‘End Stage Assessment’ Meeting Agenda
Logistics: 

	Date:
	

	Time:
	

	Location:
	


Purpose: 

	Review by the Project Board and Project Manager of the End Stage Report to decide whether to approve the next Stage Plan. 
This is a Go / No Go decision point.

Regardless of the formality/informality of the meeting, the ‘authority to proceed’ or ‘decision to prematurely close the project’ should be documented as a formal record. 


Roles:
	Host:
	

	Facilitator: 
	

	Attendees:
	

	
	

	
	

	
	

	
	

	Minutes taker:
	


Pre-requisites: 

	End Stage Report

· Project Board have received and reviewed the project’s performance status provided in the End Stage Report

	Confirmation of Deliverables completed (AKA Product Status Account)

· Project Board have received and reviewed the confirmation that all deliverables from the current stage have been completed, tested and approved by the authorized parties in the current stage plan.

	Confirmation of Project Assurance 

· Project Board have received confirmation that the person/people responsible for Project Assurance have reviewed all documentation/information sets being used to take a decision in this meeting 


Agenda:

	Time
	Agenda Item

	
	Welcome

	
	Project overview
· Project objectives

· Project targets and priorities (time, cost, quality)
· Project scope overview

· Project risk profile overview

· Project outcomes and benefits overview

	
	Review Project Viability: 

· Review Updated Business case. 
· Review of project reasons

· Review of Benefits (realized to-date)

· Review of Benefits (future, expected)

· Review of Dis-Benefits

· Review of Financial Analysis (Cost-benefit-risk analysis)

	
	Review Risk Assessment

· Review of current Risk Profile

· Comparison to Risk Tolerance (Project Board Level)

· Comparison to Risk Tolerance (Corporate / Programme Level)

· Update on major Risks in Risk Register
· Review of Risks countermeasures (planned activities to mitigate risks)
· Assessment of Risk Management procedures (stats including risks actualized, effectiveness of risk mitigation, etc.)

· Review of Risk budget (money spent, money earmarked to be spent)

	
	Review Current Stage Actuals
· Confirmation of:

· Key deliverables completed

· Resources consumed/used

· Actual costs spent

· Assessment of project controls 

· Lessons Learned

	
	Review Revised overall Project Plan
· High level plan illustrating:
· Overview of total project (past, present and future) 

· Time estimates for entire project

· Cost estimates for entire project

· Key deliverables to complete in the entire project

· Resources to be consumed/used in the entire project

· Risks identified and their countermeasures in the entire project

· Revised project controls in the entire project 

· Explanation of incorporated lessons in the entire project

Sometimes represented in a road map that shows high level progress, giving context of what has happened to-date and what is left to complete to the end. 

	
	Review Next Stage Projections
· Stage Plan illustrating: 

· Time estimates for the next stage

· Cost estimates for the next stage

· Key deliverables to complete in the next stage

· Resources to be consumed/used in the next stage

· Risks identified and their countermeasures in the next stage

· Revised project controls for this stage

· Explanation of incorporated lessons in the next stage

	
	Review Updated Project Management Team 
· Updated Team Structure (if required), including new or revised role descriptions

· Review of team performance - In particular, providing recognition for good performance

	
	Review Lessons Learned Report
· Lessons Learned Report, if required, to immediately share lessons from current project with Project Managers and project teams within the organization. 

	
	Questions – ongoing throughout the meeting and at the end
· Questions 

· Feedback

· Recommendations

· Guidance

	
	DECISION
Project Board official decision to continue to the next stage, includes funding and providing recognised resources

	
	Confirmation of Meeting Minutes distribution 

· Check on stakeholders who will need to be informed of meeting results (Corporate management, programme management, other interested parties)

	
	Review Next Meeting logistics


Next Meeting
Logistics:

	Date:
	

	Time:
	

	Location:
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