Project Name

Phase Plan - Project Closure
Document History

	Version
	Author
	Date
	Changes

	0.1
	Neville Turbit
	1 Feb 09
	First draft 

	
	
	
	

	
	
	
	


Table of Contents

3Current Status


3Work Required


3Resources


4Schedule


4Milestones


5Risks or Issues


5Cost




Current Status
Explain the current status of the project.

Example:  
The new application has been handed over to the Business to use and maintain.  We have engaged an external consultant to carry out a PIR and are ready to proceed.
Work Required

Identify the work required in the phase.  Using a Work Breakdown Structure (WBS) is a useful approach.
Example:

· Prepare for Phase

· Identify work required 
· Identify existing processes that may be included
· Carry out the PIR
· Survey
· Interviews
· Workshops
· Report

· Allocate Actions

· Close down the project
· Archive documents
· Close or dispose of facilities and equipment

· Produce Report

· Close Project
Resources

List the skills required in the project and who might be involved in the next phase.  If a resource name is not available, just identify the skills.

Example:

	Role
	Skills
	Nominee

	Project Manager
	Plan the phase 
Clean up documentation
	P. Manager

	External Consultant
	Carry out PIR
Produce report
	

	Sponsor
	Provide the money  for, and executive support to the project

Accept the report
	


Schedule

The schedule does not necessarily need to be a Gantt chart.  If a Gantt chart is prepared, attach it to the report.  The following example would suffice.  It should relate to the WBS.  You should also indicate when the phase will start and when it will end.

Example:
Phase Duration:  1 June to 20 June

	Activity
	Work
	Start
	Finish

	Prepare for Phase
	2 days
	1 June
	3 June

	Carry out PIR
	2 days
	2 June
	6 June

	Produce Report
	5 days
	7 June
	14 June

	Etc.
	
	
	


Milestones
If the Phase is going to take a few weeks to complete, identify Milestones that will determine if the phase is on track.  As a generalisation there should be a milestone each week or at least every two weeks.

Example:
	Milestone
	Date

	Interviews planned and scheduled
	6 June

	Interviews completed
	14 June

	Etc.
	


Risks or Issues

If there are any impediments to the phase being successfully completed, they should be identified.  Once identified, it should be clear how they are to be handled to minimise impact.

	Risk or Issue
	Action

	Unclear where documents are to be stored
	Discuss with PMO

	Several key people have left the organisation
	Arrange interviews out of hours by phone.

	Etc.
	


Cost

Identify the cost of completing the phase.

Example:

Cost involved will be the cost of a Project Manager for 8 days.  At our standard IT charge out rate this is $.....
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