Project Shut-Down Documentation

Outline of Items to Include

· Description of the status of the project when it was stopped

· What phase was the project in

· What has been completed

· What work was in process

· List of deliverables that were completed and location where they can be found

· Reason project was stopped

· Technical 

· List of all customizations and which projects they are included in

· Also need to document where these will reside

· Location for the detail documentation on the customizations

· Documentation for any conversion and/or interface programs

· Description of what is being done with the project environments

· Staff Transition Plan

· Lessons Learned

· Project Re-Start

· Description of things that need to be reevaluated when the project starts up again 

· Other Key Documents – Document where to find the following

· Final project plan

· Final status report

· Final Risk log

· Final Issue log

· Communication about the project closure

· Administrative / Contract 

· Project Cost Summary

· Final payment to vendor

· Close PO

