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1. EXECUTIVE SUMMARY

Summarize the project scope and accomplishments.


2. INTRODUCTION

This section should state the version of the project closeout report and date (month and year) of the report. Include where the project is located.

Example: This is the Draft MSI project closeout report for the XXXX project. This document was completed on May 2018. The MSI project is located at xxxx …. 

3. ACQUISITION APPROACH

Describe the acquisition approach used to execute the project.

Example: MSI acquired the project through Your Name, who had the ultimate responsibility to successfully execute the project.   

The requirements, specification, and overall design were an original approach developed by xxxx

4. PROJECT ORGANIZATION

Show or describe in this section how the MSI project was organized and managed. Discuss any major changes made to the project management team and how the changes impacted the project (if applicable). Describe the processes used by organizations to align business plans with an information technology (IT) strategy.

Example: The project was organized as follows:

The laboratory project team organization is shown below (insert project organization chart completed in course).

5.	PROJECT BASELINE

This section documents the project performance baseline (PB) that consists of the scope, cost (total project cost or TPC), work breakdown schedule (WBS), funding profile, and other information you feel is appropriate for a better understanding of the project results.

5.1 	Scope Baseline

This section describes the project scope. 

Example: IT Technical Project—The MSI project, located at xxx, designed, constructed, tested, and commissioned at xxx facility. The project was declared complete, and the following items were achieved:

· Facility has completed construction of the XX building and is ready for occupancy.
· (list achievements identified as goals in the project plan)

The planned and final key performance parameters (KPP) of the project are listed below:

	Description of Scope
	Targeted  KPP
	KPP Achieved
	KPP Met or Exceeded?

	Facility Size
	
	
	Exceeded

	Power and HVAC
	
	
	Met

	Equipment Specs
	
	
	Met

	Personnel Specs
	
	
	Met

	Training
	
	
	Exceeded



Note: The KPPs are the minimum parameters against which the project’s performance is measured when complete. 

5.2	Cost Baseline

This section describes the project cost baseline provided in project planning process. The purpose for this information is to allow other projects to use historical cost data of a completed project. Include cost data generated during project planning exercises.

5.3	Schedule Baseline
The schedule baseline is the course completion date. This section needs to include the dates planned or established during the schedule planning portion of the course. Also, include in this section a summary schedule showing major milestones and activities, durations, and the critical path. 

5.4	Work Breakdown Structure

Include a copy of work breakdown structure (WBS). This may be a screenshot of the one you created in Toolwire in Unit IV.

5.5	Funding Profile

The purpose of this section is to provide a comparison of the funding profile that was approved to the actual funds received by the MSI project. This information is provided as an example for determining future project funding efforts. 

5.6	Staffing Profile

Include a staffing profile for each team member by personnel type, role, and responsibility. Use data generated during project exercises and assignments.

5.7	Environmental Requirements/Permits

Discuss in this section project environmental requirements and permits that were planned and/or considered necessary. If this information was not considered during your project planning process, then add a paragraph here about why consideration of environmental and regulatory (permits) concerns are important when planning a project.

5.8	Safety Record

A requirement in most project closeout reports is a recap of safety issues encountered during the life cycle of a project. This section is included for informational purposes only.

This section would include a copy the project safety record.


6.	CLOSEOUT STATUS 

The purpose of this section is to address status of closeout activities that need to be performed. When all closeout activities are completed, the final PCR will be submitted. The following is an example list of closeout activities that may need to be performed by a project (edit, add, delete, or modify those activities that are appropriate for your MSI project). Include the date of when the status is assessed (i.e., course completion date).

· Performance/Quality Assurance Closeout
· Administrative Closeout
· Financial Closeout
· Contract Closeout
· Equipment Disposition
· Other

Example: As of the end of May 2018, the following is the status of closeout activities.

	Activity and Description
	Complete—Yes or No?
	Planned Completion Date?
	Planned Remaining Costs ($K)?

	Completion of punch list items
	No
	3/30/18
	$0

	Complete Environmental Permitting
	Yes
	
	

	Equipment Disposition
	Yes
	
	

	Administrative Closeout—Cost associated with contract and financial closeout activities.
	No
	03/30/2018
	$100

	Contract Closeout—there is a claim for $500K by the Construction Contractor
	No
	04/30/2018
	$900

	Financial Closeout—will be closed after contract closeout is complete
	No
	05/30/2018
	$200

	TOTAL:
	
	
	$1,200



7. 	LESSONS LEARNED

The section should discuss good work practices, innovative approaches, negative experiences, subcontractor performance, deviations from what was planned versus what was performed, unexpected events encountered, and other lessons learned throughout the course scenario. Analyze tools and techniques used to manage quality and reduce risk in IT projects. The lessons learned should include the following topical areas:

· Background and summary—a narrative of how the project proceeded. What was the project focused on, concerned about, surprised by, and how did it deal with these things;
· Technical; 
· Cost, schedule, and funding;
· Safety and quality;
· Operations and commissioning planning and readiness; and 
· Management.

8.	PHOTOS

Informational section only. Many projects in the real world will also contain photographs, illustrations, drawings, or other multimedia elements to enhance the report. This section would contain those items.

9.	PROJECT DOCUMENT ARCHIVES AND LOCATIONS

In this section, provide a list of the documents, plans, and project files that were generated in support of this course project. There is no need to attach those files to this assignment. 


APPENDICES

Project closeout reports use appendices to include supporting data, additional details, or more information than what is suggested in the main text of the document. While no appendices are required for this final assignment, the following are examples of what can be included as appendices. Projects are not limited to what is included as examples in the document.

Appendix A

Detailed WBS Dictionary
Appendix B

Detailed Technical Performance Achieved

Appendix C

Major External Reviews


Appendix D

Summary of Project Injuries
	Date
	Organization
	Type
	Description of Injury

	2/1/2018
	Project Management
	Recordable
	Project engineer tripped on a server and cut knee.

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	5/15/2018
	CSU
	Informative
	Professor’s computer struck by lightning – grading of project delayed.



Appendix E
Project Risk Registry
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