02-Jan-98 4.1 Opportunity Number Assigned and Logged 5.1 Proposal Number Assigned and logged 5.2 Proposal Generated and Approved

 set CC_5_3 "5.3 Proposal Reviewed with Client" \* MERGEFORMAT 5.3 Proposal Reviewed with Client 6.2 Terms and Conditions agreed and Client Purchase Order Accepted 6.1 Opportunity Pricing Finalised  Error! Reference source not found.7.1 Purchase Order Issued to Sub-contractors

 set CC_7_2 "7.2 Purchase Order Accepted by Subcontractor" \* MERGEFORMAT 7.2 Purchase Order Accepted by Subcontractor

 set CC_7_3 "7.3 Project Manager Appointed if required" \* MERGEFORMAT 7.3 Project Manager Appointed if required

 set CC_7_4 "7.4 Project Plan Reviewed with Client" \* MERGEFORMAT 7.4 Project Plan Reviewed with Client

 set CC_8_1 "8.1 Contract Timesheets Approved and Submitted to  " \* MERGEFORMAT 
8.1 Contract Timesheets Approved and Submitted to Error! Reference source not found. 

 set CC_8_2 "8.2 Project Reports submitted as required" \* MERGEFORMAT 
8.2 Project Reports submitted as required
 9.1 Issues Resolved 9.2 Contract Amendments Issued Error! Reference source not found. set CC_10_1 "10.1 Written Client Acceptance of   Services Obtained" \* MERGEFORMAT 
10.1 Written Client Acceptance of Error! Reference source not found.  Services Obtained

 set CC_10_2 "10.2 Invoice from Subcontractor Received" \* MERGEFORMAT 
10.2 Invoice from Subcontractor Received
 10.3 Project File Returned 10.5 Current and Closed client logs updated

 set CC_10_5 "10.5 Current and Closed client logs updated" \* MERGEFORMAT 10.5 Current and Closed client logs updated

 set CC_10_4 "10.4 Invoice to Client Issued” \* MERGEFORMAT 10.4 Invoice to Client Issued

 set CC_10_5 "10.5 Invoice Payments - Logged/Chased" \* MERGEFORMAT 10.5 Invoice Payments - Logged/Chased 10.6 Current and Closed client logs updated
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The latest approved version of this document supersedes all other versions. Upon receipt of the latest approved version all other versions should be destroyed, unless specifically stated that previous version (s) are to remain extant. If any doubt, please contact the document Author.

1. Introduction
The aim of this report is to:

· Review the actual project outcome against what was planned.  How well did the project perform against its objectives?  

· Review the risk, issues and change logs to ensure that these are now closed or are no longer relevant to the project.  

· Summarise changes, issues and quality related issues.  

· Highlight any outstanding issues and work that still needs to be completed.

The End Project report is used by the Project Board in deciding whether to authorise Project Closure and acceptance of further work into relevant BAU areas.  
2. Project Objective
This section of the report should describe the background of the project and its original objectives.
3. Deliverable Status
This section should contain the status of all major deliverables and a summary of the timescales against actuals.  Each deliverable should be listed with its current status, the target completion date and the actual completion date.  

	Deliverable
	Deliverable Description
	Current Status
	Target completion date
	Actual completion date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


4. Project Cost

This section should compare the original estimates for cost with the actual costs and variance expressed.  For example the following costs should be included:

· Resource Costs

· Development Costs

· Testing Costs

· Training and Development costs

· Travel Costs

· Other Capital Expenditure

· Other Operating Costs

	Cost Item
	Original Estimate (£)
	Actual Cost

(£)
	Variance (%)

	
	
	
	

	
	
	
	

	
	
	
	


5. Changes to Original Plans, Costs and Benefits

This section should detail any major changes to the plans, costs or benefits of the project and should include a brief explanation regarding any of the changes.

6. Project Resource Release

In this section you should list all the resources used on the project and when they are available for release and what plans are in place following release.

	Resource Name
	Business Area/Role
	Agreed Release Date
	Actual release date and where released to eg Resource pool
	Comments

	
	
	
	
	

	
	
	
	
	


7. Issues, Risks and Changes

Using the Issue, Risk and Changes logs this section should summarise.

· Number of risk, issues, changes

· Number of risk, issues, changes closed

· Number of risk, issues, changes remaining open

	
	Total number logged


	Total number closed
	Number remaining open

	Issues
	
	
	

	Risks
	
	
	

	Changes
	
	
	


8. Outstanding Risk and Issues

Every outstanding risk or issue should be described with actions or what future work is required to close them.

	Issue No.
	Issue
	Action Required
	Responsibility

	
	
	
	

	
	
	
	

	
	
	
	


	Risk No.
	Risk
	Action Required
	Responsibility

	
	
	
	

	
	
	
	

	
	
	
	


9. Residual / Outstanding / Follow-on Activities

This section should describe all future work that has been identified.  This may include issues that were not in the scope of the project but have been highlighted as requiring action by the business.  All future work is to be accepted and assigned by the Project Board to either be completed as a continuation of the project, creation of a new project or incorporation into BAU for action.  
	Activity
	Activity Description
	Owner

	
	
	

	
	
	

	
	
	


10. Lessons Learned
This section should list key lessons learned throughout the project.  The source should be the lessons learned log, audits, healthchecks and any lessons learned or project evaluation workshops held.  Any actions from lessons lessons learned should be listed with owners and due dates.

This section should also contain a summary of customer satisfaction feedback surveys and any team feedback undertaken.

11. Post Project Review

This section should set a date for a post project review.  The post project review should have an owner and a Terms of Reference covering any benefits measurement activity to be undertaken post closure and prior to post project review.
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