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	1. SUMMARY 

	Project Name
	

	Executive Sponsor
	

	Report Date
	

	Project Manager or Lead
	

	Project Purpose
	

	Planned Start–End Dates
	

	Budget vs. Actual 
	


	2. STATE/STATUS OF PROJECT WHEN CLOSED

	· xxx
· xxx



	3. TRANSITION PLAN TO OPERATIONS

	· xxx
· xxx



	4. OUTCOMES & BENEFIT REALIZATION

	Document the extent the objectives and anticipated benefits were achieved.

	· xxx
· xxx



	5. LESSONS LEARNED

	Identify barriers and facilitators in the delivery of the project.  Describe recommendations for process improvement and/or modification.  Describe new ideas that were successful in the project and make recommendations on how these processes might be adapted to other projects.

	· xxx
· xxx
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	Date: 
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