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1 Purpose
The Project Close Out Report is the project manager’s report to the Project Steering Committee or Approval Authority to satisfy them that the project is complete and that all acceptance and verification processes have been undertaken: 

· Ensure that a formal acceptance of the works has been achieved

· Identify any outstanding works

· Ensure that all contractual issues have been finalised

· Ensure that all products are completed and baselined in the Configuration Management System

· Ensure that all operational support processes are in place

· Ensure that all project risks are closed or transferred to operational control

The report also assesses how well the project has performed against the original planned objectives including benefits realised, time estimates, estimated costs, quality requirements and project tolerances. The report should also document the impact of approved changes on cost and time estimates and provide recommendations for the conduct of the post project review.  It also aims to:
For small projects the indicated table of contents of this report should be scaled back to a textual summary of how the project performed according to the criteria in the major headings below and also combined with the Lessons Learnt Report so as to forma single document. 

For larger projects there will be value including a more detailed assessment as per the minor headings in this template and a separate report will be produced for the Lessons Learnt Report.

2 Project Closure Notifications

2.1 Work Acceptance

Provide a summary of the acceptance of the works.

Check and confirm that:

· All parties with operational responsibility for the operation, support and maintenance of the works have accepted the completion of the works

· There are no outstanding issues that will prevent  the commissioning of the capability

·  All safety aspects of the project have been satisfactorily completed

· All risks have been taken over by the operational control and support groups and all required risk actions are allocated operationally

The Operational approval required for implementation is as follows:

	ARTC Operational Group
	Nature of Approval Required
	Approval Date
	Sign

	ARTC IT
	Support of new signalling software
	dd/mm/yy
	

	Configuration management baseline audit
	All works completed and baselined
	dd/mm/yy
	

	etc
	
	
	


2.2 Regulatory Acceptance

Provide a summary of the regulatory and accreditation status.

Check and confirm that all required regulatory revisions have been approved by the regulatory authorities
The Regulatory approval required for implementation is as follows:
	Regulatory/Accreditation Body
	Nature of Approval Required
	Approval Date
	Sign

	
	
	
	

	
	
	
	

	
	
	
	


2.3 Outstanding Works

Detail any unfinished business and how these are being dealt with. Most likely these will be either outstanding contractual elements or Follow on Actions 
2.4 Follow On Actions

Identify all post implementation actions that will be required and who should be responsible for them.

The follow on actions required after implementation and project closure are as follows:
	Action
	Due Date
	ARTC Responsibility
	Sign

	Resolve regulatory approval subject to conditions
	dd/mm/yy
	John Brown
	

	etc
	
	
	


2.5 Contract Completion Report

This report should provide evidence that the project’s contractual aspects are all completed. This will typically include:

· All obligations from all contractors have been fulfilled

· What is to be done about any contractual elements not yet completed

· Any contractual close out activities that are required

· Handover of any ongoing contract management elements (e.g. ongoing support) 
2.6 Assurance and Verification – Design

This report should provide evidence that all required design assurance and verification processes have been undertaken:
· Internal ARTC

· External independent bodies(regulatory or government bodies, independent engineering certifications etc)

· Contractors 
2.7 Assurance and Verification – Construction 

This report should provide evidence that all required design assurance and verification processes have been undertaken. 

· Internal ARTC

· External independent bodies(regulatory or government bodies, independent engineering certifications etc)

· Contractors 
2.8 Closure Recommendations (Project Closure Notice)

The Project Manager will recommend that the project can be closed.

Additional recommendations will be made for any significant follow on actions that require post project work

3 Project Evaluation
Provide a brief overview of the project’s background and what it was intended to deliver. In most projects the benefits will be realised after implementation however the purpose of this section is to take stock of any benefits that are realised at project closure and to ensure that appropriate post-project activities are identified to ensure that post implementation benefits are tracked and delivered.
3.1 Performance Against Planned Benefits
How well did the project perform against the original planned benefits? Refer to the original business case as documented or referenced in the Concept Assessment, the Project Feasibility Report and the Project Management Plan.
Benefits achieved:

Planned benefits not achieved:

Future benefits: (planned benefits to be achieved in the future after the project is closed)

3.1.1 Incorrect Assumptions

Provide details of any incorrect assumptions that affected the realisation of any benefits.

3.1.2 Common Benefit Factors
Provide details of any common factors on the realisation / non-realisation of benefits.
3.2 Product(s) Developed

Provide a commentary on the degree to which the planned project products/deliverables have been produced

This table should also make specific commentary on any products planned for delivery from the project but not actually able to be delivered. These entries should describe what action is being taken on these products. (e.g. subsequent projects, follow on actions etc)

	Product Name
	Product Description
	Status

	
	
	

	
	
	


3.3 Time Performance (Milestones)

How did the project perform against the target timescales and major milestones? Refer to the original start and completion dates in the approved schedule in the Project Management Plan.

Milestones that were achieved within time estimates:

Milestones delivered under time estimates:

Milestones that exceeded time estimates:

3.3.1 Incorrect Schedule Related Assumptions

Provide details of any incorrect assumptions that affected the completion of tasks within estimated timescales. These might include:

· Time estimating problems

· Inaccurate or invalid third party time estimates

· Increased time required to accommodate changes or out of scope work

3.3.2 Common Schedule Factors

Provide details of any common factors that led to tasks exceeding / reducing time estimates.

3.4 Costs Performance

How did the project perform against original estimated costs? Refer to any costs documented in the business case or the approved Project Management Plan
Costs that met estimates:

Costs that exceeded estimates:

Costs that were achieved lower than estimated:

3.4.1 Incorrect Costing Assumptions
Provide details of any incorrect assumptions that affected actual costs against estimates. These might include:
· Costing problems

· Inaccurate or invalid third party cost estimates

· Increased costs due to changes or out of scope work

3.4.2 Common Costing Factors

Provide details of any common factors that led to actual costs exceeding / reducing cost estimates.

3.5 Quality Performance

How did the project perform against the original quality requirements? Refer to the original quality requirements in the quality plan as documented or referenced in the approved Project Management Plan.

Outputs that met or exceeded quality requirements:

Outputs that failed to meet quality requirements:

3.5.1 Incorrect Quality Assumptions

Provide details of any incorrect assumptions that affected the ability of the team to achieve the quality expected by the customer. These might include:
· Testing and approval difficulties

· Ambiguity or disagreement about product functionality or features

· Inappropriate quality criteria or acceptance criteria
3.5.2 Common Quality Factors

Provide details of any common factors that led to the project meeting / not meeting quality requirements.

3.6 Tolerance Performance

Refer to any project tolerances as documented in the authorised Project Management Plan. How did the project perform against the agreed project tolerances? Were any exception plans raised, for what reason were they raised and what was the conclusion drawn?

4 Approved Changes

4.1 Statistics on Changes Received

How many change requests were raised during the project? How many of these changes were authorised? 

4.2 Change Impact

Summarise the impact of each of the significant approved changes on the project. Provide reasons why the change was agreed and what the impact was on original time and cost estimates.
4.3 Statistics on Issues Received

How many Issues were raised during the project? What were the main sources of these? 

4.4 Issues Impact
Summarise the impact of each of the major issues. Provide reasons why the issue arose and what the impact was on original time and cost estimates.
5 Risk Management

5.1 Statistics on Risks
How many risks were identified during the project? How many of these risks eventuated? How much effort was dedicated to Risk Management work during the project?
5.2 Risk Impact

Summarise the impact of each of the risks on the project. Provide reasons why the risks eventuated.

Summarise how effective the risk management plans were and what the impact of the risk management work was on the original time and cost estimates.
6 Post Project Review (PPR) Plan

Provide some initial indications of when the post project review should be held, who should be involved and the proposed discussion topics. 
In determining when the PPR should be conducted the key consideration is when the major outcomes and/or benefits from the project are expected to be realised. This can be found by reviewing the outcome and benefit definitions in the Project Business Case and Quality Plan.
Proposed Post Project Review Date: dd/mm/yy

Person responsible for commissioning the review: Jenny Brown - Title
Review Attendees: 
Fred Blogs – Title


John Smith - Title

Etc

Review Topics/Agenda: 

1. Summary of Outcomes and Benefits expected and when

2. Review of project outcomes against approved Business Case and Quality Plan

3. Outcome/Benefit evaluation – Achieved/Partially Achieved/Not Achieved or Further Actions Required
4. Summary of unachieved outcomes and benefits and actions required.
5. Any other post implementation actions required.

Errors or problems emerging since implementation

Support issues

Any other issues

7 Lessons Learnt
Provide a list of the lessons learnt from the project:

	Topic
	Lesson Learnt Description
	Method of Circulation of Learning
	Responsibility

	Estimating
	Initial contractor estimates for the time needed for signalling work were inadequate. Greater visibility is needed into the estimating metrics when assessing supplier tenders
	Ensure this is reflected in ARTC  Procurement Procedures
	Project Manager

	Risks
	Risk assessment for civil work ignored weather factors resulting in significant wet weather delays
	Ensure this is added to the risk factors to be considered for all projects involving engineering work
	Risk Manager

	etc
	
	
	


8 Project Documentation

Summarise the archiving processes used to retain the relevant documentation and other records from the project. 
© Australian Rail Track Corporation Limited 2013

Disclaimer:

This document has been prepared by ARTC for internal use and may not be relied on by any other party without ARTC’s prior written consent.  Use of this document shall be subject to the terms of the relevant contract with ARTC.

ARTC and its employees shall have no liability to unauthorised users of the information for any loss, damage, cost or expense incurred or arising by reason of an unauthorised user using or relying upon the information in this document, whether caused by error, negligence, omission or misrepresentation in this document.

This document is uncontrolled when printed. 

Authorised users of this document should visit ARTC’s intranet or extranet (www.artc.com.au) to access the latest version of this document.
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