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	General Information

	Project Name
	Date

	
	

	Sponsoring Agency

	

	Contact
	Phone
	Email
	Employer

	
	
	
	

	Project Manager
	Phone
	Email
	Employer

	
	
	
	

	Project Start Date
	mm/dd/yyyy
	Estimated End Date
	mm/dd/yyyy
	Project End Date
	mm/dd/yyyy

	Key Questions
	Explanation 

	1. Did the scope of the project change? 
	|_| Yes   |_| No
	

	2. Did the project meet the expectations of the stakeholders?  
	|_| Yes   |_| No
	

	3. Did the project costs exceed the budget provided? 
	|_| Yes   |_| No
	




	Cost Management
Show the actual expenditures compared to planned levels.  Break the costs into other categories as appropriate.

	Fiscal Year [YYYY]

	Budget 
Item
	Budget at Completion (BAC)
	Actual Costs 
(AC)
	Cost Variance 
(CV = BAC – AC)

	Salaries
	
	
	

	Contract Services
	
	
	

	Hardware
	
	
	

	Software
	
	
	

	Training
	
	
	

	Other Expenditures*
	
	
	

	Total Costs
	
	
	

	Other Expenditures include supplies, materials, etc.






	Significant Project Milestones   
Insert additional lines as necessary.

	Milestone
	Met
	Not Met
	Original Date
	Actual Date
	Impact (if late)

	
	|_|
	|_|
	
	
	

	
	|_|
	|_|
	
	
	

	
	|_|
	|_|
	
	
	




	What went wrong during the project and recommendations to avoid similar occurrences in the future  
Provide a summary of what went wrong during the project, including the problem or issue, the impact and the recommendation to avoid those occurrences in the future.  

	





	What went right during the project and how similar projects may benefit from this information  
Provide a summary of what went right during the project, including the success or accomplishment, the impact and how future projects may benefit from this information.    

	





	NITC Reporting/Process Improvements and Recommendations 
Use this section to insert NITC Enterprise Reporting improvements and recommendations.  

	





	Additional Comments 
Use this section to insert comments / concerns not included in any other section.
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