	 
	 

	 
	 



	Do Differently
	If you could restart this project, what would you change?
 
 


Transition & Ownership
	Ongoing Owner
	Who owns this going forward?
 

	What They Need
	Context, access, documentation, contacts. What does the new owner need to succeed?
 

	Open Items
	Anything unresolved that carries forward? Be explicit.
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