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	REVISION NUMBER
	REVISION DATE
	PAGES AFFECTED
	DESCRIPTION
	CHANGE IMPLEMENTOR

	1.01
	07/29/2009
	2-4
	Added business goals, deleted some of the other questions, and added a financial information section 
	Brook Hunts

	1.02
	10/23/2009
	All
	Updated document to SDLC 3.0 format and added Lessons Learned table
	Greg Stathes

	1.03

	12/14/2009
	All
	Updated document to SDLC 3.0 and made revisions
	Bob Vanni
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1 
General Project Information
	Project Name and Acronym

	

	Project Purpose (limit to 35 words or less)

	

	Portfolio
	Program

	
	

	Sponsor
	Organization

	
	

	Business Project Manager
	Organization

	
	

	OCIO Project Manager
	Organization

	
	

	System Development Lead
	Organization

	
	


2 Schedule and Financial Information

Respond to each question. For each “No” response, include an issue in the Open Issues section.
	Planned Start Date
	
	Actual Start Date
	

	Planned Finish Date
	
	Actual Finish Date
	

	Funding Sources (examples of funding sources are: Road Map, O&M, Comp, etc.)
	

	Resources Used
	(  Govt. Staff       (  Contractor       (  Other

	If Other is checked, specify resource(s) here:
	

	Have all Contracts/Task Orders been closed?
	(  Yes        (  No        (  Not Applicable    
(If No is checked, list names in this block and describe in the Open Issues section.)

	Have all PPA codes been closed?  The link to modify IT Project Code(s) can be found here.
	(  Yes        (  No     
(If No is checked, list who, when, and why in the Open Issues section)

	Has the Operations & Maintenance handoff been completed?
	(  Yes        (  No        (  Not Applicable


	What was the original project budget? (in thousands)
	What amounts were obligated (in thousands) and on what date(s)?

	
	Amount
	Date

	
	
	

	
	
	

	
	
	


Explain any variances below:

3 Resource Information

Respond to each question. For each “No” response, include an issue in the Open Issues section. 
	Question
	Response

	Have all resources (including, but not limited to, staff, contractors, hardware, software, tools) been appropriately released?
	Yes  FORMCHECKBOX 

     No  FORMCHECKBOX 


	Have all applicable SDLC artifacts been completed/finalized and uploaded to the appropriate tool/archive?
	Yes  FORMCHECKBOX 

     No  FORMCHECKBOX 


	Have all products and documentation been turned over to the appropriate group or organization?
	Yes  FORMCHECKBOX 

     No  FORMCHECKBOX 



4 Final Product or Service Acceptance Information
Respond to each question. For each “No” response, include an issue in the Open Issues section.
	Question
	Response

	Was this product or service successfully deployed and are users successfully able to use the product or service?
	Yes  FORMCHECKBOX 

     No  FORMCHECKBOX 



For Major Deliverables that were not accomplished, include information in the Open Issue section.
	Question
	Accomplished?

	What were the Major Deliverables (with Latest Version Number and Date)?
	Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 


	Is there a follow-on effort associated with this project?  If yes, please describe it below.


	Yes  FORMCHECKBOX 

    No  FORMCHECKBOX 



5 Open Issues

	Issue #
	Open Issue Description
	Assigned To
	Proposed Resolution

	
	
	
	

	
	
	
	

	
	
	
	


6 Lessons Learned Report

	ID #
	Date of Lesson Learned
	SDLC Phase Impacted
	Category
	Impact
	Problem/Success Description
	POC Name
	Lessons Learned Recommendation
	Background/ Other

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Categories:
Scope, Time, Cost, Quality, Human Resources, Communications, Risk, Procurement, Infrastructure, Security, System Integration, Requirements, Architecture/Design/Specifications, Development, Testing, Implementation, Training and Documentation, Configuration Management, Legal and Policy, Other

7 Approvals

Approval of the Project Closeout and Lessons Learned Report indicates an understanding and formal agreement that this project is completed and ready to be closed.  Each individual agrees all administrative and financial aspects, products and deliverables of the project have been concluded.  The disposition of any open items have been agreed to and documented.
Business Project Manager ____________________     _____________________    __________

                         Printed Name

                  Signature
                      Date

OCIO Program Manager _____________________      _____________________    __________

                         Printed Name

                  Signature
                      Date

System Development Lead ____________________    _____________________    __________

                         Printed Name

                  Signature
                      Date

OCIO Project Manager _______________________      _____________________   __________

                         Printed Name

                  Signature
                      Date

Budget Advisor     _________________________         _____________________    __________

                         Printed Name


      Signature
                      Date
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