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	DevForgeAI
PROJECT CLOSURE REPORT

Project close-out template  ·  Formal sign-off and handover document



	When to use: Complete this report at the end of the project, after all deliverables have been handed over and accepted. This document formally closes the project, records final performance data, and triggers release of team members and resources.



	1
	Project Summary



	Project Name
	Project ID / Reference

	Enter…
	Enter…



	Project Manager
	Project Sponsor

	Enter…
	Enter…



	Planned Start Date
	Actual Start Date

	Enter…
	Enter…



	Planned End Date
	Actual End Date

	Enter…
	Enter…



	Planned Budget
	Final Actual Cost

	Enter…
	Enter…



	Delivery Methodology
	Closure Report Date

	Enter…
	Enter…



	2
	Objectives vs. Outcomes



For each original project objective, record whether it was fully achieved, partially achieved, or not achieved. Be specific and factual.

	Objective
	Status
	Notes

	Enter objective…
	Achieved / Partial / Not Achieved
	

	Enter objective…
	Achieved / Partial / Not Achieved
	

	Enter objective…
	Achieved / Partial / Not Achieved
	

	Enter objective…
	Achieved / Partial / Not Achieved
	

	Enter objective…
	Achieved / Partial / Not Achieved
	



	3
	Deliverables Acceptance



List each major deliverable and confirm formal acceptance by the relevant stakeholder. Attach sign-off documentation where required.

	Deliverable
	Accepted By
	Date
	Sign-off Ref.

	Enter deliverable…
	
	
	

	Enter deliverable…
	
	
	

	Enter deliverable…
	
	
	

	Enter deliverable…
	
	
	

	Enter deliverable…
	
	
	

	Enter deliverable…
	
	
	



	4
	Budget & Schedule Performance



	Metric
	Planned
	Actual
	Variance

	Total Budget
	
	
	

	Project Duration
	
	
	

	Milestones Hit On Time
	
	
	

	Scope Changes (# CRs)
	
	
	



Variance Explanation
If there were significant budget or schedule variances, explain the root causes here.
	Explain any significant variances from the original plan. Include what drove the variance and whether it was approved via Change Request.

	

	

	



	5
	Risks & Issues — Final Summary



Summarize how key risks materialized and how issues were resolved. This feeds directly into the Lessons Learned register.

	Risk / Issue
	Outcome
	Lesson / Action

	Describe risk or issue…
	Materialized / Mitigated / Avoided
	

	Describe risk or issue…
	Materialized / Mitigated / Avoided
	

	Describe risk or issue…
	Materialized / Mitigated / Avoided
	

	Describe risk or issue…
	Materialized / Mitigated / Avoided
	



	6
	Handover & Transition



Operations / BAU Handover
Describe what is being handed over, to whom, and what ongoing support has been arranged.
	Describe the handover: what systems, processes, or responsibilities are transitioning, who is taking ownership, and what support arrangements are in place (e.g. hypercare period, SLAs, documentation location).

	

	

	



Outstanding Items
List any items that remain open at closure — defects, deferred scope, or contractual obligations. Include how each will be managed post-closure.
	Outstanding Item
	Owner / Next Action
	Target Date

	
	
	

	
	
	

	
	
	



Documentation Location
Where are all project artefacts archived? Confirm that documentation has been stored in the agreed location and is accessible to the ongoing support team.
	Enter the location of all project documentation — e.g. SharePoint folder path, Confluence space, shared drive. Include access instructions if needed.

	

	



	7
	Team Recognition  (Optional)



Acknowledge significant contributions from team members, vendors, or partners. This section is optional but strongly recommended.
	Enter any specific acknowledgements here.

	

	



	8
	Formal Project Sign-Off



The signatures below formally close the project and authorize release of all project resources.

	Role
	Name & Signature
	Date

	Project Manager
	
	

	Project Sponsor
	
	

	Business Owner / Client
	
	

	Technical Authority
	
	



	This template is provided free by DevForgeAI. For AI-generated project kick-off documentation, visit app.devforgeai.net · support@devforgeai.net
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