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Project Closure Memo
This Project has been completed:
	
	Testing has been completed satisfactorily
	Date

	
	
	
	

	
	Acceptance criteria have all been met
	Date

	
	
	
	

	
	All project administration is completed
	Date

	
	
	
	

	
	Project Review is completed
	Date

	
	
	
	

	
	Lessons Learned Review is completed
	Date

	
	
	
	

	
	Operational use memo is completed and accepted
	Date

	
	
	
	

	
	Project Outcomes Review is scheduled for…
	Date



	Comments




	Prepared by: Enter name here
	Date



[bookmark: _GoBack]Signed:
Authorisation
I am satisfied that this project has been completed.
	Authorised by: 
	Date



Signed:
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