
Project Close-outProject Close-out

● What do we do when we finish projects?What do we do when we finish projects?
● Communication is keyCommunication is key

– Acknowledgement of DeliverablesAcknowledgement of Deliverables
– Documentation of DeliverablesDocumentation of Deliverables
– Acknowledgement of effortsAcknowledgement of efforts

● Hand-off Plan(s)Hand-off Plan(s)
– Many audiencesMany audiences



Hand-off Plan: Project TeamHand-off Plan: Project Team

● Completed ProjectsCompleted Projects
– Analysis of performance – what when well, what could Analysis of performance – what when well, what could 

be done betterbe done better
– Project documents & status reportsProject documents & status reports
– Recognition for their effortsRecognition for their efforts

● Partially completed ProjectsPartially completed Projects
– All project documentsAll project documents
– Deliverables, partial deliverables & their statusDeliverables, partial deliverables & their status
– Project continuation planProject continuation plan



Hand-off Plan: End usersHand-off Plan: End users

● End users: those who will use or maintain the End users: those who will use or maintain the 
project deliverables after you are doneproject deliverables after you are done

● Need project documentationNeed project documentation
● Training & Training materialsTraining & Training materials
● Maintenance plan or proceduresMaintenance plan or procedures
● Locators (where deliverables are located), Locators (where deliverables are located), 

reference copiesreference copies



Hand-off Plan: SponsorsHand-off Plan: Sponsors

● Completed ProjectsCompleted Projects
– Affirmation of project statusAffirmation of project status
– Buy-in on end-user hand-off planBuy-in on end-user hand-off plan
– Project documents & status reportsProject documents & status reports

● Partially completed ProjectsPartially completed Projects
– Project status reportsProject status reports
– Deliverables & their statusDeliverables & their status
– Buy-in on project continuation planBuy-in on project continuation plan
– Project documentsProject documents



Sponsor EvaluationSponsor Evaluation



Hand-off Plan: DetailsHand-off Plan: Details

● Hand-off plan overview includes a map to:Hand-off plan overview includes a map to:
– Document repositoryDocument repository

 Accessible to you, team, sponsorsAccessible to you, team, sponsors

– Deliverable locationsDeliverable locations
 Accessible to you, team, sponsors, end-usersAccessible to you, team, sponsors, end-users

– Lessons learned – for the benefit of the team & othersLessons learned – for the benefit of the team & others
 Accessible to you, team and possibly sponsorsAccessible to you, team and possibly sponsors



Hand-off Plan: OutlineHand-off Plan: Outline

● Executive summary: StatusExecutive summary: Status
● Project Goals and assessmentsProject Goals and assessments
● Pointers to locationsPointers to locations

– Project documentsProject documents
– Deliverable locationsDeliverable locations
– Lessons learnedLessons learned
– Training materialsTraining materials
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