Project Close-down meeting

Agenda

1. Review outputs or outcomes

See list of deliverables - confirm all deliverables accounted for and satisfactory.

2. Outstanding issues to be resolved
	Issue
	Date raised
	Action

(who)
	Forecast completion date

	No:
	Description
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


3. Learning Points

4. Arrangements for any follow-up work
5. Presentation of completion report
6. Sign-off of completion certificate
