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Business Project Report



Instructions are marked in italic red.  Remove these before submission.

1. Project Details
	Project Sponsor:                

	Project Manager:               

	Report Prepared By:          

	Project Completion Date:  



2. What were the original Business Objectives and how well were they met?

2.1 Original Business Objectives
Extract the original business objectives from the project scope document
2.2 Were the Objectives achieved?
Indicate and describe if they were achieved or not
2.3 Where the deliverables delivered?
Indicate if all the deliverables were delivered and if the customer signed off on the project.
2.4 How did the budgeted cost compare to the actual costs?

2.5 How did the budgeted schedule compare to the actual?
[bookmark: _GoBack][bookmark: _GoBack]
3. Successes
Indicate where the project went well and note any outstanding achievements. List performances or processes that you think helped with the success of the project.
List any positive feedback from customer.

4. Areas for Additional Focus
Record here the biggest problems that occurred in the project and what could be changed to reduce the chance of a recurrence. 
Every project highlights areas for the development of staff skills.  List off where additional staff training/development could assist in the future. 
List any negative customer feedback during the project and what was done about it.

5. Handover of Operational responsibility
Has the product or service been officially assigned to a staff member to maintain? Is the staff member aware of this?
Does a staff member require training to take up support duties for this product/service?
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Project Sponsor Name:	

Project Sponsor Title:	

[bookmark: OLE_LINK1]Project Sponsor Signature:	______________________________     Dated:      /      /       
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