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Project # [enter Project Number here...]
Instructions are in hidden text.
The Project Final Report is intended to concisely summarize the outcomes of a project and is the final document in the CCS Project Management Methodology.  A Project Final Report is used to document project successes, lessons learned and performance in order to signal improvement in project delivery for the future.  This template outlines the content and format of final reports to be used for all information systems projects.  The Project Management Office is your resource for completing this document.

A Project Final Report reflects the formal and informal feedback collected from project stakeholders and participants throughout the project.  Commonly, a Project Post-Mortem is held to explore the experiences of the participants of the project in more detail.  The information collected in this way should align with the details included in the Project Final Report.

The Project Final Report is to be developed between the project manager and the project director and should be circulated to project stakeholders and participants for feedback.  Finally, the project sponsor should sign off on the details of the Project Final Report before it is forwarded to the Project Management Office for archiving.

The project sponsor is responsible for presenting the Project Final Report at a meeting of the Information Systems Steering Committee.

	Project Name
	[Enter name of project]

	Description
	[Add the description of the project as taken from the Project Charter]

	Project Sponsor
	[Name], [Position], [Department]

	Author(s)
	[Name], [Position], [Department]

	Date
	July 21, 2014



Project Results
What were the actual project end deliverables vs. the original baseline (i.e. those outlined in the Project Charter)?  How close to the scheduled completion was the project and how close to budget was the final project cost?  What was learned about the estimating of time, resources and cost; as well as the scheduling of activities and tasks that will help future projects?  What project benefits were derived that were not originally identified?

	Scope

	Original
	Actual (To Date)

	<Enter here>
	<Enter here>

	Explanation of Variance
<Enter here>




	Schedule Milestones

	Original
	Actual (To Date)

	<Enter here>
	<Enter here>

	Explanation of Variance
<Enter here>




	Project Budget

	Planned
	Actual (To Date)

	<Enter here>
	<Enter here>

	Explanation of Variance
<Enter here>




Project Successes
List and describe the highlights and key success factors of the project.
	Name
	Description

	[e.g. Customer communication]
	[Customer engagement in this change allowed for a smooth transition with little resistance]

	
	

	
	




Project Challenges
List and describe any unexpected events that occurred during the project (including approved change requests), the impact that those events may have had on the project and the action(s) taken to address them.
	Description
	Impact
	Actions Taken

	[e.g. Subject matter expert moved to another position]
	[Schedule extended by two months]
	[Original resource trained new position]

	
	
	

	
	
	




Lessons Learned
List and describe any lessons learned from this project and provide recommendations that can be used to improve the delivery of future information systems projects.
	Description
	Recommendation

	[e.g. Business requirements included items not technically feasible]
	[Involve technical resource to advise stakeholders during business analysis phase]

	
	

	
	



Project Performance
The Meeting Customer Expectations variable must be completed by the Project Sponsor or Project Director.

	Meeting Customer Expectations

	Success Criteria
	Criteria Met
	Comments

	[Enter Success Criteria from Project Charter here...]
	☐	

	
	☐	

	
	☐	




	Transition to Operations and Archives

	Transition to Operations
	Describe the activities / deliverables to be transitioned to the operational team (i.e. knowledge transfer).


	Project Documents Location (Archives)
	Describe what project archives have been created and where are they located.  What documents have been archived?  How can it be used on future projects?
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