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Instructions: Enter high-level general project information. Expand this section to include more information if needed for the project.
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	Project Sponsor
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Instructions: Summarize project lessons learned including the cause of issues, reasoning behind the corrective action chosen, and other types of lessons learned. Identify and discuss specific issues that challenged the project/project team, including those pertaining to the Technical Review Board (TRB).
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Archived items distributed to individual upon project close out. Note that this list may include individual without access to the project’s archive repository. This should be considered when deciding on an appropriate distribution medium.
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	Media
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Instructions: Provide information on how the development and distribution of the Project Closeout Report will be controlled and tracked. Use the table below to provide the version number, the date of the version, the author/owner of the version, and a brief description of the reason for creating the revised version.
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	Version
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Instructions: Provide a list of acronyms and associated literal translations used within the document. List the acronyms in alphabetical order using a tabular format as depicted below.
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	Acronym
	Literal Translation
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Instructions: Provide clear and concise definitions for terms used in this document that may be unfamiliar to readers of the document. Terms are to be listed in alphabetical order.
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Instructions: Summarize the relationship of this document to other relevant documents. Provide identifying information for all documents used to arrive at and/or referenced within this document (e.g., related and/or companion documents, prerequisite documents, relevant technical documentation, etc.).
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The undersigned acknowledge that they have reviewed the Project Closeout Report and agree with the information presented within this document. Changes to this Project Closeout Report will be coordinated with, and approved by, the undersigned, or their designated representatives.
Instructions: List the individuals whose signatures are desired. Examples of such individuals are Business Owner, Project Manager (if identified), and any appropriate stakeholders. Add additional lines for signature as necessary.

	Signature:
	
	Date:
	

	Print Name:
	
	
	

	Title:
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	Signature:
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	Print Name:
	
	
	

	Title:
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	Signature:
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	Title:
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This document is a template for creating a Project Closeout Report for a given investment or project. The final document should be delivered in an electronically searchable format. The Project Closeout Report should stand on its own with all elements explained and acronyms spelled out for reader/reviewers, including reviewers outside CMS who may not be familiar with CMS projects and investments.
This template includes instructions, boilerplate text, and fields. The developer should note that:
Each section provides instructions or describes the intent, assumptions, and context for content included in that section. Instructional text appears in blue italicized font throughout this template.
Instructional text in each section should be replaced with information specific to the particular investment.
Some text and tables are provided as boilerplate examples of wording and formats that may be used or modified as appropriate.
When using this template, follow these steps:
1. Table captions and descriptions are to be placed centered, above the table.
2. Modify any boilerplate text, as appropriate, to your specific investment.
3. Do not delete any headings. If the heading is not applicable to the investment, enter “Not Applicable” under the heading.
4. All documents must be compliant with Section 508 requirements.
5. Figure captions and descriptions are to be placed centered, below the figure. All figures must have an associated tag providing appropriate alternative text for Section 508 compliance.
6. Delete this “Notes to the Author / Template Instructions” page and all instructions to the author before finalizing the initial draft of the document.
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The following table records information regarding changes made to the XLC template over time. This table is for use by the XLC Steering Committee only. To provide information about the controlling and tracking of this artifact, please refer to the Record of Changes section of this document. 
[bookmark: _Toc391640586][bookmark: _Toc395092489][bookmark: _Toc395104120][bookmark: _Toc395104376][bookmark: _Toc395107357][bookmark: _Toc395163199][bookmark: _Toc395165917][bookmark: _Toc395166956][bookmark: _Toc395168758][bookmark: _Toc395170195][bookmark: _Toc395769980][bookmark: _Toc395773334][bookmark: _Toc395775541]Table 8: XLC Template Revision History
	Version
Number
	Date
	Author/Owner
	Description of Change

	1.0
	9/23/2009
	K. Maenner, OIS/EASG/DITPPA
	Baseline version.

	1.1
	2/11/2010
	K. Maenner, OIS/EASG/DITPPA
	Added language in the Lessons Learned section specific to the TRB.

	1.2
	6/4/2010
	C. Shaunessy
OIS/EASG/DITG
	Corrected page footer, added an approvals page, and labeled tables.

	2.0
	08/14/2014
	Celia Shaunessy, XLC Steering Committee
	Changes made per CR 14-012.

	2.1
	02/02/2015
	Surya Potu,
CMS/OEI/DPPIG
	Updated CMS logo.
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Instructions: Utilize additional appendices to facilitate ease of use and maintenance of the document. 
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