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Reflection

Internal team reflection meeting to evaluate the experiences gained:

 
๏ What went well / satisfactorily / could be improved?
๏ What extensions/ changes to the project would make sense?
๏ Did we achieve the project goal?
๏ Should a new project be developed?
๏ What's next?
๏ Tip: Notes on these questions can be helpful in the final report

Accounting
๏ Creation of an table of expenses (template: https://www.uni-hildesheim.de/

deinprojekt/en/courses/basic-knowledge-project-management/ under learning 
materials)
➡ Start with the table at the start of the project
➡ Cluster it according to the issues in the cost and financing plan

๏ Always keep original receipts and invoices
• Stick receipts on a white sheet of paper and collect them in a binder
• Numbering of receipts for a good overview
• Scanning original invoices for your own records

๏ Always send the complete table of expenses and invoices to sponsors in time

Final report

Use existing materials such as documentation, schedule and project goal for creation.

Content of final report:

๏ Information about the project team
๏ Information about the project (W-questions) 
๏ Process of the project:

• Were project goals achieved?
• What successes have been achieved?
• How much audience has been reached?

๏  Indicate and justify financial and substantive changes
๏  Conclusion of the final report:

• Final words and evaluation of the project
• Newly created thoughts through the project
• Who benefited from the project?

Project postprocessing
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๏ Compliance of formalities and proper layout
๏ Images / documentation, press reviews or links, add  flyers/posters

Tip: Always refer to the desired content and the respective requirements of the sponsors.

Project completion

Kommunikation des Projektabschlusses nach außen:

๏ External communication of project completion:

• Social media (e.g. review or before and after photos)

• Thank cooperation partners and sponsors for the cooperation

๏ Joint conclusion in the team (cooking, coffee, party) - Celebrate!

Project postprocessing




