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Introduction 

• Closing projects involves gaining stakeholder and customer 
acceptance of the final products and services, and bringing 
the project to an orderly end. 

• Closing includes verifying that all of the deliverables are 
complete. 

• It is also important to reflect on what can be learned to 
improve future projects.  

George Santayana said, “Those who cannot 
remember the past are condemned to repeat 
it.” (philosopher)  



Closing Tasks for Project Integration 
Management 

• Closing a project involves creating: 

– Administrative closure procedures 

– Contract closure procedures 

– Final products, services, or results 

– Updates to organizational process assets 

 



Just-In-Time Training Project Closing 

• In closing out a project, you must prepare: 

– A customer acceptance/project completion form 

– A final report and presentation 

– A transition plan (provided as part of the final report) 

– A lessons-learned report (after a “sticky note” party) 

• Organizing an event/celebration/luncheon, etc. for the project 
team to celebrate a job well done. 



Sample Customer Acceptance /Project 
Completion Form 



Sample Table of 
Contents for a Final 

Project Report 



Closing Tasks for Project Procurement 
Management 

• Contract closure involves completion and settlement of 
contracts, and resolution of any open items. 

• Two tools to assist in contract closure are: 

– Procurement audits, which help to identify lessons 
learned in the entire procurement process. 

– A records management system, which provides the ability 
to easily organize, find, and archive procurement-related 
documents. 

• Outputs include updates to organizational process assets and 
closed contracts. 

 



Sample Written Notice of a Closed Contract 



Question 

How do you make the next project process 
better? 

 

• WHAT ARE YOUR ANSWERS? 


