
FINAL REPORT TEMPLATE

A Project Final Report is used to document project successes, lessons learned This template outlines the content and
format of final reports to be used for all.

It is, then, supported by two or three supporting sentences which support the main idea of the topic sentence.
Insights from this information may be used to plan properly for following projects. Risk Owner: The person
responsible for managing risk, and the implementation of the prevention and contingency plans, it can be
anyone among the stakeholdersâ€”members of the team, a project manager, or project sponsors. Risk
Treatment Prevention Plan: This enumerates the steps or action to be taken to prevent the risks from occurring.
It can ensure that the project is kept on track, and any problems, no matter how small they are, will be taken
care of in order to prevent them from escalating into bigger ones. Keys to an Effective Risk Register The first
risk register must be created as soon as the project plan and the risk management plan has been approved.
Communication Management Under this metric, communication throughout the duration of the project is
assessed. Click an approach on the left to navigate to it Realist Evaluation An approach especially to impact
evaluation which examines what works for whom in what circumstances through what causal mechanisms,
including changes in the reasoning and resources of participants. Likewise, any terms used must be defined,
and this definition must be utilized consistently. A critical point in a project closure report is establishing the
link between the project performance, the lessons learned, and the steps that will be taken by the organization
for its continuous improvement. Communication Management Plan Describe how the communication
management plan was implemented and if it was delivered as expected. An executive summary, on the other
hand, is composed of different sections discussing almost every significant aspect of an undertaking. Under
this performance metric, the following aspects are measured: Final Cost Indicate the total expenditures for the
duration of the project. Make it as objective as possible There is a clear distinction between facts and opinions.
This process is critical as it will officially tie up all loose ends and prevent confusion among stakeholders.
Schedule Describe how the team implemented the project within the expected time frame and schedule. It is
written with a busy executive in mind, someone who has a lot of important things to do and may find reading a
lengthy piece of prose a waste of precious time. It gives the team a clear understanding of their roles and the
tasks that they are to accomplish. The highlight of Changes Provide a brief description of the changes that
were implemented. It is a high-level report which aims to provide a bigger and deeper understanding of the
projectâ€”how it will benefit the organization and how it will fit into future business strategies. Contingency
Plan: On the other hand, the contingency plan determines the steps or action to be taken once the risk events
have occurred. The report becomes subjective if it reflects personal opinions of the writer. There are a number
of ways project reporting helps an organization, a team, and even the project itself and here are some of them:
It tracks the progress of the project You should regularly check up on the amount and quality of work being
accomplished and check it against the plan. Things to Remember in Writing Project Reports Here are some of
the principles that need to be observed in writing an effective project report; Write for the reader Bear in mind
that the report is written for other people, and not for yourself. Most types of reports contain common sections
such as an abstract, or background of the project, which explains what the project is and its purpose, and a
final summary of the entire project. Since it is not safe to assume that everybody understands these terms; for
the benefit of everybody, it is safe to define those terminologies and concepts in the preliminary parts of the
report. Project Organization Structure This metric looks at how the stakeholders participated in the project. It
is written with a topic sentence which, generally, gives an overview of what the article is about. Take note of
common themes or trends of feedback gathered. Click an approach on the left to navigate to it Case study A
research design that focuses on understanding a unit person, site or project in its context, which can use a
combination of qualitative and quantitative data. Part of it may linger throughout the duration of the project,
but once it has been treated, it can be considered as a low-level risk. If it is really necessary to include a
personal view or opinion, make sure to explicitly identify it as such. Budget This performance metric
describes how the team utilized the budget in carrying out the project effectively.


