Project Closeout Report Template

Project Name

Project Sponsor Project Manager Project Start Date Project End Date

Project Summary

Review Of Business Case

Review of project initiation document / business case from the Starting Up a Project process
(attached).

Review Of Objectives

Target Assessment

- Time - Scope - Cost - Risks - Benefits - Quality

Strategies Assessment (How effective on a scale of 1-5?)

- Communication
- Risk

- Configuration

- Quality



Deliverables

Expenses

Project Phase Planned Budget Actual Costs Comments

Schedule

Key Milestones Initial Deadline Actual Completion Comments



Lessons Learned / Recommendations

Summary of lessons learned report (attached)

Overall Team Performance

Summary of team performance

Approval
Name Title
Name Title
Name Title

Signature

Signature

Signature

Provided by Smartsheet, Inc.

Date

Date

Date



DISCLAIMER

Any arficles, templates, or information provided by Smartsheet on the website are for reference
only. While we strive to keep the information up to date and correct, we make no representations
or warranties of any kind, express or implied, about the completeness, accuracy, reliability,
suitability, or availability with respect to the website or the information, articles, templates, or
related graphics contained on the website. Any reliance you place on such information is
therefore strictly at your own risk.
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