Project Closure Report

[Project Name]


[Project Name] Closure Report
Project Manager: [Name]

Sponsor: [Name]

Project Goal
	


Project Objectives & Results 

	
	Objectives from Statement of Work
	Results

	1
	
	

	2
	
	


Scope Comparison
	Additional scope   

	

	Decreased scope

	


Cost Performance 
	Cost Categories
	Approved
	Actual

	Internal Labor hours
	
	

	External costs
	
	

	Labor (consultants, contract labor)
	
	

	Equipment, hardware or software
	
	

	List other costs such as travel & training
	
	

	Explanation of cost variance

	


Schedule Performance 
	
	Approved
	Actual

	Project completion date
	
	

	Explanation of schedule variance

	


Major Obstacles Encountered
	1

	2


Lessons Learned that are Relevant to Other Projects
	1

	2
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