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	Service close-out checklist



Checklist Instructions
This document provides structured guidance in service closure, checking if the agreed scope of work for the service has been delivered and capturing feedback from the Consultants who worked on the service. This checklist is an opportunity to capture lessons learned and knowledge about the industry and client gained through delivering the service.
Service Background
	Client
	

	Industry
	

	Service (Project) Name
	

	Service Manager 
	

	Lead Consultant
	

	Delivery Consultant
	

	Checklist Completion Date
	


For Delivery Consultant to Complete
	
	Yes
	No
	N/A

	Administration 

	Return keys or access passes
	☐	☐	☐
	Return client property
	☐	☐	☐
	Tidy up and archive working files and folders on client machines, drives and document repositories
	☐	☐	☐
	Ensure no BAPL intellectual property (not part of deliverables) exists on client machine/s
	☐	☐	☐
	Ensure no personal files or emails exist on client machine/s
	☐	☐	☐
	Delete/remove/return client intellectual property from BAPL machine/s
	☐	☐	☐
	Document future opportunities in the close-out presentation, and communicate with the Lead
	☐	☐	☐
	Prepare close-out presentation using the template located on CoE Service Delivery Process Templates > Complete & Evaluate Stage
	☐	☐	☐
	Ensure to have a recorded close-out meeting with the client, and the recording is saved in the correct GDrive folder
	☐	☐	☐
	Financials 

	Final approved timesheets submitted and approved by client
	☐	☐	☐
	Lessons Learned/Recommendations 

	Communicate BAPL intellectual property improvement suggestions with the Lead (If yes, elaborate in the comment section below)
	☐	☐	☐
	Comments:    The below prompts are suggested areas to focus on but not mandatory to cover and not exhaustive. 
· Experience with the client: 
· Service delivery or stakeholder management methods for the client
· Client BA maturity level
· Future service opportunities

· Development opportunities for BAPL:
· Industry insight (Suggestions to update on the industry IP)
· Service delivery development opportunities identified 
· Service scoping
· Consulting templates

· Others


	BAPL CV Updates and CDP Updates

	Ensure your CV is updated to reflect the work done on the service. The updates must be made to both the Full and Condensed CV and must align to the CV standards.
*Do not edit using Google Docs as it creates formatting issues. Use MS Word only!!*
	☐	☐	☐
	Ensure that any strengths and development areas shared by the Lead are reflected in your current CDP. 
	☐	☐	☐
	Evaluate potential progression to any competency areas and record supporting information in CDP.
	☐	☐	☐

For Lead Consultant to Complete
	
	Yes
	No
	N/A

	Deliverables 

	Validate completion of service deliverables against statement of work and SDS
	☐	☐	☐
	Formal handover and acceptance of service deliverables – quality and completion (e.g. acceptance email, signed deliverables etc)
	☐	☐	☐
	Retain deliverables in accordance with contract provisions
	☐	☐	☐
	Formal scope change approved for non-completed deliverables
	☐	☐	☐
	Lessons Learned/Recommendations

	Raise strengths exhibited and development opportunities for BAPL consultant/s to them and their mentors. To be captured by Consultant/s in their Career Plan.
	☐	☐	☐
	[bookmark: _Hlk199929821]Review the identified BAPL intellectual property improvement suggestions and submit to the IP owner 
	☐	☐	☐
	Comments:   NOTE: The prompts below are suggested areas to focus on but are not mandatory to cover and are not exhaustive. 
· Experience with the client: 
· Service delivery or stakeholder management methods for the client
· Professional development opportunities identified (either for consultant or for consultancy as a whole)
· Client BA maturity level
· Future service opportunities

· Development opportunities for BAPL:
· Service delivery development opportunities identified
· Industry insight (Suggestions to update on the industry IP)
· Service scoping
· Consulting templates

· Others


	Maintain BOAP with Service and Corresponding Value Statement(s)

	Update the relevant industry Business on a Page (BOAP) breadth and/or depth slides:
· Only if it is agreed with the Engagement Manager, Service Manager, and BAPL Industry Lead/Specialist (if applicable).  Note: The value statement comes from the latest SDS. Refer to the BOAP Template if further guidance is required.
	☐	☐	☐

For Service Manager to Complete 
	
	Yes
	No
	N/A

	Service Feedback 

	Client is willing to allow service to be used as case study and/or as a reference
	☐	☐	☐
	Discuss ongoing/future service opportunities for BAPL
	☐	☐	☐
	Capture and action immediate opportunities
	☐	☐	☐
	Maintain Service Attributes in Salesforce

	Ensure that the following service attributes are recorded accurately and updated in Salesforce:
· Account Name
· Opportunity Name (Service/Project Name)
· Industry 
· Service Pattern
· Systems Worked On and/or Impacted Systems 
· (N/A if no systems impacted)
· Impacted Process Category  
· (N/A if no processes impacted)
· Delivery Methodology (Agile/Hybrid/Waterfall)
	☐
	☐
	☐

	Lessons Learned/Recommendations 

	Capture additional estimation metrics (e.g. level of effort vs # processes, # stakeholders etc) based on service delivery 
	☐	☐	☐
	Elaborate on the lessons learned on service estimation: new metrics, considerations, further improvements to be made. How can we implement it in the future?
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