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Interoffice Memo


To: 

Joe Smith

From:

Adam Jones

Date:

Month Day, Year

Subject: 
Audit Summary for XXXXX Project
The Project Management Office conducted an audit of the XXXXX Project on Month Day, Year. After discussions with the project manager and sponsor, and a review of significant project deliverables, we have come to the following conclusions.

Overall Summary:

Note the main conclusions drawn from the audit, including strengths ands weaknesses. Only include the most significant points here, and not the detailed findings. Include any follow-up action items required to address any problems. (Remove this comment from final document)

Detailed Findings:

Depending on the current state of the project, many or all of the following areas should have been discussed as a part of the audit. The purpose of this section is to report the detailed findings. This should include the strengths and areas that need more improvement. Comment on the practices and processes utilized, and the state of the major deliverables produced. Comment on whether standards are being followed and whether deliverables are being approved. 

Client Relationships

Strengths, opportunities for improvement, recommendations.

Project Definition and Plan

Strengths, opportunities for improvement, recommendations.

Project Management

Strengths, opportunities for improvement, recommendations.

Project Lifecycle

Analysis, design, construct, test, implement. Strengths, opportunities for improvement, recommendations

Other Items

Strengths, opportunities for improvement, recommendations







1
Copyright© 2000-2003 TenStep, Inc. All Rights Reserved

[image: image1.png]_1267431120.bin

