Final Project Report
Introduction

The purpose of the Final Project Report is to record information at the conclusion of the project.  It can also be used at the end of a project phase or even at a major milestone. Its purpose is to summarize the project completion status and to document achievement of performance objectives, lessons learned and follow on activities.
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 REMEMBER:  
Every project has successes, document those successes.
Definition of fields

	Project Completion Summary
	Use this section to summarize a snapshot of the project completion dates and performance.

	Achievement of Performance Objectives
	Use this section to document performance of the project against the project goal, objectives, and deliverables in the Project Plan.  If needed, attach a copy of the project scope statement to show project objectives.

	Performance to Schedule and Budget
	Use this section to provide an overview of the project performance against the baseline schedule and budget.  Explain the reason for variances and reference the lessons learned.  Attach a copy of the milestone roll-up from the project schedule if that would be useful.

	Project Changes that Impacted Performance
	Use this section to list any significant changes that had an affect on meeting any of the project performance objectives.  Attach a copy of the change log if that would be useful.

	Lessons Learned
	Use this section to record significant lessons learned (from the Lessons Learned Log) and the action(s) that will be taken to change, reinforce, or continue the practice that was learned. 

	Follow-on Activities
	List all activities that are being performed past the end of the project and being transferred to groups outside of the project team.  Don’t forget to note where and how the project’s product will be maintained in the future.

	Additional Comments
	Use this section to record any additional information about the project. You may also add other sections to the report if needed.
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Project Completion Summary

Date of Project Completion:                                                                               



Date of Final Acceptance Meeting:                                                                    


Project Objectives:
Achieved / Adjusted / Not met

Project Schedule:

On Time / Adjusted / Not met

Project Budget:

On Budget / Adjusted / Not met
Achievement of Project Performance Objectives
Performance to Schedule and Budget

Project Changes That Impacted Performance

Lessons Learned

	Description of Lesson Learned
	Action that will be taken
	By Whom?
	By When?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Follow-on Activities

	Activity Description
	Who is Responsible
	Completion Date

	
	
	

	
	
	

	
	
	

	
	
	


Additional Comments

Final Project Report reviewed BY:
	
	Name / Title
	Date

	Client

	
	

	Sponsor

	
	

	Project Manager

	
	


Attachments

· Lessons learned log

· Project Change request/log

· Milestone rollup Gantt chart
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Project Manager:
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