Project Close Checklist


· Has a final meeting been held with the team?

· Have lessons learned been documented and distributed?

· Are all the tasks complete?

· Have all the deliverables been completed and signed-off as appropriate?

· Has everything been delivered to the customer? 

· Have all the outstanding invoices been gathered?

· Have all the outstanding costs been documented?

· Have all the outstanding problems and changes been identified?

· Has the final status report been created?

· Has the final review meeting with the sponsor/customer been held?

· Has the project been closed with your Accounting and/or Finance group?

· Have team members been released?

· Has a date been set for the project celebration?

· Is the Project File complete?

· Has the complete Project File been archived?

NOTES:

