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�
Overview


The attached checklist uses a format proposed in Project Management:  A Managerial Approach,  by Meredith and Mantel (3rd ed. 1995).  Instructions for completing the checklist have been adapted from that source.





Additional checklist items came from the author.





Using this Checklist


The project closeout checklist is designed to be used in the following manner:





Column 1�
Item Number.  Each task listed is identified by a specific number and grouped into categories.   Categories are based on functions, not on organizations or equipment.�
�
Column 2�
Task Description.  Task descriptions are brief tasks that could apply to more than one category but are listed only in the most appropriate category.�
�
Column 3�
Required (Yes or No).  Check whether the item listed applies to the project.�
�
Column 4�
Date Required.  Insert the required date for accomplishment of the task.�
�
Column 5�
Assigned Responsibility.  Insert the name of the person responsible for ensuring that the task is completed on schedule.  This may be a member of the Project Office, the project team, or an individual within a functional department.�
�
Column 6�
Priority.  A priority system established by the Project Manager may be used here.�
�
Column 7�
Notes & References.  Refer in this column to any applicable procedures, a government specification that may apply to that task, etc..�
�



�
Project Closeout Checklist





General Information�
�
Customer Name:�
Generic Customer�
Cust. #:�
123456�
�
Project Name:�
Generic Project�
�
�
�
Contract Owner:�
CO Name�
�
�
�
Project Manager:�
PM Name�
�
Attachments?�
No�
�
�



Item #�
Task


Description�
Required�
Date


Required�
Assigned


Resp.�
Priority�
Notes


Reference�
�
�
�
Yes�
No�
�
�
�
�
�
�
Closeout Delivery�
�
�
�
�
�
�
�
�
Hold Post-Project Workshop�
�
�
�
�
�
�
�
�
Close Contract


   -  Notify accounting for final billing


   -  All PCRs sent to accounting


   -  Signed completion letter�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
Redeploy People 


   -  Notify personnel�
�
�
�
�
�
�
�
�
Redeploy Assets


   -  Clean up file server space


   -  Clean up extranet server�
�
�
�
�
�
�
�
�
Settle Supplier Contracts


   -  Notify Purchasing


   -  Process final supplier


      invoices (Payables)


   -  Notify vendor/contractor of


      final completion�
�
�
�
�
�
�
�
�
Perform Financial Closure


   -  Audit timesheet entries


   -  Act on timesheet audit


   -  Final timesheet printout


   -  Prepare final GP Analysis


   -  Notify accounting to lock time recording system�
�
�
�
�
�
�
�
�
Package Final Solution Results


   -  Prepare archive CDs of


      project deliverables (one


      for customer, one for 


      project files)�
�
�
�
�
�
�
�
�
Request Customer Feedback


   -  Customer satisfaction survey


   -  Performance review of PM�
�
�
�
�
�
�
�
�
Activate Solution Support


   -  Set up support contract


      (where applicable)


   -  Inform customer of 


      support policy�
�
�
�
�
�
�
�
�
Evaluate Solution�
�
�
�
�
�
�
�
�
Form Evaluation Team


   -  PM and Contract Owner�
�
�
�
�
�
�
�
�
Evaluate Solution Components


   -  Quality (meets reqmnts)


   -  Customer Satisfaction


   -  Skills developed


   -  Reusable components


   -  Profitability


   -  Actual schedule�
�
�
�
�
�
�
�
�
Nominate Intellectual Capital for Capture in Corporate Knowledge Management System


   -  Methodologies


   -  Techniques


   -  Skills


   -  Architecture


   -  Industry knowledge


   -  Customer information


   -  Competitive Edges


   -  Unique concepts�
�
�
�
�
�
�
�
�
Provide Performance Feedback


   -  Team Performance Reviews


   -  Contractors


   -  Suppliers�
�
�
�
�
�
�
�
�
Create Project Completion Report


   -  Copy to team


   -  Copy to Contract Owner


   -  Copy to management team�
�
�
�
�
�
�
�
�
Review and Act on Evaluation Feedback


   -  Adjust techniques and


      methodologies


   -  Skills development plans


   -  Lunch & Learn to share


      lessons learned�
�
�
�
�
�
�
�
�
Interactive Media Closure�
�
�
�
�
�
�
�
�
Return collateral to customer


   -  Print


   -  Transparencies/Photos


   -  Digital Media�
�
�
�
�
�
�
�
�
Archive source files on CD


   -  Graphics source files (PSD)


   -  S/W source files�
�
�
�
�
�
�
�
�
Organize project files for archival


   -  PCB (hardcopy)


   -  Email database


   -  Archive correspondence�
�
�
�
�
�
�
�
�
Get project reference approval�
�
�
�
�
�
�
�
�
Get approval to enter project into competitions�
�
�
�
�
�
�
�
�
Prepare marketing brief�
�
�
�
�
�
�
�
�
Post referencable projects in marketing database�
�
�
�
�
�
�
�
�
Post competition-able projects in marketing database�
�
�
�
�
�
�
�
�
Prepare public relations announcements


   -  Lunch & Learn


   -  Company-wide memos


   -  Management briefing�
�
�
�
�
�
�
�
�
Recognize team contribution


   -  Nominate for team award


   -  Customer letters


   -  Final team lunch�
�
�
�
�
�
�
�
�
Other Completion Items�
�
�
�
�
�
�
�
�
Prepare final report to customer


   -  Financial results


   -  Schedule results


   -  Quality results�
�
�
�
�
�
�
�
�
Verify and document compliance with all contractual terms�
�
�
�
�
�
�
�
�
Compile customer acceptance documents �
�
�
�
�
�
�
�
�
Initiate and pursue claims against customer�
�
�
�
�
�
�
�
�
Prepare and conduct defense against claims by customer�
�
�
�
�
�
�
�
�
Identify new business and enter into lead capture system or process as contract extensions (PCRs)


   -  Project extensions


   -  New business�
�
�
�
�
�
�
�
�
Update accounting records to show project closed �
�
�
�
�
�
�
�



Completed - PM Signature:�
Date Completed:�
�
�



�
�



Generic Project


Date Printed: 
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