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Exercise 1: Project Close-out Checklist
This is one of the fundamental aspects of the project that every project member needs to takes into account. It’s basically a point in time whereby members are obliged to undertake a critical examination to ascertain if all the deliverables have been completed as planned. It’s a point in time whereby the team reviews the project plan to make sure the deliverables are done, and satisfactory. The team discusses what they have gained, how the team could echo the success, manage future projects, and hand out all the required information regarding the project. 
In regard to our project, the primary goal of the project is to build the new café and it is necessary to close-out the project after the project lifecycle is complete(Skinner,et.al,2015).The project manager has to ensure that all support items required in every project phase are provided. There are several activities that must be executed so that the project can be regarded as complete.
1. Scope verification – As it’s the case for all projects requirements that have been set under the project scope should be fulfilled. The scope activities should be completed within the budget and timeframe. A financial and technical model will be used in verifying all scope requirements have been met. Therefore, the focus here is to ascertain to what extent launching of a new café to provide extra services to clients can be achieved.
2. Technical audit – a technical audit throughout the project is necessary to determine overall performance of the project and the project team itself.
3. Financial audit – the project manager has to ensure that a financial audit of the whole project can be conducted. Financial obligation includes paying laborers and vendors throughout the project. As a team, our main focus will be to ensure that the set standards as long as finances are concerned are properly addressed.
4.  Risk management – the purpose of risk management is to ensure all possible risks in the project are identified and managed throughout the project. Risk elimination is also necessary as a method of minimizing risks.   
5.     Café completion – after physical construction of the café is complete, it is necessary that inspections are performed to make the premise spacious to accommodate people. A clean-up of the premises should be conducted to ensure the establishment is safe and ready for customers. Thus, the major focus of the project team will be to ensure that all activities have been carried out to meet the set objectives (Principles of Project Closeout, 2003).
6.     Customer sign-off – after a walk through in the cafe, the board of management will sign off to indicate the café is complete.
7.     Contract close –out – after customer sign off, a standard signing form will be presented. The form will have a date of acceptance and signature of the main project contractor.
Question 1: Project Retrospectives

The project retrospective process is a tool to evaluate a project based on certain criteria that are developed during the beginning of the project. The main aim of the project retrospective process is to conduct a post-mortem of the project to make improvements in the process that will benefit the execution of the future project. The project retrospective process involves identifying the issues concerned with the project in a critical manner listing the positive and negative factors. The root cause of the problem in the project is identified through the project retrospective process and recommendations are provided to improve the project implementation.
Generally, a project retrospective meeting is conducted at the end of the project lifecycle. In case of a long-term project involving several months or years, project retrospectives are conducted at major milestones fixed by the project manager.
The main aspects of a project retrospective meeting process include developing a timeline for the project, identifying the issues, issue prioritization, analyzing the root cause of the issue, recording the key discussions and lessons and recommending the improvements in the project.

The distinction between the project retrospective process and lessons learned are discussed below:
Lessons learned are about a particular project and it is for the record while project retrospective has future implications for upcoming projects. Lessons learned lack a clear focus on the problem but there are top insights and high focus on the problem in project retrospective (Watt,2014).Lessons learned often include a long list of everything from all teams of the project while project retrospective includes only the top insights about the project. Lessons learned are mostly for recording purpose and does not initiate any action while project retrospective always aims at initiating an action about the problem (Terzieva, 2014).
Lessons learned do not bring any changes but project retrospective brings changes as it is conducted during the important stages of the project. Lessons learned to aim at pointing mistakes and blaming while project retrospective aims at offering solutions to the problem. Lessons learned are mainly stored by companies for audit purposes but project retrospective aim at achieving the timely agreements. Lessons learned are recorded at the end of a project while project retrospective can be conducted at key milestones of the project.
The high focus characteristic of project retrospective helps in breaking down a complex work into simpler tasks thereby arriving at a solution faster. The characteristic of conducting a project retrospective meeting during the project phase enables to bring changes during the project before its completion. The action initiation characteristic of a project retrospective improves the result of a project to a great extent and improves project value. The problem-solving nature of project retrospective makes it very effective in project implementation.
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