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Executive Summary

Note: The project end report should be brief and worded very positively.  The attachments include: end-user feedback summary, business performance assessment summary, system performance summary, and the final metrics and financial details.

Background

Note: Outline the project, client, time scale, size and any other factors that will put the report into context.

Project Objectives

Project Duration

Change Request Factor

Original Budget:


Change Request Total:


Final Transition points

· End-User Feedback/Client Satisfaction Report

Strengths of the Project

Weaknesses

Business Process Summary

Overall, the original business goals of this project were <met or not met> at the conclusion of this project.  <Number of objectives met> of the <Number of original objectives> were successfully met.   These were:

· To increase ...

· To decrease ... 

· Eliminate ...

The remaining objectives were not met primarily due to:

· Change in scope ...

· Change in organizational priorities ...

· Cost ...

Business Process Assessment

The benefits delivered by the new system equate to:

Challenges

The following business process challenges remain:

Open Issues and Actions

Note: Extract the remaining open issues from Risk and Issue Log. 

	Ref.
	Issues and Actions
	Responsibility

	
	
	

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	

	5. 
	
	

	6. 
	
	


Recommendations

The next steps for the project team are:

Organizational Adoption Summary

Overall, the organization <is strongly or is not > adopting the system through a <smooth or bumpy> change process.  Users not only accepted the changes driven by the implementation but are using the new systems, tools and procedures fully.

Specifically, the following adoption objectives were met:

· to create a change leadership pattern across the organization

· to involve users in key decisions around new roles, processes, systems extensions

· to develop a work environment where users have the will and the skills to use the systems and perform to their new roles

· ....

The remaining objectives were not met primarily due to:

· lack of sponsorship...

· lack of clear organizational priorities ...

· ....

Adoption Assessment

The benefits delivered by the new system from an organizational standpoint equate to:

· higher productivity

· better work environment...

Challenges

The following organizational change management challenges remain:

Open Issues and Actions

Note: Extract the remaining open issues from Risk and Issue Log. 

	Ref.
	Issues and Actions
	Responsibility

	
	
	

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	

	5. 
	
	

	6. 
	
	


Recommendations

The next steps for the project team and/or the organization are:

Business System and Architecture

Assessment Summary

After conducting the performance tests in the production environment, the following observations were made:

Technical Scope

Challenges

Open Issues and Actions

Recommendations

Project Metrics

The following information has been collected during the project:

Estimates vs. Actuals

Problem Count

Module Testing

System Testing

Acceptance

Other Metrics

Marketing

The project has the following attributes that are worthy of reference:

Technical Characteristics

Client Relationship

<Consultant> Team
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