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	Project name:
	     

	Project Manager:
	     

	Date:
	     


	Summary of  key deliverables (aka products) achieved   

	     



	Hand over notes   

	     



	Final documentation submitted
	(
	Notes

	Resources profile summary 
	 FORMCHECKBOX 

	

	Final Budget/Cost summary
	 FORMCHECKBOX 

	

	Actual Schedule (e.g. Gantt chart, Milestone chart)
	 FORMCHECKBOX 

	

	Final Risk Register 
	 FORMCHECKBOX 

	

	Project managers summary appraisal 
	 FORMCHECKBOX 

	


We the undersigned agree that the project
as documented is now complete.
	Name 
	     

	Role
	Sponsor

	Signature
	
	Date
	     

	
	
	
	

	Name 
	     
	Role
	Project Manager 


	Signature
	
	Date
	     

	
	
	
	

	Name 
	     

	Role
	     

	Signature
	
	Date
	     

	
	
	
	

	Name 
	

	Role
	

	Signature
	
	Date
	


Handover & Close





Implementation 





Definition 





Concept 
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