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IT EPMO Project Closure Checklist

	Project Name
	[Enter project name]
	Project Manager
	[Enter name]

	Project Sponsor
	[Enter name]
	Closure Date
	[mm/dd/yyyy]


Purpose
Use this checklist to confirm that project deliverables, transitions, records, and closeout activities are complete or appropriately handed off. Not every item will apply to every project.
1. Deliverables & Acceptance
	☐
	Final project deliverables are complete.

	☐
	Sponsor/customer acceptance has been confirmed, as appropriate.

	☐
	Outstanding scope items have been completed, documented, or formally transitioned.

	☐
	Final project milestone/status information has been updated.


2. Operational Transition
	☐
	Operational/service owner has been identified.

	☐
	Support responsibilities and escalation paths have been transitioned.

	☐
	Required operational, technical, and user documentation has been transferred.

	☐
	Knowledge transfer and training have been completed, if applicable.


3. Administrative Closeout
	☐
	Open risks, issues, dependencies, and actions have been closed or transitioned to an owner.

	☐
	Outstanding decisions or follow-up commitments have been documented.

	☐
	Vendor, contract, procurement, and financial obligations have been reviewed, if applicable.

	☐
	Project records and final documentation have been stored in the appropriate location.




4. Project Evaluation
	☐
	Lessons Learned have been completed or scheduled.

	☐
	Project Summary has been completed.

	☐
	Project objectives, success measures, and outcomes have been reviewed.

	☐
	Any post-project benefits or outcome measurement has an identified owner and follow-up date.


5. Outstanding Follow-Up
Use this section only for items that may continue after formal project closure.
	Follow-Up Item
	Owner
	Due Date

	 
	 
	 

	 
	 
	 

	 
	 
	 


6. Final Closure
	Final Disposition
	☐ Closed     ☐ Transitioned     ☐ Closed with Follow-Up

	Project Manager
	[Name / Date]

	Project Sponsor
	[Name / Date]

	Closure Notes
	[Optional brief note]
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