End of Project Report

	Project Title
	
	Project ID No:
	

	Authority Group
	

	Version History
	Version No
	Author
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	1. Project Summary 

Refer to Project Initiation Document section 1

	


	2. Key Deliverables against  Quality Criteria

 Did the project deliver the products it set out to and meet the quality criteria?

Refer to the Project Initiation Document section 4

	KD 1

	Description: e.g. document, service etc…
	

	Quality Criteria:
	

	Quality Methods: 

How was the quality checked?
	

	Did the deliverable meet the agreed quality criteria?
Yes - state the individual/group responsible for sign off No – state any follow up actions and responsibilities
	

	KD 2



	Description: e.g. document, service etc…
	

	Quality Criteria:
	

	Quality Methods: 

How was the quality checked?
	

	Did the deliverable meet the agreed quality criteria?
Yes - state the individual/group responsible for sign off No – state any follow up actions and responsibilities
	


	3. Performance against planned target time and cost 

Was the project delivered on time and within budget?

	3.a. Time

Provide details of original timescale as detailed in the Project Initiation Document.  
Did the project meet the original timescale? - If not provide details (including any change requests).

	

	3.b. Cost

Provide details on the overall cost of the project; specify any ongoing costs as a result of the project.

	Overall Costs
	Budget Code
	Financial Year of spend

	
	
	

	Post Project Costs
	Budget Code
	Financial Year of spend

	
	
	


	4. Staff Resources
	Provide details of all staff resources involved in the project i.e. number of staff involved in project team, from which departmental area plus any staff involved from other areas.

	


	5. Benefits Realisation 
Refer to the Project Initiation Document section 3d

	5.a Benefits which have already been realised

	Benefit 1


	Benefit description 


	

	Benefit type 

F = Financial 

NF = non-financial
	
	Did the benefit realise the value expected?
State expected and actual value
	

	How was the benefit measured?
	

	Benefit owner
	

	Benefit 2



	Benefit description 


	

	Benefit type 

F = Financial 

NF = non-financial
	
	Did the benefit realise the value expected?

State expected and actual value
	

	How was the benefit measured?
	

	Benefit owner
	

	5.b Unexpected Benefits 

Please state benefits which were not envisaged at the start of the project
	

	5.c Benefits which will be realised after the end of the project

	Benefit Description 


	

	Benefit type 

F = Financial 

NF = non-financial
	
	Timescale for benefit realisation and review


	

	Benefit measurement

Indicate the expected value of the benefit and how it will be measured
	

	Benefit owner

Responsible for ensuring review of benefit realisation
	


	6.  What problems were encountered and how were they managed? 
	 Specify any problems and explain how they were overcome for future reference or recommendations on how best to overcome them.

	6a. What went well?
	

	6b. What didn’t go so well?
	


	7. Outstanding Snags 



	Snag details
	Timescale for completion
	Responsibility agreed with

	a
	
	
	

	b
	
	
	

	c
	
	
	

	d
	
	
	


Section 8 to be completed by the Authority Group

	8. Post Implementation Review 
	

	Is a Post Implementation Review required?                               YES                                NO        (please specify)

If yes please specify a date for review to be submitted               _________________________________

Responsibility for actioning the review




N.B.  A copy of the completed report and other accompanying documentation should be emailed to the Project Office projects@contacts.bham.ac.uk for central storage and processing.

All latest templates for documents are available from https://intranet.birmingham.ac.uk/it/projects 
Project Office 2012 v5.1
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