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Project Name
Project Closeout Checklist
	Section 1 – Project Assessment and Closeout 

	Task Description
	Completion Date
	Comments 

	Distribute Project Assessment Survey to project team members 
	
	

	Gather completed surveys and review and analyze results 
	
	

	Schedule and facilitate Lessons Learned team meeting 
	
	

	Prepare and submit Project Closeout Report  
	
	

	Develop action plan to implement lessons learned and best practices
	
	


	Section 2 – Administrative Closeout 

	Task Description
	Completion Date
	Comments 

	Write performance feedback for each project team member
	
	

	Forward performance feedback to project team members’ immediate supervisors
	
	

	Archive all project documentation in NetFiles 
	
	


	Section 3 – Project Celebration 

	Task Description
	Completion Date
	Comments 

	Schedule and co-host project team celebration with the Project Sponsor 
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