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HOW TO CLOSE OUT A PROJECT 

Michael D. Taylor 

SSCCOOPPEE  VVEERRIIFFIICCAATTIIOONN  

Scope verification is the process of verifying that all work required in a project has been 

successfully completed. This includes the following aspects: 

 Verify tested products meet all specifications 

 Validate all manuals  

 Verify all deliverables are available (product count) 

 Confirm acceptance of completed products 

 Assess customer satisfaction 

CCOONNTTRRAACCTT  CCLLOOSSEEOOUUTT  ((WWHHEENN  AAPPPPLLIICCAABBLLEE))  

In cases where a contract exists between a buyer and a seller, the following steps are to be 

taken: 

 As a Seller 

 Resolve any open issues with the customer  

 Proprietary documents are returned  

 Verify customer’s acceptance of product  

 Obtain final fees from customer 

 As a Buyer 

 Complete any open subcontractor audits   

 Proprietary documents are returned 

 Verify your acceptance of product 

 Make final payments to subcontractor 

AADDMMIINNIISSTTRRAATTIIVVEE  CCLLOOSSEEOOUUTT  

In addition to dispersing project members back to their functional groups, project managers 

must also ensure the protection of all intellectual assets. Normally, this is accomplished by a 

corporate patent attorney who processes all pertinent documentation submitted by the 

project manager for new product design. 

 Personnel performance assessments are submitted to functional 

managers 

 Intellectual assets are protected 

 Patents 

 Copyrights 

 Trademarks 

 International licensing (if applicable) 
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LLEESSSSOONNSS  LLEEAARRNNEEDD11  

Paramount o completing the project is the need to conduct a lessons learned review. The 

purpose of this review is not to highlight what went well, but rather what mistakes were 

made so that they can be prevented when managing the next project. In addition to the 

items shown below, a post-project lessons learned survey form can be found at: 

www.projectmgt.com. 

 Degree of project success? 

 Effectiveness of negotiations with other companies 

 Effectiveness of project communications 

 Suggestions for improvement in future projects 
 Evaluation of project processes 

 Problem solving 

 Change management 

 Decision making 

 Project tracking 

 Stakeholder management 

HHIISSTTOORRIICCAALL  RREECCOORRDDSS  

In order top prevent past mistakes and make accurate forecasting estimates for the next 

project, the project manager is encouraged to compile a database of the following items. 

Since most companies today do not provide this service, project managers must take it 

upon themselves to obtain and organize these records. 

 Planned and actual performance records 

 Problem logs 

 Customer satisfaction records 

 Subcontractor performance records 

 Post project reviews (lessons learned) 

 

                                           
1 See “Lessons Learned Checklist” at www.projectmgt.com. 
 


