[image: image2.png]Clinical Excellence Division




[image: image3.png]Queensland Health

Clinical Excellence Division

)
[





	
	


Insert publication title
[image: image4.png]



Completion Report
Insert date (optional)
Name of publication
Published by the State of Queensland (Queensland Health), Month 20XX
IBNN or ISBN if needed
[image: image1.png]() _®




This document is licensed under a Creative Commons Attribution 3.0 Australia licence. To view a copy of this licence, visit creativecommons.org/licenses/by/3.0/au

© State of Queensland (Queensland Health) 20XX
You are free to copy, communicate and adapt the work, as long as you attribute the State of Queensland (Queensland Health).

For more information contact:
Name of branch/division/unit, Department of Health, GPO Box 48, Brisbane QLD 4001, email generic email address if available, phone main phone number for branch/division/unit.

An electronic version of this document is available at www.insert.website.here.com
Disclaimer:

The content presented in this publication is distributed by the Queensland Government as an information source only.  The State of Queensland makes no statements, representations or warranties about the accuracy, completeness or reliability of any information contained in this publication.  The State of Queensland disclaims all responsibility and all liability (including without limitation for liability in negligence for all expenses, losses, damages and costs you might incur as a result of the information being inaccurate or incomplete in any way, and for any reason reliance was placed on such information.

TABLE OF CONTENTS

41.
Overview


41.1
Background


41.2
Highlights and innovations


41.3
Summary of recommendations


42.
Project performance


42.1
Objectives


42.2
Outcomes


52.3
Outputs


52.4
Schedule


52.5
Budget


53.
Lessons learnt


53.1
What worked well


53.2
What could be improved


64.
Closure activities


64.1
Project staff


64.2
Issues management


64.3
Risk management


64.4
Financial management


64.5
Asset management


64.6
Records management


74.7
Outstanding activities


74.8
Maintenance and support


75.
Document Control


75.1
Approval and Endorsement




1. Overview
1.1 Background

This section provides a brief history of the [title] project and how the issue/opportunity came about.

Background details may include but are not limited to:  who initiated the project and how it was initiated; past community engagement, issues and outcomes; any benchmarking that has occurred; any other previous initiatives/projects and the outcomes which addressed related issues; key decisions from previous project phases.
To delete this guidance text box, double click and drag mouse in the left margin then press delete
Type text here…
1.2 Highlights and innovations

Describe the highlights of the project and any innovations used or developed by the project.
Share this information in the HIU Knowledge Management System.
To delete this guidance text box, double click mouse in the left margin then press delete

Type text here…
1.3 Summary of recommendations

List the recommendations that appear in this Report. One of the recommendations should be for the Project Sponsor to agree that the project can be deemed closed. For ease of reference, each recommendation should be uniquely numbered and a reference provided to the relevant section within this Report.

To delete this guidance text box, double click mouse in the left margin then press delete

Type text here…
2. Project performance

Summarise the actual performance of the project against the planned performance. All projects vary to some extent from the original plan, these variations should be identified and the reasons for the variance described.
To delete this guidance text box, double click mouse in the left margin then press delete

Type text here…
2.1 Objectives

Describe the actual performance of the project in relation to the achievement of the planned project objectives.
To delete this guidance text box, double click mouse in the left margin then press delete

Type text here…
2.2 Outcomes

Describe the actual performance of the project in relation to the achievement of targeted outcomes. Were all planned targeted outcomes achieved, to what degree? Some outcomes may not be achieved at this point in time. In this case details should be given as to when the outcomes are anticipated to be achieved and who is responsible for their ongoing measurement and reporting of progress towards their achievement.
Share this information in the HIU Knowledge Management System.
To delete this guidance text box, double click mouse in the left margin then press delete

Type text here…
2.3 Outputs

Describe the actual performance of the project in relation to the delivery of the outputs. Were all planned outputs delivered, to what degree? Were they all accepted? Did the quality of the outputs meet expectations?
Share this information in the HIU Knowledge Management System.
To delete this guidance text box, double click mouse in the left margin then press delete

Type text here…
2.4 Schedule

Describe the actual performance of the project against the project schedule.
To delete this guidance text box, double click mouse in the left margin then press delete
Type text here…
2.5 Budget

Describe the actual performance of the project against the project budget.
To delete this guidance text box, double click mouse in the left margin then press delete
Type text here…
3. Lessons learnt

You may wish to briefly describe the methodology used to collect the lessons learnt, if it was not described in Section 2.
To delete this guidance text box, double click mouse in the left margin then press delete
Type text here…
3.1 What worked well 
Describe the project management and quality management processes that were perceived to be appropriate and/or effective for the project, as reflected by the stakeholders and the project records/documentation.
Share this information in the HIU Knowledge Management System.
To delete this guidance text box, double click mouse in the left margin then press delete
Type text here…
3.2 What could be improved

Describe the project management and quality management processes that were perceived to be inappropriate and/or ineffective for the project, as reflected by the stakeholders and the project records/documentation.
Share this information in the HIU Knowledge Management System.
To delete this guidance text box, double click mouse in the left margin then press delete
Type text here…
4. Closure activities
This section should cover the various activities required to close the project, where relevant.
To delete this guidance text box, double click mouse in the left margin then press delete

Type text here…
4.1 Project staff

Describe what steps are being taken to manage the movement of project staff from the project to other roles, including the timing of their move and the capture of their project knowledge.
To delete this guidance text box, double click mouse in the left margin then press delete

Type text here…
4.2 Issues management

Identify any outstanding issues and who will continue to progress the issues.
To delete this guidance text box, double click mouse in the left margin then press delete

Type text here…
4.3 Risk management

Identify any risks that will transfer to an operational area and who will; take on responsibility for monitoring them.
To delete this guidance text box, double click mouse in the left margin then press delete

Type text here…
4.4 Financial management

Outline the final financial position and what will happen to any excess funds.
To delete this guidance text box, double click mouse in the left margin then press delete

Type text here…
4.5 Asset management

Describe any assets which were required by the project, and who will manage them upon completion of the project.
To delete this guidance text box, double click mouse in the left margin then press delete

Type text here…
4.6 Records management

Identify what arrangements have been put in place for the storage, security and backup of hard copy and soft (electronic) copy records and project documents.
To delete this guidance text box, double click mouse in the left margin then press delete

Type text here…
4.7 Outstanding activities

List any matters that are outstanding, what actions are required to address them and who is responsible. This should include such things like outcomes yet to be achieved, outputs not yet delivered, or other operational matters such as meeting future training requirements that are outstanding or have not been formally agreed prior to this stage.
To delete this guidance text box, double click mouse in the left margin then press delete

Type text here…
4.8 Maintenance and support

TO BE WRITTEN - List any matters that are outstanding, what actions are required to address them and who is responsible. This should include such things like outcomes yet to be achieved, outputs not yet delivered, maintenance of the outputs or other operational matters such as meeting future training requirements that are outstanding or have not been formally agreed prior to this stage.
To delete this guidance text box, double click mouse in the left margin then press delete

Type text here…
5. Document Control

If you have any questions regarding this document or if you have a suggestion for improvements, please contact:

Contact officer:
Contact Officer Name here
Title:
Contact Officer Title here
Phone:
Contact Officer Phone Number here
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5.1 Approval and Endorsement 

In signing this document I:

· Agree that the document meets the standard required for the Project Completion Report deliverable;

· Understand the financial and other impacts associated with finalising  this project; and

· Authorise closure and handover of the project.

Project Customer (accountable for decision making and ensuring the stated benefit/s of the project to the business have been measured and achieved).  
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	Position
	

	Signature
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Project Sponsor (accountable representative for the business unit that delivered the project).  
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