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1 General Information
1.1 Project Name and Id
Provide name of the project.  This must be consistent with the project charter. The Project ID should be the same as project number used for Monthly Reporting.

1.2 Project Description
Provide 1-2 paragraphs explaining what the project is and why we are performing it.  (Recommend to use Project Description from the Project Charter)
2 Project Closeout

2.1 executive summary

This paragraph should provide a high level overview of the project’s goals and accomplishments/challenges.  

2.2 final status of project
Provide a brief summary of the final status of the project.
2.3 Final Issues for Management Review

If there are any outstanding issues that remain unresolved address them here.
2.4 Recommendations for Release of Project Resources

Give a detailed recommendation for the release of resources, each area of resources must be addressed specifically. 

2.5 comments on Transition

Are there any significant transitions tasks to be accomplished?

