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Program closure checklist
Run it with the sponsor in the last steering meeting. Our own checklist, so treat it as a starting point.
Grey italic text is an example. Replace it with your own content.
BEFORE CLOSURE
☐  All projects in the roadmap are closed or formally transferred
☐  Open risks and issues have a new owner or are closed
☐  Benefits register shows who keeps measuring each benefit and until when
☐  Contracts, licenses and budgets are closed or handed over
AT CLOSURE
☐  Sponsor signs off the final status report
☐  Documents are stored where the owning team can find them
☐  Lessons learned session held and written up
☐  Team members are released and thanked
AFTER CLOSURE
☐  Benefit review date is in the benefit owners' calendars
☐  Sponsor receives the first benefits report
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