Project Closure Checklist

	#

	Item

	Results / Reference to Contract / Remarks


	1
	Resolve all open points of the LOP
	LOP closed

	2
	Settlement of open claims
	open claims settled

	3
	Final presentation of the project results
	---

	4
	Follow procedure for the final acceptance of project results
	final acceptance of all project results

	5
	Handover of project results to the customer and/or user
	---

	6
	Official celebration with all stakeholders
	---

	7
	Complete and close all project controlling tools
	all controlling tools complete and closed

	8
	Complete and close all reports or documents
	all reports and documents complete and closed

	9
	Generate final project reports for the customer
	final project reports for the customer

	10
	Close the contract
	contract closed, including all necessary signatures

	11
	Issue final invoice and follow up on payment
	payment received

	12
	generate final project reports for other stakeholders
	final project reports for other stakeholders

	13
	generate final project reports for our own organization
	final project reports for our own organization

	14
	complete and close project management handbook
	project management handbook complete and closed

	15
	lessons learned workshop
	final risk assessment;

problems and solutions;

changes;

claims and their settlement

	16
	complete data base of work packages with actual data
	... in terms of effort, duration, skill level of resources, use of tools, necessary material

	17
	complete data base of risks with actual data
	... in terms of actual occurrence and impact

	18
	handover to the team that takes care of the warranty period or further customer support
	handover accepted

	19
	support all team members to find new assignments
	all team members have new assignments

	20
	feedback of the customer (executive level)
	---

	21
	feedback of the customer (end user level)
	---

	22
	feedback of control board
	---

	23
	feedback of team members
	---

	24
	feedback of other stakeholders
	---

	25
	close all project accounts
	project accounts closed

	26
	carry out the final project calculation
	final project calculation complete

	27
	have a party with your team
	---

	28
	release resources
	---
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