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Project Completion Report

Community Housing Asset Replacement Program (CHARP)
CHP: <Insert CHP name here>

Author Name: <Insert  name here>

Date Created: <Insert date here>
Purpose 
This Project Closure Report confirms all project tasks have been completed, and all project deliverables have been formally handed over to, and accepted by, the community housing provider (CHP). The report conveys critical information to the South Australian Housing Trust (the Trust) to enable an informed decision to be made to approve the closure of the project. 

(Do not delete this statement). 
Project Performance

· Project Agreement Outcome

Describe which project objective/s have been met/not met at the time of preparing this report and indicate whether the overall Project Agreement outcome was achieved.  Provide reasons to support these statements.

· Project Delivery

Compare the actual scope delivered to the planned scope agreed in the Project Agreement.  Discuss any reasons for the scope variance and any impact changes may have had on the project.
	Planned agreed scope
	Actual scope
	Reasons for scope variance

	
	
	

	
	
	


Compare the actual deliverables produced to the planned deliverables agreed in the Project Agreement.  Describe whether the deliverables meet the performance and quality requirements of the SA Housing Trust (the Trust).  Document the reasons for any performance and quality variances, and the impact that these variances may have on the project objective and Trust expectations/outcomes.
	Actual Deliverable produced
	Agreed planned Deliverable
	Met performance and quality requirements

Y/N
	Reasons for Performance and Quality variances
	Impact on the project objective, business outcome and relevant business areas

	
	
	
	
	

	
	
	
	
	


Provide recommendations, where applicable, on actions to be taken to address any deficiencies in the project deliverables focusing on those deficiencies that may impede achievement of the project objectives; impede realisation of the project benefits; and have a significant negative impact upon Trust expectations/outcomes.
	Deficiencies that may impede achievement of project deliverables
	Recommendations on actions to be taken to address deficiencies

	
	

	
	

	
	


· Project Timeframe

Compare the planned project completion date with the actual project completion date.  Document reasons for any variances.
	Planned project completion date
	Actual Project completion date
	Reasons for Variance

	
	
	

	
	
	

	
	
	


· Project Budget

Compare the planned expenditure identified in the Project with the project’s actual expenditure by completing the table below.  Highlight reasons for any variances (over or underspend).
	Financial Year
	Planned

$
	Actual

$
	Variance

$
	Reasons for Variance

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


· Project Benefits

The current status of the project’s agreed benefits as at the time of Project Closure are:

	Benefit
	Planned
	Actual
	Reasons for Variance

	
	
	
	

	
	
	
	


· Lessons Learnt & Recommendations

Identify any lessons learned from the project and make recommendations, where applicable, on actions to be taken to improve future project delivery.
	Lessons Learnt
	Recommendations on actions to be taken to improve future project delivery

	
	

	
	

	
	

	
	


Handover

· Handover of Deliverables

Detail:
· which deliverables have been handed over to the Trust, 
· the form they were handed over in, and 
· who is now responsible for the deliverables.
Deliverables Checklist

Please add or delete activity where necessary.
	Deliverables
	Details
	Date Completed

	Practical Completion Documents
· Certificate of Titles

· Property Valuations (from a licensed valuer)
· Total Project Cost against input value (acquittal as described in the CHARP Guidelines)
· Evidence of insurance

· Practical completion certificate

· Any other item which may specifically relate to a property.
	
	


	Deliverables
	Details
	Date Completed

	Issues

Summarise the actions taken to close all outstanding issues.  This may involve:

Handover of issues to business;

Cancellation of issues no longer of importance or relevance
	
	

	Risks

Summarise the actions taken to finalise all outstanding risks.  
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· SA Housing Trust tasks completed

	Task
	Comments (if applicable)
	Completed

	Deed of Statutory Charge / Covenant executed or removed pending on requirement of project
	Refer Project Agreement for requirements
	Yes/No

	Acquittal statement reviewed and any FP Type A and B exemptions approved
	Review acquittal to determine if Direct CHP Contribution is > 15%.  Ensure appropriate costs have been included as per section on Fixed Payment Exemption Type A, CHARP procedure. For Type B, in addition to above financial contribution being met, additional social housing has been delivered.
	Yes/No

	Project completion report reviewed
	Ensure it reflects the original intent of the project.  Copy to be saved in the relevant CHARP project folder.
	Yes/No

	Deliverables indicated in Section 3 above received and recorded correctly in Objective
	Save all documentation under the relevant CHARP project folder.
	Yes/No

	Connect and Project database updated to reflect project completion and any FP exemptions
	New dwellings to be added or closed off in Connect, Senior Data Analytics Officer to be advised of project completion so project database can be updated and QDR updated to reflect any FP exemptions. 
	Yes/No

	Master Agreement amended to reflect change in property numbers
	This may include variation to Master Agreement to reflect changes to portfolio profile (Schedule 2).
	Yes/No

	Review project agreement and any variations
	Ensure all items in the project agreement and any variations have been completed.
	Yes/No

	Industry Participation Policy Plan (IPP Plan) completed and recorded in Objective
	Ensure CHP has finalised IPP plan with Office of the Industry Advocate (OIA) and it is recorded in Objective.
	Yes/No

	Lessons Learnt
	Forward any recommendations to management if applicable and record in Lessons Learnt Register
	Yes/No


· Lessons Learnt
Review CHP lessons learnt as listed above and if applicable make recommendations to improve future project delivery.  Also include any risks that have emerged during the project that were not included in the original and revised risk assessments and recommendations for future projects
	Lesson Learnt
	Recommendation

	
	

	
	

	
	

	
	


· SA Housing Trust Review Summary

The main purpose of the review is to:

· determine whether the Project achieved its stated outputs and objectives;

· evaluate the performance of the CHP, including:

· performance to budget and ability to meet deadlines (refer CHP CHARP Monthly Reports);

· quality of work (refer to compliance certificates and CHP CHARP Monthly Reports on file);

· effectiveness of CHP consultation, communication and collaboration with the Authority;

· risks, complaints or issues (refer to notes on file); and

· identify lessons learned which may be applied to future CHP projects and/or agreements.
· confirm acquittal of project for application of Fixed Payment exemptions.

Review summary is to include:

· performance to plan and budget;

· risk management (including risks or insurance incidents that arose during the Project);

· design or construction issues; including but not limited to, compliance with approved building plans and development regulations;

· contractual issues;

· probity issues;

· social or political issues;

· compliance with SA Housing Trust policy and guidelines (in particular where properties are returned to the Trust); 
· efficacy of tenant relocations;

· efficacy of communication strategy; and

· feedback and complaints from key stakeholders.

· a summary of project outputs and objectives achieved (including final cost and performance to budget) and if as per executed proposed plan, with explanation for any variances;

· a summary of ongoing costs or maintenance;

· a summary of any issues and lessons (including strategies to eliminate or minimise the impact of the issues on subsequent projects); and

· a statement regarding the performance of the CHP project team.
Completed by:

	SA Housing Trust Representative Name:
	

	Position:
	

	Date:
	Click or tap to enter a date.


Appendix

Include in the appendix any additional documentation that will be helpful to the audience of the Project Closure Report.
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