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PHASE: REPORT


Before completing your project, please summarise your activity in the Report stage here. This document can be expanded, printed and saved as required to provide a record of your work.


The REPORT stage is a post-implementation audit of the project delivery and the process leading up to it, this also means that the recorded processes and experiences of delivering your solution can provide invaluable insights for future projects. There is also support and guidance on how to capture and report valuable insights if your project is terminated early.

AUDIT
Review your project and report on the following elements:
	Its effectiveness:




	The project process:




	Internal and external communications:




	Project outcomes:




	Benefits for all stakeholders:




MEASUREMENT
How often will you measure the impact of your solution?

	No.


	Date


	Person responsible



	
	
	

	1: Identify stage


	
	

	
	
	
	
	

	2: Apply stage


	
	

	
	
	
	
	

	3:


	
	

	
	
	
	
	

	4:


	
	


After each measurement you should determine whether:

O 
The product is being used enough to justify the expense of maintaining it?

O 
The product or service is becoming obsolete?
O 
The product is still functional:



O 
Are there technologies out there that would fulfill the same task for less?


O 
Have the context or operating conditions changed?

O 
The product/service is due for renewal?
DEBRIEF
Have you de-briefed your team?
O
Yes




O 
No

COMMUNICATIONS
Have you communicated the outcomes of your project to all relevant stakeholders?
O
Yes




O 
No

EARLY STOP PROCEDURE
Please ignore this section if you have brought your project to completion.

What is the reason for the early stop of the project?

	


Determine how to communicate the end of the project to the stakeholders:

	Stakeholder group
	Priority
	Message
	Method

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Act quickly to ensure that rumours and gossip do not prejudice your project outputs, but do not act in haste without thought or planning.

Depending on the stage at which the project was cancelled, make sure that you capture any lessons learnt and make them visible on any project files (digital or physical) so that they can be easily referred back to in the future.
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