Closure Checklist

Definition/Purpose:  Tool used to recognize and document critical aspects of project team closure.  Used in control phase to successfully bring a project to a close and hand over responsibilities for standardization and monitoring to the appropriate people. 
Closure checklist:
1. Avoid needless continuation

a. Charter is fulfilled

b. Goals are met
2. Summarize learning about:

a. Work process

b. Team’s process

c. Results

3. Finalize documentation on improvements

a. Complete storyboard

b. Storyboard presentation to sponsors, customers, stakeholders, and other interested personnel

c. Make documentation available to others

4. Summarize future plans and recommendations

a. Maintaining gains

b. If improvement still needed

c. Prioritize any problems still left to address

d. Identify team’s future direction

5. Communicate the ending

a. Where we go from here

b. How this helps another project/another area

6. Celebrate

a. Invite everyone on team to be involved with final presentation

b. Plan on how to say good-bye (recognition, luncheon, party, awards, etc)
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