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Approvals
This document has the following approval records but only really relevant in more formal project environments
	Quality Register Entry Number
	Document references
	Approver
	Date of QR
	Version approved

	
	
	Project assurance and the board
	
	

	
	
	
	
	



	Report quality criteria
	Project assurance might check the following:
· The report references the original PID and if necessary shows how it was changed at stage boundary
· Key risks and issues have been included, these should align with the relevant register
· Issues and risks have been closed or become a follow-on action recommendation

· Documentation or evidence accompanies all follow-on action recommendations
· The report information is objective and accurate
· Acceptance records demonstrate the project has achieved the customers quality expectations
· The report is consistent with previous end stage reports
· The report is consistent with the business case
· The report is consistent with the finalised project plan
· Team performance review is evidence based
· The report contains lessons reports and consistent with the lessons log.



Project Manager’s report

Summary of the project’s performance
Review of the Business Case

Summary of the project’s Business Case
Benefits achieved to date

Some benefits are often measured during each stage boundary or at project closure
Benefits expected

These will be detailed in the benefit review plan, this should be a simple summary
Deviations from the approved Business Case
Benefits planned that will not now be realised
Dis-benefits that were worse than anticipated

Review of Project Objectives

How the project performed against its targets and tolerances for time, cost, quality, scope, and risk. 
This may also include a review of the project’s strategies and controls, but not lessons as they will be documented later
Review of Team Performance

Recognition for good performance or otherwise
Lessons Report

Reports of what went well and what went badly, this information will be useful for future projects so should be made available to a Centre of Excellence, P3O, Programme Office etc. for knowledge management purposes

This may be a simple reference to separate document for each lesson 
Review of Major Products 
	
	Major Product Name
	Acceptance Records
	Agreed Acceptance Criteria (from Project Product Description)
	Actual measured criteria
	Acceptance record location

	Ref No.
	
	Date of sign-off
	Accepted by
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Project Product Handover

This section confirms (in the form of acceptance records) that operations and maintenance have agreed to receive the project’s products
	
	Major Product Name
	Maintenance or Operations support Acceptance Records
	If applicable any agreed Maintenance acceptance criteria (from Project Product Description)
	Actual measured criteria (if applicable)
	Acceptance record location

	Ref No.
	
	Date of hand over
	Accepted by
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Summary of Follow-on Action Recommendations
Requests for change not approved or pending
	Product ID
	Product Name
	Issue Report Number
	Summary of change request
	Current status (Pending, rejected, waiting etc)
	Passed to:
	Dated passed:

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Off-specifications the supplier should resolve post project
	Product ID
	Product Name
	Issue Report Number
	Summary of off-specification
	Current status (Pending, temporary concession)
	Passed to: Supplier and operations staff
	Dated passed:

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Problems still outstanding
	Product ID
	Product Name
	Issue Report Number
	Summary of problem
	Current status (Late delivery, cost increases, un-finished, etc)
	Passed to:
	Dated passed:
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