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So	much	time	and	effort	is	put	into	the	planning	of	a	project,	it	is	often	forgotten	that	the	end	of	a	project—project	closure—is	equally	important.	There’s	a	lot	of	work	involved	even	once	a	project	is	technically	complete.	For	example,	there	are	many	tasks	that	you	still	must	complete.	They	might	be	procedural,	but	that	doesn’t	make	them	any	less
important.	There	are	approvals,	signatures,	payments,	all	of	which	might	seem	like	pushing	paperwork	to	you,	but	tell	that	to	the	team	member	waiting	to	get	paid.	Not	to	mention,	when	you	are	ending	one	project,	you’re	likely	planning	another.	Therefore,	you	want	to	get	transition	support	for	this	changeover.	You’ll	have	to	release	resources,
archive	documents	and	don’t	forget	to	acknowledge	the	project	success	with	a	party	or	some	type	of	celebration.	That’s	important,	too.	What	Is	Project	Closure?	Project	closure	is	the	last	phase	of	a	project.	It’s	when	the	project	manager	verifies	that	the	client,	stakeholder	or	customer	has	accepted	the	project	deliverables.	If	the	project	or	product	is
ongoing	after	the	project,	then	maintenance	must	be	set	up.	Get	your	free	Project	Closure	Template	Use	this	free	Project	Closure	Template	for	Word	to	manage	your	projects	better.	The	project	manager	will	also	review	the	entire	project	before	closing	it,	rating	performance	and	comparing	that	to	the	baseline.	The	project	team	and	project
management	office	(PMO)	will	be	part	of	this	process,	offering	their	observations	and	feedback,	which	is	collected	in	a	lesson’s	learned	document.	This	provides	guidance	for	future	projects.	The	importance	of	project	closure	is	more	than	just	signing	off	on	all	documentation,	fulfilling	any	contracts	with	vendors	and	releasing	the	team	to	participate	in
other	projects.	It	makes	sure	that	the	original	objectives	of	the	project	have	been	met	and	ties	up	any	loose	ends,	such	as	risk	or	issues	that	have	remained	open.	Once	the	project	closeout	phase	ends,	the	PMO	should	produce	a	document	known	as	the	project	closure	report,	which	provides	an	overview	of	the	project	performance.	What	Is	a	Project
Closure	Report?	A	project	closure	report	is	a	formal	document	that	summarizes	the	outcomes	of	a	project	after	it	has	been	completed.	It’s	a	record	of	the	project’s	performance,	captures	lessons	learned	and	provides	a	final	assessment	of	whether	the	project	met	it’s	objectives.	The	project	closure	report	should	contain	the	following	elements.	Project
Goals	and	Objectives:	Every	project	has	a	goal	and	objective	that	it	is	designed	to	achieve.	These	project	goals	and	objectives	are	defined	in	the	project	closure	report	to	determine	if	they	were	in	fact	met.	Key	Project	Deliverables:	Key	project	deliverables	are	identified	and	the	project	closure	report	will	say	whether	those	deliverables	were	completed
successfully.	It	will	also	note	the	proper	transfer	of	ownership	of	the	key	project	deliverables.	Realized	Benefits:	This	outlines	the	positive	outcomes	and	advantages	that	resulted	from	the	project.	It	shows	that	the	value	of	the	project	to	stakeholders	was	achieved	and	justifies	the	resources	that	were	invested	in	the	project.	Lessons	Learned:	This
section	captures	insights	gained	throughout	the	project	life	cycle.	It’s	a	reflective	analysis	of	what	worked	and	what	didn’t,	which	can	then	be	applied	to	future	projects.	Financial	Summary:	An	overview	of	the	project	financial	performance,	which	is	essential	for	evaluating	how	well	it	adhered	to	its	budget.	It	includes	the	initial	budget,	actual
expenditures,	budget	variance,	return	on	investment,	etc.	Free	Project	Closure	Template	Start	your	project	closure	process	out	on	the	right	foot	with	this	template.	Everything	you	need	to	capture	when	closing	a	project	is	outlined	in	our	free	project	closure	template	for	Word.	You	can	make	sure	stakeholders	have	signed	off	on	every	document,
contractors	have	been	paid	and	their	contracts	closed	and	your	team	has	been	released	from	the	project,	so	they	can	get	started	on	the	next	one.	ProjectManager’s	project	closure	template	Using	this	project	closure	template	is	especially	helpful	when	managing	multiple	projects	in	a	program	or	portfolio,	as	it	helps	standardize	the	project	closure
reporting	process,	making	it	more	efficient.	Steps	to	Closing	a	Project	The	close	of	the	project	is	the	final	phase	of	your	job,	it’s	the	last	turn	of	the	project	life	cycle,	and	like	any	other	aspect	of	a	project,	it	requires	a	process.	The	following	are	seven	steps	you	should	take	to	make	sure	you’ve	dotted	all	the	I’s	and	crossed	all	the	T’s,	as	well	as	taken
full	advantage	of	the	experience.	1.	Evaluate	Your	Project	Managing	a	project	isn’t	only	about	tasks	and	resources,	budget	and	deadlines,	it’s	an	experience	you	can	constantly	learn	from.	While	you	should	have	been	learning	throughout	the	project,	now	is	a	great	time	to	look	back	without	the	pressure	and	distractions	that	might	have	dulled	your
focus.	Gather	the	core	team	to	invite	feedback	about	what	worked,	and	what	didn’t.	Encourage	honesty	during	the	project	evaluation	process.	By	documenting	the	mistakes	and	the	successes	of	the	project,	you’re	building	a	catalog	that	offers	historic	data.	You	can	go	back	and	look	over	the	information	for	precedents	when	planning	for	new	projects.
Projects	are	never	standalone	things,	but	part	of	a	continuum,	where	the	specifics	might	vary,	but	the	general	methods	usually	remain	the	same.	There’s	a	wealth	of	knowledge	produced	after	any	project	closes.	For	example,	you	should	conduct	a	post-implementation	review	to	determine	whether	your	project	met	its	objectives	and	what	things	could
be	done	better	when	managing	future	projects.	2.	Complete	Paperwork	As	noted,	projects	generate	reams	of	documents.	These	documents	are	going	to	have	to	get	sign	off	and	approval	from	stakeholders.	Everything	needs	attention	and	must	be	signed	for,	which	is	the	legal	proof	that	in	fact	these	documents	have	concluded.	That	includes	closing	all
contracts	you	might	have	made	with	internal	partners	or	vendors	or	any	other	resources	you	contracted	with.	This	includes	addressing	all	outstanding	payments.	You	want	to	make	sure	that	all	invoices,	commissions,	fees,	bonus,	what	have	you,	are	paid.	Complete	all	the	costs	involved	with	the	project.	It’s	not	done	if	it’s	not	paid	for.	Project
management	software	can	help	you	organize	all	these	documents.	ProjectManager	acts	like	a	hub	for	all	your	project	files.	You	can	track	them	on	our	sheet	view,	which	is	more	than	the	usual	to-do	list	app.	For	one	thing,	you	can	see	the	percentage	complete	for	each	item	on	the	list.	Now	you	know	if	that	contractor	has	been	paid	and	whether	you	can
sign	off	on	the	contract.	You	can	even	set	up	notifications	to	make	sure	your	payments	are	delivered	on	time.	Try	it	out	for	yourself	with	this	free	trial.	3.	Release	Resources	You	assemble	a	team	for	the	project,	and	now	you	must	cut	them	loose.	It’s	a	formal	process,	and	a	crucial	one,	which	frees	them	for	the	next	project.	Each	team	is	brought
together	for	the	mix	of	skills	and	experience	they	bring	to	a	project.	The	project	determines	the	team	members	you’ll	want	to	work	with,	and	each	project	is	going	to	be	a	little	bit	different,	which	will	be	reflected	in	the	team	hired	to	execute	it.	This	is	true	for	internal	as	well	as	external	resources.	The	external	ones	might	be	more	obvious,	as	you
contracted	with	them,	and	that	contract	is	going	to	have	a	duration.	When	it’s	over,	make	sure	they’re	all	paid	in	full	so	they	can	sign	off	and	leave.	But	internal	resources	remain,	so	you	have	to	remind	yourself	that	their	time	on	the	project	is	also	limited,	and	you	might	be	blocking	other	team’s	projects	if	you	don’t	release	your	resources	once	the
project	is	done.	Resources	table	in	our	project	closure	report	template	4.	Write	a	Project	Closure	Report	As	noted	above,	a	project	closure	report	is	used	to	capture	the	project	after	it	has	been	completed	in	order	to	demonstrate	its	value	to	project	stakeholders	and	justify	the	expense	of	executing	it.	It	lists	the	achievement	of	project	objects,
quantifiable	benefits	and	shows	that	the	project	aligned	with	the	organization’s	strategic	goals	and	priorities.	It	will	also	discuss	the	project’s	long-term	impacts,	such	as	sustainability	improvements,	best	practices,	etc.	There	is	a	section	for	lessons	learned	to	capture	what	went	well	and	what	didn’t	in	order	that	mistakes	are	not	repeated	in	the	future.
The	project	closure	report	will	have	a	summary	of	stakeholder	feedback	and,	if	applicable,	change	management	outcomes.	Related:	Key	Project	Documentation,	15	Essential	Project	Documents	5.	Conduct	a	Project	Closeout	Meeting	A	project	closeout	meeting	is	a	formal	gathering	that	marks	the	completion	of	a	project.	It	serves	several	important
purposes	and	helps	properly	finalize	the	project.	It	typically	involves	reviewing	project	objectives	to	assess	whether	they	were	met,	confirm	all	deliverables	were	completed	and	do	a	financial	review	to	make	sure	the	project	adhered	to	the	budget.	The	group	will	discuss	the	good,	bad	and	ugly	of	the	project	to	define	the	lessons	learned	and	apply	them
to	future	projects	in	the	organization’s	project	portfolio.	They	recognize	and	appreciate	the	efforts	of	the	team	and	stakeholders	who	contributed	to	the	project’s	success.	All	documentation	is	finalized	and	if	there	are	any	next	steps	they	are	discussed.	6.	Archive	Documents	There	are	lessons	to	be	learned	from	old	projects,	which	is	why	you	meet	with
your	team	regularly	during	the	project	and	look	back	on	the	process	afterwards.	However,	if	you	don’t	have	an	archive	in	which	to	pull	the	old	records,	then	whatever	knowledge	you	gain	is	lost	because	of	poor	organization	and	management.	You	worked	hard	to	have	great	project	documentation,	don’t	lose	it.	Related:	What	Is	a	Project	Decision	Log?
Before	you	close	a	project,	archive	all	the	documents	and	any	notes	and	data	that	could	prove	useful.	Even	if	you	never	access	it,	there’s	a	need	to	keep	a	paper	trail	of	the	work	done	on	any	project	for	other	people	in	the	organization.	This	might	include	legal	teams,	or	HR	teams,	or	even	your	successor.	You	never	know	when	someone	might	have	to
go	back	and	respond	to	a	question	or	want	to	learn	how	an	old	issue	was	resolved.	Consider	it	like	putting	away	provisions	for	the	winter.	7.	Celebrate	Success	If	it	sounds	silly	to	you,	then	you’re	not	doing	your	job.	There’s	nothing	silly	about	rewarding	your	team	to	acknowledge	a	job	well	done.	It	creates	closure,	which	is	what	this	part	of	the	project
is	all	about,	but	it	also	plants	a	seed	that	will	bloom	in	later	projects	when	you	work	with	members	of	the	old	team.	Before	we	dive	into	a	checklist	of	steps	that	need	to	be	taken	to	close	a	project,	let’s	first	hear	some	expert	advice	on	this	project	phase.	In	the	video	below,	Jennifer	Bridges,	professional	project	manager	(PMP)	explains	the	basics	of
project	closure.	Project	Closure	Checklist	To	make	sure	you	close	your	project	properly,	follow	this	step-by-step	project	closure	checklist.	Start	at	the	beginning	with	the	project	scope	document	you	created	and	make	sure	that	you’ve	met	all	the	requirements	listed	there.	Make	sure	that	all	deliverables	have	been	handed	off	and	signed	by
stakeholders,	getting	their	approval	and	satisfaction.	Other	project	documents	must	also	be	signed	by	the	appropriate	person,	this	includes	any	outstanding	contracts	and	agreements	with	vendors	and	other	contractors.	Once	documents	are	signed	off	on,	then	process	them	and	pay	off	all	invoices	and	close	out	any	project-related	contracts.	Add	all
documents	together,	including	finalizing	all	project	reports,	then	organize	and	archive	them	as	historical	data	to	be	used	for	future	reference.	Use	collected	paperwork	to	identify	and	document	the	lessons	learned	over	the	course	of	the	project,	including	any	feedback	from	stakeholders,	so	you	don’t	make	the	same	mistakes	in	future	projects.	Assign	a
transition	support	person	to	shepherd	the	project	after	completion	so	that	the	project	closure	is	thorough.	Release	or	reassign	the	project	resources,	which	includes	your	team	and	other	project	personnel	and	any	equipment	or	site	rentals	used	for	the	project.	If	you’ve	not	used	a	project	management	software,	get	one,	as	it	helps	control	not	only	the
life	cycle	of	the	project	but	also	the	process	of	closing	the	project	thoroughly.	Finally,	but	perhaps	most	importantly,	celebrate	with	your	project	team.	They	did	the	work	and	deserve	credit	and	an	opportunity	to	blow	off	steam	until	the	next	project	is	started.	More	Free	Templates	to	Help	with	Project	Closure	There’s	a	lot	to	keep	track	of	when	you’re
closing	a	project.	You	don’t	want	to	miss	out	on	any	critical	steps	and	leave	some	documents	unsigned	or	not	discussing	lessons	learned	to	avoid	the	same	mistakes	on	the	next	project.	ProjectManager	is	a	great	software	but	also	the	premiere	online	site	for	everything	project	management.	That	includes	dozens	of	free	templates.	Here	are	some	to	help
you	do	all	the	little	things	necessary	for	proper	project	closure.	Lessons	Learned	Template	There’s	a	lot	of	administrative	work	required	to	shut	down	a	project,	but	it	should	also	be	a	time	of	reflection.	Our	free	lessons	learned	template	for	Excel	is	a	great	tool	to	capture	the	wins	and	issues	that	have	come	up	over	the	course	of	the	project	life	cycle.
You	describe	what	happened,	how	it	impacted	the	project	and	what	you	will	do	differently	in	future	projects	to	avoid	repeating	those	mistakes.	It’s	a	classic	project	closure	document.	Action	Items	Template	The	free	action	items	template	for	Excel	is	a	great	place	to	take	the	lessons	learned	that	you	collected	in	the	above	template	and	turn	them	into	a
plan.	Once	you	see	the	mistakes	you	made	in	the	past	you	can	formulate	an	action	plan	in	order	not	to	repeat	them.	This	free	template	lets	you	create	tasks,	assign	them	to	team	members,	add	priority	so	you	know	which	goes	first	and	even	provide	deadlines	and	track	the	status.	Project	Review	Template	This	free	project	review	template	for	Word
allows	you	to	evaluate	different	areas	of	your	project	such	as	risks,	resources,	baselines	and	much	more.	It’s	ideal	for	sharing	with	internal	and	external	project	stakeholders.	Your	Project	is	Closed	–	Use	ProjectManager	For	Your	Next	One!	Now	we	know	that	proper	project	closure	will	help	you	start	your	next	project	on	the	right	foot.	If	you	plan	and
manage	your	projects	in	a	centralized	project	management	software—like	ProjectManager—you’ll	have	access	to	all	of	your	previous	projects.	That	way,	when	you’re	planning	a	new	project,	you	can	quickly	review	old	documents,	tasks,	comments	and	templates	in	the	system.	It	makes	onboarding	for	the	next	project	simpler	too,	as	the	team	members
should	already	be	in	the	system.	Create	Reports	for	Posterity	Automated	reporting	software	can	be	a	huge	help	during	this	process.	ProjectManager	lets	managers	create	reports	with	just	one	click.	This	includes	reports	like	timesheet	reports,	so	you	can	quickly	see	the	hours	worked	by	a	team	member	over	the	life	of	the	project.	You	can	also	create
more	stakeholder-specific	reports,	like	status	reports,	variance	reports	or	project	plan	reports.	It’s	all	automated	in	our	project	management	software,	helping	you	reach	the	end	of	the	project	even	faster.	Saving	time	and	having	a	head	start	when	you	begin	a	new	project	is	how	you	effectively	cut	time	and	costs.	ProjectManager	streamlines	the
project	for	you	from	start	to	finish.	Related	Project	Closure	Content	The	project	closure	stage	is	a	very	important	step	in	the	project	life	cycle	because	it’s	when	the	project	team	and	stakeholders	will	determine	how	successful	the	project	was	by	closely	inspecting	the	deliverables	and	ensuring	whether	the	success	criteria	was	met.	Here	are	some
blogs,	templates	and	guides	that	can	be	helpful	during	this	project	phase.	Part	of	closing	a	project	is	being	able	to	plan	and	execute	it.	That’s	where	ProjectManager	comes	in.	As	cloud-based	software,	it	enables	you	and	your	team	to	get	real-time	data	when	monitoring	and	reporting	on	the	project.	Plus,	your	documentation	is	more	accessible	and
secure.	See	for	yourself,	by	taking	this	free	30-day	trial.	So	much	time	and	effort	is	put	into	the	planning	of	a	project,	it	is	often	forgotten	that	the	end	of	a	project—project	closure—is	equally	important.	There’s	a	lot	of	work	involved	even	once	a	project	is	technically	complete.	For	example,	there	are	many	tasks	that	you	still	must	complete.	They	might
be	procedural,	but	that	doesn’t	make	them	any	less	important.	There	are	approvals,	signatures,	payments,	all	of	which	might	seem	like	pushing	paperwork	to	you,	but	tell	that	to	the	team	member	waiting	to	get	paid.	Not	to	mention,	when	you	are	ending	one	project,	you’re	likely	planning	another.	Therefore,	you	want	to	get	transition	support	for	this
changeover.	You’ll	have	to	release	resources,	archive	documents	and	don’t	forget	to	acknowledge	the	project	success	with	a	party	or	some	type	of	celebration.	That’s	important,	too.	What	Is	Project	Closure?	Project	closure	is	the	last	phase	of	a	project.	It’s	when	the	project	manager	verifies	that	the	client,	stakeholder	or	customer	has	accepted	the
project	deliverables.	If	the	project	or	product	is	ongoing	after	the	project,	then	maintenance	must	be	set	up.	Get	your	free	Project	Closure	Template	Use	this	free	Project	Closure	Template	for	Word	to	manage	your	projects	better.	The	project	manager	will	also	review	the	entire	project	before	closing	it,	rating	performance	and	comparing	that	to	the
baseline.	The	project	team	and	project	management	office	(PMO)	will	be	part	of	this	process,	offering	their	observations	and	feedback,	which	is	collected	in	a	lesson’s	learned	document.	This	provides	guidance	for	future	projects.	The	importance	of	project	closure	is	more	than	just	signing	off	on	all	documentation,	fulfilling	any	contracts	with	vendors
and	releasing	the	team	to	participate	in	other	projects.	It	makes	sure	that	the	original	objectives	of	the	project	have	been	met	and	ties	up	any	loose	ends,	such	as	risk	or	issues	that	have	remained	open.	Once	the	project	closeout	phase	ends,	the	PMO	should	produce	a	document	known	as	the	project	closure	report,	which	provides	an	overview	of	the
project	performance.	What	Is	a	Project	Closure	Report?	A	project	closure	report	is	a	formal	document	that	summarizes	the	outcomes	of	a	project	after	it	has	been	completed.	It’s	a	record	of	the	project’s	performance,	captures	lessons	learned	and	provides	a	final	assessment	of	whether	the	project	met	it’s	objectives.	The	project	closure	report	should
contain	the	following	elements.	Project	Goals	and	Objectives:	Every	project	has	a	goal	and	objective	that	it	is	designed	to	achieve.	These	project	goals	and	objectives	are	defined	in	the	project	closure	report	to	determine	if	they	were	in	fact	met.	Key	Project	Deliverables:	Key	project	deliverables	are	identified	and	the	project	closure	report	will	say
whether	those	deliverables	were	completed	successfully.	It	will	also	note	the	proper	transfer	of	ownership	of	the	key	project	deliverables.	Realized	Benefits:	This	outlines	the	positive	outcomes	and	advantages	that	resulted	from	the	project.	It	shows	that	the	value	of	the	project	to	stakeholders	was	achieved	and	justifies	the	resources	that	were
invested	in	the	project.	Lessons	Learned:	This	section	captures	insights	gained	throughout	the	project	life	cycle.	It’s	a	reflective	analysis	of	what	worked	and	what	didn’t,	which	can	then	be	applied	to	future	projects.	Financial	Summary:	An	overview	of	the	project	financial	performance,	which	is	essential	for	evaluating	how	well	it	adhered	to	its
budget.	It	includes	the	initial	budget,	actual	expenditures,	budget	variance,	return	on	investment,	etc.	Free	Project	Closure	Template	Start	your	project	closure	process	out	on	the	right	foot	with	this	template.	Everything	you	need	to	capture	when	closing	a	project	is	outlined	in	our	free	project	closure	template	for	Word.	You	can	make	sure
stakeholders	have	signed	off	on	every	document,	contractors	have	been	paid	and	their	contracts	closed	and	your	team	has	been	released	from	the	project,	so	they	can	get	started	on	the	next	one.	ProjectManager’s	project	closure	template	Using	this	project	closure	template	is	especially	helpful	when	managing	multiple	projects	in	a	program	or
portfolio,	as	it	helps	standardize	the	project	closure	reporting	process,	making	it	more	efficient.	Steps	to	Closing	a	Project	The	close	of	the	project	is	the	final	phase	of	your	job,	it’s	the	last	turn	of	the	project	life	cycle,	and	like	any	other	aspect	of	a	project,	it	requires	a	process.	The	following	are	seven	steps	you	should	take	to	make	sure	you’ve	dotted
all	the	I’s	and	crossed	all	the	T’s,	as	well	as	taken	full	advantage	of	the	experience.	1.	Evaluate	Your	Project	Managing	a	project	isn’t	only	about	tasks	and	resources,	budget	and	deadlines,	it’s	an	experience	you	can	constantly	learn	from.	While	you	should	have	been	learning	throughout	the	project,	now	is	a	great	time	to	look	back	without	the	pressure
and	distractions	that	might	have	dulled	your	focus.	Gather	the	core	team	to	invite	feedback	about	what	worked,	and	what	didn’t.	Encourage	honesty	during	the	project	evaluation	process.	By	documenting	the	mistakes	and	the	successes	of	the	project,	you’re	building	a	catalog	that	offers	historic	data.	You	can	go	back	and	look	over	the	information	for
precedents	when	planning	for	new	projects.	Projects	are	never	standalone	things,	but	part	of	a	continuum,	where	the	specifics	might	vary,	but	the	general	methods	usually	remain	the	same.	There’s	a	wealth	of	knowledge	produced	after	any	project	closes.	For	example,	you	should	conduct	a	post-implementation	review	to	determine	whether	your
project	met	its	objectives	and	what	things	could	be	done	better	when	managing	future	projects.	2.	Complete	Paperwork	As	noted,	projects	generate	reams	of	documents.	These	documents	are	going	to	have	to	get	sign	off	and	approval	from	stakeholders.	Everything	needs	attention	and	must	be	signed	for,	which	is	the	legal	proof	that	in	fact	these
documents	have	concluded.	That	includes	closing	all	contracts	you	might	have	made	with	internal	partners	or	vendors	or	any	other	resources	you	contracted	with.	This	includes	addressing	all	outstanding	payments.	You	want	to	make	sure	that	all	invoices,	commissions,	fees,	bonus,	what	have	you,	are	paid.	Complete	all	the	costs	involved	with	the
project.	It’s	not	done	if	it’s	not	paid	for.	Project	management	software	can	help	you	organize	all	these	documents.	ProjectManager	acts	like	a	hub	for	all	your	project	files.	You	can	track	them	on	our	sheet	view,	which	is	more	than	the	usual	to-do	list	app.	For	one	thing,	you	can	see	the	percentage	complete	for	each	item	on	the	list.	Now	you	know	if	that
contractor	has	been	paid	and	whether	you	can	sign	off	on	the	contract.	You	can	even	set	up	notifications	to	make	sure	your	payments	are	delivered	on	time.	Try	it	out	for	yourself	with	this	free	trial.	3.	Release	Resources	You	assemble	a	team	for	the	project,	and	now	you	must	cut	them	loose.	It’s	a	formal	process,	and	a	crucial	one,	which	frees	them	for
the	next	project.	Each	team	is	brought	together	for	the	mix	of	skills	and	experience	they	bring	to	a	project.	The	project	determines	the	team	members	you’ll	want	to	work	with,	and	each	project	is	going	to	be	a	little	bit	different,	which	will	be	reflected	in	the	team	hired	to	execute	it.	This	is	true	for	internal	as	well	as	external	resources.	The	external
ones	might	be	more	obvious,	as	you	contracted	with	them,	and	that	contract	is	going	to	have	a	duration.	When	it’s	over,	make	sure	they’re	all	paid	in	full	so	they	can	sign	off	and	leave.	But	internal	resources	remain,	so	you	have	to	remind	yourself	that	their	time	on	the	project	is	also	limited,	and	you	might	be	blocking	other	team’s	projects	if	you	don’t
release	your	resources	once	the	project	is	done.	Resources	table	in	our	project	closure	report	template	4.	Write	a	Project	Closure	Report	As	noted	above,	a	project	closure	report	is	used	to	capture	the	project	after	it	has	been	completed	in	order	to	demonstrate	its	value	to	project	stakeholders	and	justify	the	expense	of	executing	it.	It	lists	the
achievement	of	project	objects,	quantifiable	benefits	and	shows	that	the	project	aligned	with	the	organization’s	strategic	goals	and	priorities.	It	will	also	discuss	the	project’s	long-term	impacts,	such	as	sustainability	improvements,	best	practices,	etc.	There	is	a	section	for	lessons	learned	to	capture	what	went	well	and	what	didn’t	in	order	that
mistakes	are	not	repeated	in	the	future.	The	project	closure	report	will	have	a	summary	of	stakeholder	feedback	and,	if	applicable,	change	management	outcomes.	Related:	Key	Project	Documentation,	15	Essential	Project	Documents	5.	Conduct	a	Project	Closeout	Meeting	A	project	closeout	meeting	is	a	formal	gathering	that	marks	the	completion	of	a
project.	It	serves	several	important	purposes	and	helps	properly	finalize	the	project.	It	typically	involves	reviewing	project	objectives	to	assess	whether	they	were	met,	confirm	all	deliverables	were	completed	and	do	a	financial	review	to	make	sure	the	project	adhered	to	the	budget.	The	group	will	discuss	the	good,	bad	and	ugly	of	the	project	to	define
the	lessons	learned	and	apply	them	to	future	projects	in	the	organization’s	project	portfolio.	They	recognize	and	appreciate	the	efforts	of	the	team	and	stakeholders	who	contributed	to	the	project’s	success.	All	documentation	is	finalized	and	if	there	are	any	next	steps	they	are	discussed.	6.	Archive	Documents	There	are	lessons	to	be	learned	from	old
projects,	which	is	why	you	meet	with	your	team	regularly	during	the	project	and	look	back	on	the	process	afterwards.	However,	if	you	don’t	have	an	archive	in	which	to	pull	the	old	records,	then	whatever	knowledge	you	gain	is	lost	because	of	poor	organization	and	management.	You	worked	hard	to	have	great	project	documentation,	don’t	lose	it.
Related:	What	Is	a	Project	Decision	Log?	Before	you	close	a	project,	archive	all	the	documents	and	any	notes	and	data	that	could	prove	useful.	Even	if	you	never	access	it,	there’s	a	need	to	keep	a	paper	trail	of	the	work	done	on	any	project	for	other	people	in	the	organization.	This	might	include	legal	teams,	or	HR	teams,	or	even	your	successor.	You
never	know	when	someone	might	have	to	go	back	and	respond	to	a	question	or	want	to	learn	how	an	old	issue	was	resolved.	Consider	it	like	putting	away	provisions	for	the	winter.	7.	Celebrate	Success	If	it	sounds	silly	to	you,	then	you’re	not	doing	your	job.	There’s	nothing	silly	about	rewarding	your	team	to	acknowledge	a	job	well	done.	It	creates
closure,	which	is	what	this	part	of	the	project	is	all	about,	but	it	also	plants	a	seed	that	will	bloom	in	later	projects	when	you	work	with	members	of	the	old	team.	Before	we	dive	into	a	checklist	of	steps	that	need	to	be	taken	to	close	a	project,	let’s	first	hear	some	expert	advice	on	this	project	phase.	In	the	video	below,	Jennifer	Bridges,	professional
project	manager	(PMP)	explains	the	basics	of	project	closure.	Project	Closure	Checklist	To	make	sure	you	close	your	project	properly,	follow	this	step-by-step	project	closure	checklist.	Start	at	the	beginning	with	the	project	scope	document	you	created	and	make	sure	that	you’ve	met	all	the	requirements	listed	there.	Make	sure	that	all	deliverables
have	been	handed	off	and	signed	by	stakeholders,	getting	their	approval	and	satisfaction.	Other	project	documents	must	also	be	signed	by	the	appropriate	person,	this	includes	any	outstanding	contracts	and	agreements	with	vendors	and	other	contractors.	Once	documents	are	signed	off	on,	then	process	them	and	pay	off	all	invoices	and	close	out	any
project-related	contracts.	Add	all	documents	together,	including	finalizing	all	project	reports,	then	organize	and	archive	them	as	historical	data	to	be	used	for	future	reference.	Use	collected	paperwork	to	identify	and	document	the	lessons	learned	over	the	course	of	the	project,	including	any	feedback	from	stakeholders,	so	you	don’t	make	the	same
mistakes	in	future	projects.	Assign	a	transition	support	person	to	shepherd	the	project	after	completion	so	that	the	project	closure	is	thorough.	Release	or	reassign	the	project	resources,	which	includes	your	team	and	other	project	personnel	and	any	equipment	or	site	rentals	used	for	the	project.	If	you’ve	not	used	a	project	management	software,	get
one,	as	it	helps	control	not	only	the	life	cycle	of	the	project	but	also	the	process	of	closing	the	project	thoroughly.	Finally,	but	perhaps	most	importantly,	celebrate	with	your	project	team.	They	did	the	work	and	deserve	credit	and	an	opportunity	to	blow	off	steam	until	the	next	project	is	started.	More	Free	Templates	to	Help	with	Project	Closure
There’s	a	lot	to	keep	track	of	when	you’re	closing	a	project.	You	don’t	want	to	miss	out	on	any	critical	steps	and	leave	some	documents	unsigned	or	not	discussing	lessons	learned	to	avoid	the	same	mistakes	on	the	next	project.	ProjectManager	is	a	great	software	but	also	the	premiere	online	site	for	everything	project	management.	That	includes
dozens	of	free	templates.	Here	are	some	to	help	you	do	all	the	little	things	necessary	for	proper	project	closure.	Lessons	Learned	Template	There’s	a	lot	of	administrative	work	required	to	shut	down	a	project,	but	it	should	also	be	a	time	of	reflection.	Our	free	lessons	learned	template	for	Excel	is	a	great	tool	to	capture	the	wins	and	issues	that	have
come	up	over	the	course	of	the	project	life	cycle.	You	describe	what	happened,	how	it	impacted	the	project	and	what	you	will	do	differently	in	future	projects	to	avoid	repeating	those	mistakes.	It’s	a	classic	project	closure	document.	Action	Items	Template	The	free	action	items	template	for	Excel	is	a	great	place	to	take	the	lessons	learned	that	you
collected	in	the	above	template	and	turn	them	into	a	plan.	Once	you	see	the	mistakes	you	made	in	the	past	you	can	formulate	an	action	plan	in	order	not	to	repeat	them.	This	free	template	lets	you	create	tasks,	assign	them	to	team	members,	add	priority	so	you	know	which	goes	first	and	even	provide	deadlines	and	track	the	status.	Project	Review
Template	This	free	project	review	template	for	Word	allows	you	to	evaluate	different	areas	of	your	project	such	as	risks,	resources,	baselines	and	much	more.	It’s	ideal	for	sharing	with	internal	and	external	project	stakeholders.	Your	Project	is	Closed	–	Use	ProjectManager	For	Your	Next	One!	Now	we	know	that	proper	project	closure	will	help	you
start	your	next	project	on	the	right	foot.	If	you	plan	and	manage	your	projects	in	a	centralized	project	management	software—like	ProjectManager—you’ll	have	access	to	all	of	your	previous	projects.	That	way,	when	you’re	planning	a	new	project,	you	can	quickly	review	old	documents,	tasks,	comments	and	templates	in	the	system.	It	makes
onboarding	for	the	next	project	simpler	too,	as	the	team	members	should	already	be	in	the	system.	Create	Reports	for	Posterity	Automated	reporting	software	can	be	a	huge	help	during	this	process.	ProjectManager	lets	managers	create	reports	with	just	one	click.	This	includes	reports	like	timesheet	reports,	so	you	can	quickly	see	the	hours	worked
by	a	team	member	over	the	life	of	the	project.	You	can	also	create	more	stakeholder-specific	reports,	like	status	reports,	variance	reports	or	project	plan	reports.	It’s	all	automated	in	our	project	management	software,	helping	you	reach	the	end	of	the	project	even	faster.	Saving	time	and	having	a	head	start	when	you	begin	a	new	project	is	how	you
effectively	cut	time	and	costs.	ProjectManager	streamlines	the	project	for	you	from	start	to	finish.	Related	Project	Closure	Content	The	project	closure	stage	is	a	very	important	step	in	the	project	life	cycle	because	it’s	when	the	project	team	and	stakeholders	will	determine	how	successful	the	project	was	by	closely	inspecting	the	deliverables	and
ensuring	whether	the	success	criteria	was	met.	Here	are	some	blogs,	templates	and	guides	that	can	be	helpful	during	this	project	phase.	Part	of	closing	a	project	is	being	able	to	plan	and	execute	it.	That’s	where	ProjectManager	comes	in.	As	cloud-based	software,	it	enables	you	and	your	team	to	get	real-time	data	when	monitoring	and	reporting	on
the	project.	Plus,	your	documentation	is	more	accessible	and	secure.	See	for	yourself,	by	taking	this	free	30-day	trial.	Congratulations!	You	have	successfully	completed	your	project.	It’s	time	to	celebrate	and	take	a	well-deserved	break,	right?	Not	so	fast.	As	satisfying	as	it	may	feel	to	cross	that	final	item	off	your	to-do	list,	there	are	still	important
tasks	to	complete	before	you	can	truly	close	out	the	project.	Project	closeout	is	the	final	stage	of	the	project	management	process.	It	involves	tying	up	loose	ends,	evaluating	the	success	of	the	project,	and	officially	closing	it	out.	This	step	is	often	overlooked	or	rushed	through	due	to	all	the	excitement	of	completing	a	project,	but	it	is	crucial	for
ensuring	the	overall	success	and	future	improvements	of	your	team’s	projects.	In	this	blog,	we	will	go	over	8	steps	to	effectively	close	out	your	project,	talk	about	the	consequences	of	not	properly	closing	out	a	project,	and	go	over	some	project	closure	best	practices.	Project	closeout	is	the	final	phase	in	the	project	lifecycle,	involving	a	series	of	tasks
to	wrap	up	the	project	formally.	It’s	the	moment	when	the	project	team	ensures	that	all	aspects	of	the	project	are	complete,	objectives	met,	and	everything	is	in	place	for	operational	handover.	Think	of	it	as	the	grand	finale	of	a	concert	where	every	note	needs	to	resonate	perfectly	to	leave	a	lasting	impression.	If	you	want	to	learn	more	about	the
different	phases	within	a	project,	check	out	our	blog	on	project	lifecycle	phases.	The	importance	of	a	structured	project	closure	cannot	be	overstated.	It’s	an	opportunity	to	reflect	on	project	performance,	consolidate	learnings,	release	project	resources,	and,	most	importantly,	recognize	the	efforts	of	your	project	team.	Effective	project	closure	ensures
that	the	project	delivers	its	intended	benefits	and	provides	valuable	insights	for	future	projects.	Now	that	you	know	what	project	closure	is	and	why	it’s	important,	let’s	take	a	closer	look	at	the	steps	involved	in	an	effective	project	closure.	The	validation	of	original	deliverables	is	the	first	and	perhaps	most	critical	step	in	the	project	closure	process.
This	involves	a	thorough	comparison	of	the	final	project	deliverables	against	the	initial	objectives	and	client	requirements.	It’s	a	time	for	the	project	team	to	ensure	that	every	output	precisely	matches	or	exceeds	the	expectations	set	at	the	project’s	inception.	This	validation	not	only	confirms	the	project’s	success	but	also	sets	the	tone	for	project
acceptance.	It’s	a	collaborative	effort	requiring	input	from	all	stakeholders	to	affirm	that	the	project	outcomes	fulfill	their	needs	and	the	problem	statement	the	project	aimed	to	address.	Before	project	deliverables	can	be	handed	over	or	deployed,	they	must	undergo	rigorous	testing	to	ensure	their	quality	and	functionality.	This	step	is	crucial	for
identifying	and	rectifying	any	defects	or	issues	that	could	impede	the	deliverable’s	performance	in	a	real-world	environment.	Final	testing	encompasses	various	forms,	including	user	acceptance	testing	(UAT),	performance	testing,	and	security	testing,	depending	on	the	project’s	nature.	The	goal	is	to	guarantee	that	any	product,	software,	or	outcome
is	not	just	complete	but	is	also	ready	for	smooth	operation,	thereby	safeguarding	the	project’s	integrity	and	the	stakeholders’	investment.	Even	with	meticulous	planning	and	execution,	there	often	remain	tasks	or	issues	that	need	to	be	addressed	before	a	project	can	truly	be	considered	complete.	Tying	up	loose	ends	may	involve	finalizing	minor
adjustments,	resolving	outstanding	issues,	or	completing	tasks	that	were	deferred	during	the	project’s	lifecycle.	This	step	ensures	that	the	project	closure	doesn’t	leave	any	ambiguity	or	unfinished	business	that	could	lead	to	problems	down	the	line,	ensuring	a	clean	slate	for	the	project	team	and	stakeholders.	The	administrative	wrap-up	is	a	pivotal
step	that	involves	finalizing	all	project-related	paperwork	and	ensuring	that	all	contractual	and	financial	obligations	have	been	met.	This	includes	closing	out	timesheets,	finalizing	budgets,	completing	expense	reports,	and	ensuring	all	contractual	documents	are	signed	and	archived.	It’s	a	step	that,	while	often	seen	as	bureaucratic,	is	essential	for
preventing	future	legal	or	financial	complications	and	for	maintaining	a	clear	record	for	future	reference	and	audit	purposes.	Project	closure	is	also	a	time	of	transition	for	the	project	team	members,	who	may	be	moving	on	to	other	projects	or	roles	within	the	organization.	Communicating	the	next	steps	involves	informing	the	team	about
demobilization	procedures,	their	roles	and	responsibilities	post-project,	and	how	the	skills	and	experiences	they’ve	gained	can	be	applied	to	future	projects.	This	not	only	helps	in	the	smooth	transition	of	team	members	but	also	ensures	that	they	feel	valued	and	recognized	for	their	contributions.	Maintaining	transparency	with	stakeholders	throughout
the	project	is	crucial,	and	the	project	closure	phase	is	no	exception.	Updating	stakeholders	and	delivering	a	comprehensive	project	closure	report	provides	an	overview	of	the	project	outcomes,	performance	against	objectives,	and	any	lessons	learned.	This	report	serves	as	a	formal	closure	document,	cementing	the	project’s	achievements	and
learnings.	It	also	plays	a	vital	role	in	maintaining	stakeholder	trust	and	can	be	instrumental	in	securing	future	support	and	resources	for	upcoming	projects.	A	post-mortem	meeting,	or	project	retrospective,	is	an	opportunity	for	the	project	team	to	gather	and	reflect	on	the	project’s	successes	and	challenges.	It’s	a	candid	discussion	aimed	at
identifying	what	worked	well,	what	didn’t,	and	why.	This	step	is	fundamental	in	cultivating	a	culture	of	continuous	improvement,	allowing	team	members	to	share	feedback	and	insights	that	can	inform	future	projects.	The	lessons	learned	from	this	meeting	should	be	documented	and	shared	across	the	organization	to	enhance	project	management
processes	and	decision-making.	Armed	with	the	knowledge	and	insights	gained	from	the	project	and	the	post-mortem	meeting,	the	final	step	is	to	develop	an	improvement	roadmap.	This	roadmap	outlines	specific	actions	and	initiatives	aimed	at	addressing	the	challenges	identified	during	the	project	and	leveraging	the	successes.	It	serves	as	a
strategic	plan	for	enhancing	processes,	tools,	and	methodologies	for	future	projects.	By	systematically	planning	for	improvement,	organizations	can	ensure	that	each	project	builds	on	the	learnings	of	its	predecessors,	leading	to	more	efficient,	effective,	and	successful	project	outcomes	in	the	future.	Each	step	in	the	project	closure	process	is
interlinked,	contributing	to	a	comprehensive	closure	that	not	only	marks	the	end	of	a	project	but	also	sets	a	solid	foundation	for	future	endeavors.	By	following	these	eight	steps,	project	managers	and	their	teams	can	ensure	that	every	project	closure	is	a	testament	to	their	hard	work,	dedication,	and	continuous	improvement	ethos.	The	consequences
of	incomplete	project	closure	can	have	far-reaching	impacts	on	an	organization,	going	beyond	mere	project	timelines	and	budgets.	Let’s	delve	deeper	into	some	of	these	consequences,	including	the	ones	you’ve	identified:	A	project	without	a	formal	closure	can	become	a	“Perpetual	Project,”	one	that	seemingly	never	ends.	This	scenario	often	arises
when	project	objectives	are	not	clearly	met	or	when	residual	tasks	continue	to	accumulate	without	formal	acknowledgment	or	resolution.	Such	projects	drain	resources,	both	in	terms	of	time	and	budget,	and	can	significantly	demoralize	the	project	team.	The	perpetual	project	becomes	a	black	hole	of	effort	and	resources,	diverting	attention	from	new
or	ongoing	initiatives	that	could	offer	more	value	to	the	organization.	Projects	that	conclude	without	a	proper	handover	result	in	“Orphan	Products.”	These	are	outcomes	or	deliverables	that,	while	completed,	lack	ownership	for	ongoing	maintenance,	support,	or	integration	into	business-as-usual	operations.	Orphan	products	can	lead	to	operational
inefficiencies,	as	there	is	no	clear	accountability	for	their	success	or	failure	in	the	real-world	context.	This	can	also	result	in	wasted	opportunities	for	the	organization	to	leverage	project	outcomes	effectively.	Inadequate	project	closure	often	leads	to	a	“Documentation	Void,”	where	critical	project	documents,	insights,	and	learnings	are	not	properly
archived	or	are	incomplete.	This	absence	of	comprehensive	documentation	hampers	future	projects	from	building	on	past	successes	or	avoiding	previous	mistakes.	The	lack	of	a	project	closure	report,	including	detailed	post-mortem	analysis,	means	that	valuable	lessons	learned	are	not	captured	or	shared,	making	it	more	likely	for	the	same	issues	to
reoccur	in	future	projects.	A	key	component	of	project	closure	is	acknowledging	the	hard	work	of	the	project	team	and	individual	contributions.	Incomplete	project	closure	can	lead	to	missed	opportunities	for	recognizing	team	efforts	and	individual	achievements.	This	oversight	can	impact	team	morale	and	motivation,	affecting	not	only	the	current
project	team’s	performance	but	also	their	willingness	to	engage	fully	in	future	projects.	Furthermore,	without	a	formal	closure,	the	opportunity	for	constructive	feedback	and	personal	growth	is	lost,	stunting	professional	development	and	organizational	improvement.	One	of	the	most	significant	risks	associated	with	incomplete	project	closeout	is
potential	legal	liability	for	the	organization.	In	many	industries,	contracts	and	agreements	are	a	crucial	part	of	doing	business,	and	failing	to	fulfill	these	obligations	can	result	in	breaches	of	contract	or	even	lawsuits.	This	is	especially	true	for	projects	involving	external	clients	or	partners	where	deliverables,	timelines,	and	budgets	are	contractually
defined.	Incomplete	project	closure	can	also	damage	a	company’s	reputation	and	credibility.	If	a	client	or	partner	feels	that	their	expectations	have	not	been	met	due	to	lack	of	proper	project	closure,	they	may	spread	negative	word-of-mouth	or	leave	bad	reviews	online.	This	can	severely	impact	future	business	opportunities	and	partnerships.
Moreover,	certain	industries	are	subject	to	regulatory	requirements	that	dictate	how	projects	must	be	conducted,	documented,	and	closed.	Failure	to	adhere	to	these	regulations	during	the	project	closure	phase	can	result	in	legal	action	against	the	organization,	penalties,	or	even	the	revocation	of	licenses	to	operate.	Adopting	some	best	practices	for
project	closeout	can	help	ensure	a	smooth	and	successful	conclusion	to	any	project.	These	practices	include:	To	ensure	a	smooth	and	efficient	closeout	process,	project	lifecycle	software	should	be	utilized.	This	allows	for	easy	tracking	of	tasks	and	deliverables,	as	well	as	communication	among	team	members.	Additionally,	it	provides	a	platform	for
storing	all	project	documentation	and	facilitating	collaboration	between	stakeholders.	Depending	on	the	type	of	industry	you	work	in	and	the	specific	needs	of	your	project,	it	is	a	good	idea	how	to	optimize	the	project	life	cycle	with	software	that	is	specifically	designed	for	your	field.	For	example,	a	construction	project	manager	may	be	using	Deltek
Vantagepoint	to	optimize	the	project	lifecycle,	while	software	development	teams	may	opt	for	Jira.	Phase-gate	reviews	are	systematic	checkpoints	at	various	stages	of	the	project	lifecycle,	including	the	project	closeout	phase.	These	reviews	ensure	that	the	project	meets	predefined	criteria	before	moving	on	to	the	next	phase.	Implementing	phase-gate
reviews	as	part	of	the	closeout	process	allows	for	a	formal	evaluation	of	all	project	aspects,	ensuring	that	deliverables	meet	quality	standards,	objectives	are	achieved,	and	stakeholders’	expectations	are	fulfilled.	It	also	facilitates	the	identification	of	lessons	learned	and	best	practices	for	future	projects.	One	of	the	key	aspects	of	an	efficient	closeout
process	is	having	all	project	documentation	readily	available	and	easily	accessible.	With	project	lifecycle	software,	this	can	be	easily	achieved	by	archiving	all	important	documents	in	a	centralized	location.	This	not	only	makes	it	easier	for	team	members	to	access	the	necessary	information	but	also	ensures	that	all	project	documents	are	organized	and
up-to-date.	Another	important	step	in	the	closeout	process	is	getting	feedback	from	your	team	members.	This	allows	you	to	gather	insights	on	what	went	well	and	where	improvements	can	be	made	for	future	projects.	Your	team	works	on	different	areas	of	the	project	and	may	have	new,	different,	or	refreshing	takes	on	how	the	project	was	executed
and	what	can	be	improved	upon.	The	closeout	process	is	also	a	time	to	celebrate	successes.	Take	the	time	to	recognize	and	thank	your	team	members	for	their	hard	work	and	dedication	throughout	the	project.	This	can	boost	morale	and	motivation,	as	well	as	foster	a	positive	team	dynamic.	It’s	also	important	to	acknowledge	any	challenges	or
obstacles	that	were	overcome	during	the	project	and	highlight	how	they	were	successfully	resolved.	This	not	only	celebrates	the	team’s	accomplishments	but	also	provides	valuable	lessons	learned	for	future	projects.	You	can	even	consider	implementing	a	recognition	tradition	within	your	project	closeout.	After	all,	92%	of	workers	feel	valued	in
companies	with	recognition	programs	in	place.	The	project	closing	phase	is	a	crucial	step	in	any	project	and	should	not	be	overlooked	or	rushed.	It	allows	for	reflection,	evaluation,	and	celebration	of	the	team’s	hard	work	and	achievements.	By	following	these	steps	and	incorporating	them	into	your	project	management	process,	you	can	ensure	a
successful	closeout	that	sets	your	team	up	for	future	success.	Remember	to	always	communicate	effectively	with	stakeholders,	thoroughly	review	all	deliverables,	tie	up	any	loose	ends,	and	take	the	time	to	celebrate	together	as	a	team.	With	a	well-executed	closeout	process,	you	can	confidently	hand	over	the	completed	project	to	your	client	or
organization	knowing	that	it	was	completed	with	excellence	and	efficiency.	A	project	is	considered	complete	when	all	deliverables	have	been	submitted	and	approved	by	the	client	or	organization.	This	includes	any	final	reports,	presentations,	or	products	that	were	outlined	in	the	project	plan.	It	is	important	to	carefully	review	the	project	scope	and
ensure	that	all	agreed-upon	tasks	and	goals	have	been	met	before	considering	it	complete.	A	project	closeout	checklist	is	a	detailed	list	that	guides	the	project	team	through	the	final	tasks	required	to	formally	close	a	project.	It	serves	as	a	comprehensive	tool	to	ensure	no	critical	steps	are	missed	during	the	closeout	phase.	Key	components	of	a	project
closeout	checklist	include	reviewing	project	documentation,	finalizing	any	outstanding	contracts	or	agreements,	conducting	a	post-project	evaluation,	and	obtaining	client	sign-off.	This	checklist	helps	project	managers	and	their	teams	tie	up	loose	ends,	assess	project	success,	and	officially	mark	the	end	of	a	project.	A	project	closeout	checklist	is
crucial	for	ensuring	that	all	tasks	and	goals	outlined	in	the	project	plan	have	been	completed.	It	serves	as	a	final	quality	control	measure	to	ensure	that	the	deliverables	meet	the	client’s	expectations	and	any	remaining	issues	are	addressed	before	closing	the	project.	Additionally,	it	provides	an	opportunity	for	reflection	and	evaluation	of	the	project,
allowing	for	lessons	learned	to	be	applied	to	future	projects.	A	thorough	closeout	process	can	also	help	maintain	positive	relationships	with	clients	by	demonstrating	professionalism	and	attention	to	detail.	The	project	closure	summary	is	a	comprehensive	document	that	encapsulates	the	entirety	of	the	project’s	journey	from	initiation	to	completion.	It
serves	as	a	final	report	that	provides	a	high-level	overview	of	the	project,	including	its	successes,	challenges,	performance	metrics,	and	the	lessons	learned	throughout	its	lifecycle.	The	project	closure	summary	is	a	critical	component	of	the	project	closeout	process	and	serves	as	a	reference	for	future	projects	and	for	stakeholders	who	want	to
understand	the	project’s	outcomes.	The	project	closure	summary	is	essential	because	it	provides	a	clear	understanding	of	the	project’s	performance	and	outcomes.	It	highlights	key	achievements,	challenges,	and	lessons	learned,	all	of	which	are	valuable	information	for	future	projects.	It	also	serves	as	a	record	of	the	project’s	success	or	failure,	which
can	be	used	for	accountability	purposes	or	to	improve	processes	in	future	endeavors.	Additionally,	the	project	closure	summary	helps	ensure	that	all	critical	steps	have	been	completed	during	the	closeout	phase.	It	serves	as	a	final	check	to	ensure	that	all	documentation	has	been	reviewed,	contracts	have	been	finalized,	and	all	project	deliverables
have	been	completed	and	accepted	by	stakeholders.	The	most	important	phase	in	the	project	lifecycle	is	arguably	the	project	initiation	phase.	This	is	because	it	sets	the	tone	for	the	entire	project.	However,	each	step	in	the	project	lifecycle	is	important	in	itself	and	no	step	should	be	overlooked	or	ignored.			So	much	time	and	effort	is	put	into	the
planning	of	a	project,	it	is	often	forgotten	that	the	end	of	a	project—project	closure—is	equally	important.	There’s	a	lot	of	work	involved	even	once	a	project	is	technically	complete.	For	example,	there	are	many	tasks	that	you	still	must	complete.	They	might	be	procedural,	but	that	doesn’t	make	them	any	less	important.	There	are	approvals,	signatures,
payments,	all	of	which	might	seem	like	pushing	paperwork	to	you,	but	tell	that	to	the	team	member	waiting	to	get	paid.	Not	to	mention,	when	you	are	ending	one	project,	you’re	likely	planning	another.	Therefore,	you	want	to	get	transition	support	for	this	changeover.	You’ll	have	to	release	resources,	archive	documents	and	don’t	forget	to
acknowledge	the	project	success	with	a	party	or	some	type	of	celebration.	That’s	important,	too.	What	Is	Project	Closure?	Project	closure	is	the	last	phase	of	a	project.	It’s	when	the	project	manager	verifies	that	the	client,	stakeholder	or	customer	has	accepted	the	project	deliverables.	If	the	project	or	product	is	ongoing	after	the	project,	then
maintenance	must	be	set	up.	Get	your	free	Project	Closure	Template	Use	this	free	Project	Closure	Template	for	Word	to	manage	your	projects	better.	The	project	manager	will	also	review	the	entire	project	before	closing	it,	rating	performance	and	comparing	that	to	the	baseline.	The	project	team	and	project	management	office	(PMO)	will	be	part	of
this	process,	offering	their	observations	and	feedback,	which	is	collected	in	a	lesson’s	learned	document.	This	provides	guidance	for	future	projects.	The	importance	of	project	closure	is	more	than	just	signing	off	on	all	documentation,	fulfilling	any	contracts	with	vendors	and	releasing	the	team	to	participate	in	other	projects.	It	makes	sure	that	the
original	objectives	of	the	project	have	been	met	and	ties	up	any	loose	ends,	such	as	risk	or	issues	that	have	remained	open.	Once	the	project	closeout	phase	ends,	the	PMO	should	produce	a	document	known	as	the	project	closure	report,	which	provides	an	overview	of	the	project	performance.	What	Is	a	Project	Closure	Report?	A	project	closure	report
is	a	formal	document	that	summarizes	the	outcomes	of	a	project	after	it	has	been	completed.	It’s	a	record	of	the	project’s	performance,	captures	lessons	learned	and	provides	a	final	assessment	of	whether	the	project	met	it’s	objectives.	The	project	closure	report	should	contain	the	following	elements.	Project	Goals	and	Objectives:	Every	project	has	a
goal	and	objective	that	it	is	designed	to	achieve.	These	project	goals	and	objectives	are	defined	in	the	project	closure	report	to	determine	if	they	were	in	fact	met.	Key	Project	Deliverables:	Key	project	deliverables	are	identified	and	the	project	closure	report	will	say	whether	those	deliverables	were	completed	successfully.	It	will	also	note	the	proper
transfer	of	ownership	of	the	key	project	deliverables.	Realized	Benefits:	This	outlines	the	positive	outcomes	and	advantages	that	resulted	from	the	project.	It	shows	that	the	value	of	the	project	to	stakeholders	was	achieved	and	justifies	the	resources	that	were	invested	in	the	project.	Lessons	Learned:	This	section	captures	insights	gained	throughout
the	project	life	cycle.	It’s	a	reflective	analysis	of	what	worked	and	what	didn’t,	which	can	then	be	applied	to	future	projects.	Financial	Summary:	An	overview	of	the	project	financial	performance,	which	is	essential	for	evaluating	how	well	it	adhered	to	its	budget.	It	includes	the	initial	budget,	actual	expenditures,	budget	variance,	return	on	investment,
etc.	Free	Project	Closure	Template	Start	your	project	closure	process	out	on	the	right	foot	with	this	template.	Everything	you	need	to	capture	when	closing	a	project	is	outlined	in	our	free	project	closure	template	for	Word.	You	can	make	sure	stakeholders	have	signed	off	on	every	document,	contractors	have	been	paid	and	their	contracts	closed	and
your	team	has	been	released	from	the	project,	so	they	can	get	started	on	the	next	one.	ProjectManager’s	project	closure	template	Using	this	project	closure	template	is	especially	helpful	when	managing	multiple	projects	in	a	program	or	portfolio,	as	it	helps	standardize	the	project	closure	reporting	process,	making	it	more	efficient.	Steps	to	Closing	a
Project	The	close	of	the	project	is	the	final	phase	of	your	job,	it’s	the	last	turn	of	the	project	life	cycle,	and	like	any	other	aspect	of	a	project,	it	requires	a	process.	The	following	are	seven	steps	you	should	take	to	make	sure	you’ve	dotted	all	the	I’s	and	crossed	all	the	T’s,	as	well	as	taken	full	advantage	of	the	experience.	1.	Evaluate	Your	Project
Managing	a	project	isn’t	only	about	tasks	and	resources,	budget	and	deadlines,	it’s	an	experience	you	can	constantly	learn	from.	While	you	should	have	been	learning	throughout	the	project,	now	is	a	great	time	to	look	back	without	the	pressure	and	distractions	that	might	have	dulled	your	focus.	Gather	the	core	team	to	invite	feedback	about	what
worked,	and	what	didn’t.	Encourage	honesty	during	the	project	evaluation	process.	By	documenting	the	mistakes	and	the	successes	of	the	project,	you’re	building	a	catalog	that	offers	historic	data.	You	can	go	back	and	look	over	the	information	for	precedents	when	planning	for	new	projects.	Projects	are	never	standalone	things,	but	part	of	a
continuum,	where	the	specifics	might	vary,	but	the	general	methods	usually	remain	the	same.	There’s	a	wealth	of	knowledge	produced	after	any	project	closes.	For	example,	you	should	conduct	a	post-implementation	review	to	determine	whether	your	project	met	its	objectives	and	what	things	could	be	done	better	when	managing	future	projects.	2.
Complete	Paperwork	As	noted,	projects	generate	reams	of	documents.	These	documents	are	going	to	have	to	get	sign	off	and	approval	from	stakeholders.	Everything	needs	attention	and	must	be	signed	for,	which	is	the	legal	proof	that	in	fact	these	documents	have	concluded.	That	includes	closing	all	contracts	you	might	have	made	with	internal
partners	or	vendors	or	any	other	resources	you	contracted	with.	This	includes	addressing	all	outstanding	payments.	You	want	to	make	sure	that	all	invoices,	commissions,	fees,	bonus,	what	have	you,	are	paid.	Complete	all	the	costs	involved	with	the	project.	It’s	not	done	if	it’s	not	paid	for.	Project	management	software	can	help	you	organize	all	these
documents.	ProjectManager	acts	like	a	hub	for	all	your	project	files.	You	can	track	them	on	our	sheet	view,	which	is	more	than	the	usual	to-do	list	app.	For	one	thing,	you	can	see	the	percentage	complete	for	each	item	on	the	list.	Now	you	know	if	that	contractor	has	been	paid	and	whether	you	can	sign	off	on	the	contract.	You	can	even	set	up
notifications	to	make	sure	your	payments	are	delivered	on	time.	Try	it	out	for	yourself	with	this	free	trial.	3.	Release	Resources	You	assemble	a	team	for	the	project,	and	now	you	must	cut	them	loose.	It’s	a	formal	process,	and	a	crucial	one,	which	frees	them	for	the	next	project.	Each	team	is	brought	together	for	the	mix	of	skills	and	experience	they
bring	to	a	project.	The	project	determines	the	team	members	you’ll	want	to	work	with,	and	each	project	is	going	to	be	a	little	bit	different,	which	will	be	reflected	in	the	team	hired	to	execute	it.	This	is	true	for	internal	as	well	as	external	resources.	The	external	ones	might	be	more	obvious,	as	you	contracted	with	them,	and	that	contract	is	going	to
have	a	duration.	When	it’s	over,	make	sure	they’re	all	paid	in	full	so	they	can	sign	off	and	leave.	But	internal	resources	remain,	so	you	have	to	remind	yourself	that	their	time	on	the	project	is	also	limited,	and	you	might	be	blocking	other	team’s	projects	if	you	don’t	release	your	resources	once	the	project	is	done.	Resources	table	in	our	project	closure
report	template	4.	Write	a	Project	Closure	Report	As	noted	above,	a	project	closure	report	is	used	to	capture	the	project	after	it	has	been	completed	in	order	to	demonstrate	its	value	to	project	stakeholders	and	justify	the	expense	of	executing	it.	It	lists	the	achievement	of	project	objects,	quantifiable	benefits	and	shows	that	the	project	aligned	with	the
organization’s	strategic	goals	and	priorities.	It	will	also	discuss	the	project’s	long-term	impacts,	such	as	sustainability	improvements,	best	practices,	etc.	There	is	a	section	for	lessons	learned	to	capture	what	went	well	and	what	didn’t	in	order	that	mistakes	are	not	repeated	in	the	future.	The	project	closure	report	will	have	a	summary	of	stakeholder
feedback	and,	if	applicable,	change	management	outcomes.	Related:	Key	Project	Documentation,	15	Essential	Project	Documents	5.	Conduct	a	Project	Closeout	Meeting	A	project	closeout	meeting	is	a	formal	gathering	that	marks	the	completion	of	a	project.	It	serves	several	important	purposes	and	helps	properly	finalize	the	project.	It	typically
involves	reviewing	project	objectives	to	assess	whether	they	were	met,	confirm	all	deliverables	were	completed	and	do	a	financial	review	to	make	sure	the	project	adhered	to	the	budget.	The	group	will	discuss	the	good,	bad	and	ugly	of	the	project	to	define	the	lessons	learned	and	apply	them	to	future	projects	in	the	organization’s	project	portfolio.
They	recognize	and	appreciate	the	efforts	of	the	team	and	stakeholders	who	contributed	to	the	project’s	success.	All	documentation	is	finalized	and	if	there	are	any	next	steps	they	are	discussed.	6.	Archive	Documents	There	are	lessons	to	be	learned	from	old	projects,	which	is	why	you	meet	with	your	team	regularly	during	the	project	and	look	back	on
the	process	afterwards.	However,	if	you	don’t	have	an	archive	in	which	to	pull	the	old	records,	then	whatever	knowledge	you	gain	is	lost	because	of	poor	organization	and	management.	You	worked	hard	to	have	great	project	documentation,	don’t	lose	it.	Related:	What	Is	a	Project	Decision	Log?	Before	you	close	a	project,	archive	all	the	documents	and
any	notes	and	data	that	could	prove	useful.	Even	if	you	never	access	it,	there’s	a	need	to	keep	a	paper	trail	of	the	work	done	on	any	project	for	other	people	in	the	organization.	This	might	include	legal	teams,	or	HR	teams,	or	even	your	successor.	You	never	know	when	someone	might	have	to	go	back	and	respond	to	a	question	or	want	to	learn	how	an
old	issue	was	resolved.	Consider	it	like	putting	away	provisions	for	the	winter.	7.	Celebrate	Success	If	it	sounds	silly	to	you,	then	you’re	not	doing	your	job.	There’s	nothing	silly	about	rewarding	your	team	to	acknowledge	a	job	well	done.	It	creates	closure,	which	is	what	this	part	of	the	project	is	all	about,	but	it	also	plants	a	seed	that	will	bloom	in	later
projects	when	you	work	with	members	of	the	old	team.	Before	we	dive	into	a	checklist	of	steps	that	need	to	be	taken	to	close	a	project,	let’s	first	hear	some	expert	advice	on	this	project	phase.	In	the	video	below,	Jennifer	Bridges,	professional	project	manager	(PMP)	explains	the	basics	of	project	closure.	Project	Closure	Checklist	To	make	sure	you
close	your	project	properly,	follow	this	step-by-step	project	closure	checklist.	Start	at	the	beginning	with	the	project	scope	document	you	created	and	make	sure	that	you’ve	met	all	the	requirements	listed	there.	Make	sure	that	all	deliverables	have	been	handed	off	and	signed	by	stakeholders,	getting	their	approval	and	satisfaction.	Other	project
documents	must	also	be	signed	by	the	appropriate	person,	this	includes	any	outstanding	contracts	and	agreements	with	vendors	and	other	contractors.	Once	documents	are	signed	off	on,	then	process	them	and	pay	off	all	invoices	and	close	out	any	project-related	contracts.	Add	all	documents	together,	including	finalizing	all	project	reports,	then
organize	and	archive	them	as	historical	data	to	be	used	for	future	reference.	Use	collected	paperwork	to	identify	and	document	the	lessons	learned	over	the	course	of	the	project,	including	any	feedback	from	stakeholders,	so	you	don’t	make	the	same	mistakes	in	future	projects.	Assign	a	transition	support	person	to	shepherd	the	project	after
completion	so	that	the	project	closure	is	thorough.	Release	or	reassign	the	project	resources,	which	includes	your	team	and	other	project	personnel	and	any	equipment	or	site	rentals	used	for	the	project.	If	you’ve	not	used	a	project	management	software,	get	one,	as	it	helps	control	not	only	the	life	cycle	of	the	project	but	also	the	process	of	closing	the
project	thoroughly.	Finally,	but	perhaps	most	importantly,	celebrate	with	your	project	team.	They	did	the	work	and	deserve	credit	and	an	opportunity	to	blow	off	steam	until	the	next	project	is	started.	More	Free	Templates	to	Help	with	Project	Closure	There’s	a	lot	to	keep	track	of	when	you’re	closing	a	project.	You	don’t	want	to	miss	out	on	any
critical	steps	and	leave	some	documents	unsigned	or	not	discussing	lessons	learned	to	avoid	the	same	mistakes	on	the	next	project.	ProjectManager	is	a	great	software	but	also	the	premiere	online	site	for	everything	project	management.	That	includes	dozens	of	free	templates.	Here	are	some	to	help	you	do	all	the	little	things	necessary	for	proper
project	closure.	Lessons	Learned	Template	There’s	a	lot	of	administrative	work	required	to	shut	down	a	project,	but	it	should	also	be	a	time	of	reflection.	Our	free	lessons	learned	template	for	Excel	is	a	great	tool	to	capture	the	wins	and	issues	that	have	come	up	over	the	course	of	the	project	life	cycle.	You	describe	what	happened,	how	it	impacted	the
project	and	what	you	will	do	differently	in	future	projects	to	avoid	repeating	those	mistakes.	It’s	a	classic	project	closure	document.	Action	Items	Template	The	free	action	items	template	for	Excel	is	a	great	place	to	take	the	lessons	learned	that	you	collected	in	the	above	template	and	turn	them	into	a	plan.	Once	you	see	the	mistakes	you	made	in	the
past	you	can	formulate	an	action	plan	in	order	not	to	repeat	them.	This	free	template	lets	you	create	tasks,	assign	them	to	team	members,	add	priority	so	you	know	which	goes	first	and	even	provide	deadlines	and	track	the	status.	Project	Review	Template	This	free	project	review	template	for	Word	allows	you	to	evaluate	different	areas	of	your	project
such	as	risks,	resources,	baselines	and	much	more.	It’s	ideal	for	sharing	with	internal	and	external	project	stakeholders.	Your	Project	is	Closed	–	Use	ProjectManager	For	Your	Next	One!	Now	we	know	that	proper	project	closure	will	help	you	start	your	next	project	on	the	right	foot.	If	you	plan	and	manage	your	projects	in	a	centralized	project
management	software—like	ProjectManager—you’ll	have	access	to	all	of	your	previous	projects.	That	way,	when	you’re	planning	a	new	project,	you	can	quickly	review	old	documents,	tasks,	comments	and	templates	in	the	system.	It	makes	onboarding	for	the	next	project	simpler	too,	as	the	team	members	should	already	be	in	the	system.	Create
Reports	for	Posterity	Automated	reporting	software	can	be	a	huge	help	during	this	process.	ProjectManager	lets	managers	create	reports	with	just	one	click.	This	includes	reports	like	timesheet	reports,	so	you	can	quickly	see	the	hours	worked	by	a	team	member	over	the	life	of	the	project.	You	can	also	create	more	stakeholder-specific	reports,	like
status	reports,	variance	reports	or	project	plan	reports.	It’s	all	automated	in	our	project	management	software,	helping	you	reach	the	end	of	the	project	even	faster.	Saving	time	and	having	a	head	start	when	you	begin	a	new	project	is	how	you	effectively	cut	time	and	costs.	ProjectManager	streamlines	the	project	for	you	from	start	to	finish.	Related
Project	Closure	Content	The	project	closure	stage	is	a	very	important	step	in	the	project	life	cycle	because	it’s	when	the	project	team	and	stakeholders	will	determine	how	successful	the	project	was	by	closely	inspecting	the	deliverables	and	ensuring	whether	the	success	criteria	was	met.	Here	are	some	blogs,	templates	and	guides	that	can	be	helpful
during	this	project	phase.	Part	of	closing	a	project	is	being	able	to	plan	and	execute	it.	That’s	where	ProjectManager	comes	in.	As	cloud-based	software,	it	enables	you	and	your	team	to	get	real-time	data	when	monitoring	and	reporting	on	the	project.	Plus,	your	documentation	is	more	accessible	and	secure.	See	for	yourself,	by	taking	this	free	30-day
trial.	So	much	time	and	effort	is	put	into	the	planning	of	a	project,	it	is	often	forgotten	that	the	end	of	a	project—project	closure—is	equally	important.	There’s	a	lot	of	work	involved	even	once	a	project	is	technically	complete.	For	example,	there	are	many	tasks	that	you	still	must	complete.	They	might	be	procedural,	but	that	doesn’t	make	them	any
less	important.	There	are	approvals,	signatures,	payments,	all	of	which	might	seem	like	pushing	paperwork	to	you,	but	tell	that	to	the	team	member	waiting	to	get	paid.	Not	to	mention,	when	you	are	ending	one	project,	you’re	likely	planning	another.	Therefore,	you	want	to	get	transition	support	for	this	changeover.	You’ll	have	to	release	resources,
archive	documents	and	don’t	forget	to	acknowledge	the	project	success	with	a	party	or	some	type	of	celebration.	That’s	important,	too.	What	Is	Project	Closure?	Project	closure	is	the	last	phase	of	a	project.	It’s	when	the	project	manager	verifies	that	the	client,	stakeholder	or	customer	has	accepted	the	project	deliverables.	If	the	project	or	product	is
ongoing	after	the	project,	then	maintenance	must	be	set	up.	Get	your	free	Project	Closure	Template	Use	this	free	Project	Closure	Template	for	Word	to	manage	your	projects	better.	The	project	manager	will	also	review	the	entire	project	before	closing	it,	rating	performance	and	comparing	that	to	the	baseline.	The	project	team	and	project
management	office	(PMO)	will	be	part	of	this	process,	offering	their	observations	and	feedback,	which	is	collected	in	a	lesson’s	learned	document.	This	provides	guidance	for	future	projects.	The	importance	of	project	closure	is	more	than	just	signing	off	on	all	documentation,	fulfilling	any	contracts	with	vendors	and	releasing	the	team	to	participate	in
other	projects.	It	makes	sure	that	the	original	objectives	of	the	project	have	been	met	and	ties	up	any	loose	ends,	such	as	risk	or	issues	that	have	remained	open.	Once	the	project	closeout	phase	ends,	the	PMO	should	produce	a	document	known	as	the	project	closure	report,	which	provides	an	overview	of	the	project	performance.	What	Is	a	Project



Closure	Report?	A	project	closure	report	is	a	formal	document	that	summarizes	the	outcomes	of	a	project	after	it	has	been	completed.	It’s	a	record	of	the	project’s	performance,	captures	lessons	learned	and	provides	a	final	assessment	of	whether	the	project	met	it’s	objectives.	The	project	closure	report	should	contain	the	following	elements.	Project
Goals	and	Objectives:	Every	project	has	a	goal	and	objective	that	it	is	designed	to	achieve.	These	project	goals	and	objectives	are	defined	in	the	project	closure	report	to	determine	if	they	were	in	fact	met.	Key	Project	Deliverables:	Key	project	deliverables	are	identified	and	the	project	closure	report	will	say	whether	those	deliverables	were	completed
successfully.	It	will	also	note	the	proper	transfer	of	ownership	of	the	key	project	deliverables.	Realized	Benefits:	This	outlines	the	positive	outcomes	and	advantages	that	resulted	from	the	project.	It	shows	that	the	value	of	the	project	to	stakeholders	was	achieved	and	justifies	the	resources	that	were	invested	in	the	project.	Lessons	Learned:	This
section	captures	insights	gained	throughout	the	project	life	cycle.	It’s	a	reflective	analysis	of	what	worked	and	what	didn’t,	which	can	then	be	applied	to	future	projects.	Financial	Summary:	An	overview	of	the	project	financial	performance,	which	is	essential	for	evaluating	how	well	it	adhered	to	its	budget.	It	includes	the	initial	budget,	actual
expenditures,	budget	variance,	return	on	investment,	etc.	Free	Project	Closure	Template	Start	your	project	closure	process	out	on	the	right	foot	with	this	template.	Everything	you	need	to	capture	when	closing	a	project	is	outlined	in	our	free	project	closure	template	for	Word.	You	can	make	sure	stakeholders	have	signed	off	on	every	document,
contractors	have	been	paid	and	their	contracts	closed	and	your	team	has	been	released	from	the	project,	so	they	can	get	started	on	the	next	one.	ProjectManager’s	project	closure	template	Using	this	project	closure	template	is	especially	helpful	when	managing	multiple	projects	in	a	program	or	portfolio,	as	it	helps	standardize	the	project	closure
reporting	process,	making	it	more	efficient.	Steps	to	Closing	a	Project	The	close	of	the	project	is	the	final	phase	of	your	job,	it’s	the	last	turn	of	the	project	life	cycle,	and	like	any	other	aspect	of	a	project,	it	requires	a	process.	The	following	are	seven	steps	you	should	take	to	make	sure	you’ve	dotted	all	the	I’s	and	crossed	all	the	T’s,	as	well	as	taken
full	advantage	of	the	experience.	1.	Evaluate	Your	Project	Managing	a	project	isn’t	only	about	tasks	and	resources,	budget	and	deadlines,	it’s	an	experience	you	can	constantly	learn	from.	While	you	should	have	been	learning	throughout	the	project,	now	is	a	great	time	to	look	back	without	the	pressure	and	distractions	that	might	have	dulled	your
focus.	Gather	the	core	team	to	invite	feedback	about	what	worked,	and	what	didn’t.	Encourage	honesty	during	the	project	evaluation	process.	By	documenting	the	mistakes	and	the	successes	of	the	project,	you’re	building	a	catalog	that	offers	historic	data.	You	can	go	back	and	look	over	the	information	for	precedents	when	planning	for	new	projects.
Projects	are	never	standalone	things,	but	part	of	a	continuum,	where	the	specifics	might	vary,	but	the	general	methods	usually	remain	the	same.	There’s	a	wealth	of	knowledge	produced	after	any	project	closes.	For	example,	you	should	conduct	a	post-implementation	review	to	determine	whether	your	project	met	its	objectives	and	what	things	could
be	done	better	when	managing	future	projects.	2.	Complete	Paperwork	As	noted,	projects	generate	reams	of	documents.	These	documents	are	going	to	have	to	get	sign	off	and	approval	from	stakeholders.	Everything	needs	attention	and	must	be	signed	for,	which	is	the	legal	proof	that	in	fact	these	documents	have	concluded.	That	includes	closing	all
contracts	you	might	have	made	with	internal	partners	or	vendors	or	any	other	resources	you	contracted	with.	This	includes	addressing	all	outstanding	payments.	You	want	to	make	sure	that	all	invoices,	commissions,	fees,	bonus,	what	have	you,	are	paid.	Complete	all	the	costs	involved	with	the	project.	It’s	not	done	if	it’s	not	paid	for.	Project
management	software	can	help	you	organize	all	these	documents.	ProjectManager	acts	like	a	hub	for	all	your	project	files.	You	can	track	them	on	our	sheet	view,	which	is	more	than	the	usual	to-do	list	app.	For	one	thing,	you	can	see	the	percentage	complete	for	each	item	on	the	list.	Now	you	know	if	that	contractor	has	been	paid	and	whether	you	can
sign	off	on	the	contract.	You	can	even	set	up	notifications	to	make	sure	your	payments	are	delivered	on	time.	Try	it	out	for	yourself	with	this	free	trial.	3.	Release	Resources	You	assemble	a	team	for	the	project,	and	now	you	must	cut	them	loose.	It’s	a	formal	process,	and	a	crucial	one,	which	frees	them	for	the	next	project.	Each	team	is	brought
together	for	the	mix	of	skills	and	experience	they	bring	to	a	project.	The	project	determines	the	team	members	you’ll	want	to	work	with,	and	each	project	is	going	to	be	a	little	bit	different,	which	will	be	reflected	in	the	team	hired	to	execute	it.	This	is	true	for	internal	as	well	as	external	resources.	The	external	ones	might	be	more	obvious,	as	you
contracted	with	them,	and	that	contract	is	going	to	have	a	duration.	When	it’s	over,	make	sure	they’re	all	paid	in	full	so	they	can	sign	off	and	leave.	But	internal	resources	remain,	so	you	have	to	remind	yourself	that	their	time	on	the	project	is	also	limited,	and	you	might	be	blocking	other	team’s	projects	if	you	don’t	release	your	resources	once	the
project	is	done.	Resources	table	in	our	project	closure	report	template	4.	Write	a	Project	Closure	Report	As	noted	above,	a	project	closure	report	is	used	to	capture	the	project	after	it	has	been	completed	in	order	to	demonstrate	its	value	to	project	stakeholders	and	justify	the	expense	of	executing	it.	It	lists	the	achievement	of	project	objects,
quantifiable	benefits	and	shows	that	the	project	aligned	with	the	organization’s	strategic	goals	and	priorities.	It	will	also	discuss	the	project’s	long-term	impacts,	such	as	sustainability	improvements,	best	practices,	etc.	There	is	a	section	for	lessons	learned	to	capture	what	went	well	and	what	didn’t	in	order	that	mistakes	are	not	repeated	in	the	future.
The	project	closure	report	will	have	a	summary	of	stakeholder	feedback	and,	if	applicable,	change	management	outcomes.	Related:	Key	Project	Documentation,	15	Essential	Project	Documents	5.	Conduct	a	Project	Closeout	Meeting	A	project	closeout	meeting	is	a	formal	gathering	that	marks	the	completion	of	a	project.	It	serves	several	important
purposes	and	helps	properly	finalize	the	project.	It	typically	involves	reviewing	project	objectives	to	assess	whether	they	were	met,	confirm	all	deliverables	were	completed	and	do	a	financial	review	to	make	sure	the	project	adhered	to	the	budget.	The	group	will	discuss	the	good,	bad	and	ugly	of	the	project	to	define	the	lessons	learned	and	apply	them
to	future	projects	in	the	organization’s	project	portfolio.	They	recognize	and	appreciate	the	efforts	of	the	team	and	stakeholders	who	contributed	to	the	project’s	success.	All	documentation	is	finalized	and	if	there	are	any	next	steps	they	are	discussed.	6.	Archive	Documents	There	are	lessons	to	be	learned	from	old	projects,	which	is	why	you	meet	with
your	team	regularly	during	the	project	and	look	back	on	the	process	afterwards.	However,	if	you	don’t	have	an	archive	in	which	to	pull	the	old	records,	then	whatever	knowledge	you	gain	is	lost	because	of	poor	organization	and	management.	You	worked	hard	to	have	great	project	documentation,	don’t	lose	it.	Related:	What	Is	a	Project	Decision	Log?
Before	you	close	a	project,	archive	all	the	documents	and	any	notes	and	data	that	could	prove	useful.	Even	if	you	never	access	it,	there’s	a	need	to	keep	a	paper	trail	of	the	work	done	on	any	project	for	other	people	in	the	organization.	This	might	include	legal	teams,	or	HR	teams,	or	even	your	successor.	You	never	know	when	someone	might	have	to
go	back	and	respond	to	a	question	or	want	to	learn	how	an	old	issue	was	resolved.	Consider	it	like	putting	away	provisions	for	the	winter.	7.	Celebrate	Success	If	it	sounds	silly	to	you,	then	you’re	not	doing	your	job.	There’s	nothing	silly	about	rewarding	your	team	to	acknowledge	a	job	well	done.	It	creates	closure,	which	is	what	this	part	of	the	project
is	all	about,	but	it	also	plants	a	seed	that	will	bloom	in	later	projects	when	you	work	with	members	of	the	old	team.	Before	we	dive	into	a	checklist	of	steps	that	need	to	be	taken	to	close	a	project,	let’s	first	hear	some	expert	advice	on	this	project	phase.	In	the	video	below,	Jennifer	Bridges,	professional	project	manager	(PMP)	explains	the	basics	of
project	closure.	Project	Closure	Checklist	To	make	sure	you	close	your	project	properly,	follow	this	step-by-step	project	closure	checklist.	Start	at	the	beginning	with	the	project	scope	document	you	created	and	make	sure	that	you’ve	met	all	the	requirements	listed	there.	Make	sure	that	all	deliverables	have	been	handed	off	and	signed	by
stakeholders,	getting	their	approval	and	satisfaction.	Other	project	documents	must	also	be	signed	by	the	appropriate	person,	this	includes	any	outstanding	contracts	and	agreements	with	vendors	and	other	contractors.	Once	documents	are	signed	off	on,	then	process	them	and	pay	off	all	invoices	and	close	out	any	project-related	contracts.	Add	all
documents	together,	including	finalizing	all	project	reports,	then	organize	and	archive	them	as	historical	data	to	be	used	for	future	reference.	Use	collected	paperwork	to	identify	and	document	the	lessons	learned	over	the	course	of	the	project,	including	any	feedback	from	stakeholders,	so	you	don’t	make	the	same	mistakes	in	future	projects.	Assign	a
transition	support	person	to	shepherd	the	project	after	completion	so	that	the	project	closure	is	thorough.	Release	or	reassign	the	project	resources,	which	includes	your	team	and	other	project	personnel	and	any	equipment	or	site	rentals	used	for	the	project.	If	you’ve	not	used	a	project	management	software,	get	one,	as	it	helps	control	not	only	the
life	cycle	of	the	project	but	also	the	process	of	closing	the	project	thoroughly.	Finally,	but	perhaps	most	importantly,	celebrate	with	your	project	team.	They	did	the	work	and	deserve	credit	and	an	opportunity	to	blow	off	steam	until	the	next	project	is	started.	More	Free	Templates	to	Help	with	Project	Closure	There’s	a	lot	to	keep	track	of	when	you’re
closing	a	project.	You	don’t	want	to	miss	out	on	any	critical	steps	and	leave	some	documents	unsigned	or	not	discussing	lessons	learned	to	avoid	the	same	mistakes	on	the	next	project.	ProjectManager	is	a	great	software	but	also	the	premiere	online	site	for	everything	project	management.	That	includes	dozens	of	free	templates.	Here	are	some	to	help
you	do	all	the	little	things	necessary	for	proper	project	closure.	Lessons	Learned	Template	There’s	a	lot	of	administrative	work	required	to	shut	down	a	project,	but	it	should	also	be	a	time	of	reflection.	Our	free	lessons	learned	template	for	Excel	is	a	great	tool	to	capture	the	wins	and	issues	that	have	come	up	over	the	course	of	the	project	life	cycle.
You	describe	what	happened,	how	it	impacted	the	project	and	what	you	will	do	differently	in	future	projects	to	avoid	repeating	those	mistakes.	It’s	a	classic	project	closure	document.	Action	Items	Template	The	free	action	items	template	for	Excel	is	a	great	place	to	take	the	lessons	learned	that	you	collected	in	the	above	template	and	turn	them	into	a
plan.	Once	you	see	the	mistakes	you	made	in	the	past	you	can	formulate	an	action	plan	in	order	not	to	repeat	them.	This	free	template	lets	you	create	tasks,	assign	them	to	team	members,	add	priority	so	you	know	which	goes	first	and	even	provide	deadlines	and	track	the	status.	Project	Review	Template	This	free	project	review	template	for	Word
allows	you	to	evaluate	different	areas	of	your	project	such	as	risks,	resources,	baselines	and	much	more.	It’s	ideal	for	sharing	with	internal	and	external	project	stakeholders.	Your	Project	is	Closed	–	Use	ProjectManager	For	Your	Next	One!	Now	we	know	that	proper	project	closure	will	help	you	start	your	next	project	on	the	right	foot.	If	you	plan	and
manage	your	projects	in	a	centralized	project	management	software—like	ProjectManager—you’ll	have	access	to	all	of	your	previous	projects.	That	way,	when	you’re	planning	a	new	project,	you	can	quickly	review	old	documents,	tasks,	comments	and	templates	in	the	system.	It	makes	onboarding	for	the	next	project	simpler	too,	as	the	team	members
should	already	be	in	the	system.	Create	Reports	for	Posterity	Automated	reporting	software	can	be	a	huge	help	during	this	process.	ProjectManager	lets	managers	create	reports	with	just	one	click.	This	includes	reports	like	timesheet	reports,	so	you	can	quickly	see	the	hours	worked	by	a	team	member	over	the	life	of	the	project.	You	can	also	create
more	stakeholder-specific	reports,	like	status	reports,	variance	reports	or	project	plan	reports.	It’s	all	automated	in	our	project	management	software,	helping	you	reach	the	end	of	the	project	even	faster.	Saving	time	and	having	a	head	start	when	you	begin	a	new	project	is	how	you	effectively	cut	time	and	costs.	ProjectManager	streamlines	the
project	for	you	from	start	to	finish.	Related	Project	Closure	Content	The	project	closure	stage	is	a	very	important	step	in	the	project	life	cycle	because	it’s	when	the	project	team	and	stakeholders	will	determine	how	successful	the	project	was	by	closely	inspecting	the	deliverables	and	ensuring	whether	the	success	criteria	was	met.	Here	are	some
blogs,	templates	and	guides	that	can	be	helpful	during	this	project	phase.	Part	of	closing	a	project	is	being	able	to	plan	and	execute	it.	That’s	where	ProjectManager	comes	in.	As	cloud-based	software,	it	enables	you	and	your	team	to	get	real-time	data	when	monitoring	and	reporting	on	the	project.	Plus,	your	documentation	is	more	accessible	and
secure.	See	for	yourself,	by	taking	this	free	30-day	trial.


