
 

 1. Identify minimum 20 functional requirements Example : Functional requirement: 

When an order is fulfilled, the local printer shall print a packing slip. Non-Functional 

Requirement: Packing slips shall be printed on both sides of 4”x 6” white paper, the 

standard size for packing slips used by local printers 

Ans: Functional Requirements: 

Functional requirements define the specific operations, behaviours, and functionalities a system must 

perform to meet business needs. These requirements focus on what the system should do. 

Req ID Req Name Req Description Priority  

FR-

0001 

User 

Registration 

The system shall allow 

manufacturers and farmers to 

register using email ID and 

password. 

10 

FR-

0002 
User Login 

The system shall allow users to log 

in using their credentials. 
10 

FR-

0003 

Product 

Catalogue 

The system shall display a list of 

fertilizers, seeds, and pesticides. 
9 

FR-

0004 
Product Search 

The system shall allow users to 

search for products using keywords. 
9 

FR-

0005 
Add Product 

The system shall allow 

manufacturers to add, update, and 

delete product details. 

8 

FR-

0006 
Buy-Later List 

The system shall allow farmers to 

add products to a buy-later list. 
6 

FR-

0007 
Add to Cart 

The system shall allow farmers to 

add products to their cart. 
9 

FR-

0008 

Checkout 

Process 

The system shall allow users to 

proceed to checkout and confirm 

their orders. 

10 

FR-

0009 

Payment 

Options 

The system shall provide multiple 

payment methods (COD, 

Credit/Debit Card, UPI). 

10 

FR-

0010 

Order 

Confirmation 

The system shall generate an order 

confirmation email for farmers. 
9 



FR-

0011 

Delivery 

Tracking 

The system shall provide order-

tracking functionality for farmers. 
8 

FR-

0012 

Stock 

Management 

The system shall allow 

manufacturers to update product 

stock availability. 

7 

FR-

0013 

Order History 

(Farmers) 

The system shall allow farmers to 

view their past purchases. 
6 

FR-

0014 

Order History 

(Manufacturers) 

The system shall allow 

manufacturers to track their sales. 
6 

FR-

0015 

Order 

Notifications 

The system shall notify farmers 

about order updates via email/SMS. 
7 

FR-

0016 
Product Reviews 

The system shall allow farmers to 

rate and review products. 
5 

FR-

0017 

User 

Management 

The system shall allow 

administrators to manage user 

accounts. 

8 

FR-

0018 

Customer 

Support 

The system shall provide a help 

section for users to contact support. 
6 

FR-

0019 

Mobile 

Compatibility 

The system shall be accessible via 

web and mobile platforms. 
9 

FR-

0020 

Security 

Features 

The system shall use encryption for 

secure transactions. 
10 

 

2. Make wireframe and prototypes? 

Ans:  Wireframe: A wireframe is a basic, visual representation of a website or app, acting as a 

blueprint that outlines the structure, layout, and functionality of a page or screen, without focusing on 

visual design elements like colours or images.  

Registration Page 



 

Login 

 

Product CatLog 



 

Add-To-Cart 



 

Payment 



 

Payment Status 



 

3. Make a note of the Tools(Visio, Balsamiq), which you are using for above concepts? 

Ans: Balsamiq:  

Balsamiq is a low-fidelity wireframing tool used to create UI mock-ups quickly 

Key Uses: 

• Wireframing for UI/UX Design 

o Creates quick sketches of application screens. 

o Example: Designing a basic e-commerce website layout before UI development. 

• Requirement Gathering & Validation 

o Converts business requirements into visual representations. 

o Example: Showcasing how a dashboard will display analytics data to stakeholders. 

• Stakeholder Communication & Feedback 

o Provides an easy-to-understand layout for discussions. 

• Example: Demonstrating a customer journey on a booking platform  

 

Key Features: 

   Drag-and-drop UI elements – Speeds up wireframe creation. 

   Sketch-style designs – Focuses on layout and functionality over design 

Microsoft Visio: 



Microsoft Visio is a diagramming tool used for creating flowcharts, organizational charts, network 

diagrams, wireframes, and more. It helps in visualizing complex systems, processes, and structures, 

making it an essential tool for Business Analysts, IT professionals, and engineers. 

Key Uses: 

• Process Flow & Workflow Diagrams. 

• Entity-Relationship Diagrams (ERD) 

• Use Case Diagrams 

• System Architecture & Network Diagrams 

Key Features: 

• Pre-built templates – Supports flowcharts, UML, ERD, BPMN, and more. 

• Microsoft Office integration – Enables collaboration with Word, Excel, and SharePoint. 

• Real-time collaboration – Multiple users can edit diagrams simultaneously. 

4. A business analyst’s key responsibilities are to keep track of the requirements and 

make sure that no requirement is missed. Mr. Henry and peter have approached you 

regarding the current status of the project. How will you tackle this situation? 

Ans: Requirements Traceability Matrix (RTM) 

A Requirements Traceability Matrix (RTM) is a document that tracks and maps requirements 

throughout the project lifecycle to ensure they are met through design, development, and testing.  

Key Purpose of RTM: 

Ensures all requirements are implemented and tested. 

Helps in impact analysis when requirements change. 

Improves transparency and accountability in projects. 

Assists in compliance and audit processes. 

Types of Traceability in RTM: 

1. Forward Traceability – Links requirements to test cases to ensure everything is tested. 

2. Backward Traceability – Ensures all test cases and features are justified by a requirement. 

Bidirectional Traceability – Combines both to track dependencies in both directions 

 

 



 

5. Prepare 10 Test Case Documents? 

Ans: Test Case Document in Software Testing: 

A Test Case Document is a detailed document that outlines specific conditions, inputs, and expected 

results for testing a software application 

Key Components of a Test Case Document: 

1. Test Case ID – A unique identifier for each test case. 

2. Test Case Name – A brief description of what is being tested. 

3. Project Information – Project ID, Project Name, and related details. 

4. Test Scenario – A high-level description of what is being validated. 

5. Preconditions – Conditions that must be met before executing the test. 

6. Test Steps – Step-by-step instructions to perform the test. 

7. Test Data – Input values needed for the test case. 

8. Expected Result – The expected system behaviour after execution. 

9. Actual Result – The actual behaviour observed during testing. 

10. Pass/Fail Status – Whether the test case passed or failed based on expected vs. actual results. 

11. Test Case 

ID 

TC0001 Test Case 

Name 

Test Security 

Standards 

Project ID P001 Project 

Name 

Online Agriculture 

Products Store 

PM ID PM001 PM Name ABC 

Test Strategy ID TS001 Tester ID T001 

Test Plan ID TP001 Tester Name XYZ 

Test Schedule ID TS001 Date of Test 27-12-2024 

Scenario Verify that the system implements 

encryption for sensitive data. 

    

Link to that Page /Login     

Input Data Password: Test1234     



Expected 

Behaviour 

Password should be encrypted during 

transmission. 

    

Actual Behaviour The password was encrypted using 

HTTPS. 

    

Comments None     

Result (Pass/Fail) Pass     

 

 

Test Case ID TC0002 
Test Case 

Name 

Test Order 

Cancellation 

Project ID P001 Project Name 
Online Agriculture 

Products Store 

PM ID PM001 PM Name ABC 

Test Strategy ID TS001 Tester ID T001 

Test Plan ID TP001 Tester Name XYZ 

Test Schedule ID TS001 Date of Test 27-12-2024 

Scenario Verify that the farmer can cancel an 

order within a specific time frame. 
    

Link to that Page /Order-history     

Input Data Order ID: 12345     

Expected Behaviour The system should allow cancellation 

within 24 hours of placing the order. 
    

Actual Behaviour The cancellation option was available 

within 24 hours 
    

Comments None     

Result (Pass/Fail) Pass     

    

 

 

 

 

 

 

 

 

 

  

Test Case ID TC003 
Test Case 

Name 

Test Product 

Reviews and Ratings 

Project ID P001 Project Name 
Online Agriculture 

Products Store 

PM ID PM001 PM Name ABC 

Test Strategy ID TS001 Tester ID T001 

Test Plan ID TP001 Tester Name XYZ 

Test Schedule ID TS001 Date of Test 27-12-2024 

Scenario 
Verify that the farmer can leave a review 

and rating for a purchased product. 
    

Link to that Page /product/organic-fertilizer     

Input Data 
Rating: 5 stars 

Review: "Great product!" 
    

Expected Behaviour 
The system should allow the review to 

be posted. 
    



Actual Behaviour The review was successfully posted.     

Comments None     

Result (Pass/Fail) Pass     

 

 

 

Test Case ID TC0004 Test Case 

Name 

Test Security 

Standards 

Project ID P001 Project 

Name 

Online Agriculture 

Products Store 

PM ID PM001 PM Name ABC 

Test Strategy ID TS001 Tester ID T001 

Test Plan ID TP001 Tester Name XYZ 

Test Schedule ID TS001 Date of Test 27-12-2024 

Scenario Verify that the system implements 

encryption for sensitive data. 

    

Link to that Page /login     

Input Data Password: Test1234     

Expected 

Behaviour 

Password should be encrypted during 

transmission. 

    

Actual Behaviour Password was encrypted using HTTPS.      

Comments None     

Result (Pass/Fail) Pass     

 

Test Case ID TC0005 Test Case 

Name 

Test Order 

Tracking 

Project ID P001 Project 

Name 

Online 

Agriculture 

Products Store 

PM ID PM001 PM 

Name 

ABC 

Test Strategy 

ID 

TS001 Tester ID T001 

Test Plan ID TP001 Tester 

Name 

XYZ 

Test Schedule 

ID 

TS001 Date of 

Test 

27-12-2024 

Scenario Verify that the farmer can track their order from 

dispatch to delivery. 

    

Link to that 

Page 

/Order-tracking     

Input Data Order ID: 12345     

Expected 

Behaviour 

The system should display the status and location of 

the order. 

    



Actual 

Behaviour 

The order status and location were displayed 

correctly. 

    

Comments None     

Result 

(Pass/Fail) 

Pass     

 

 

Test Case ID TC0006 Test Case 

Name 

Test Page 

Loading Time 

Project ID P001 Project 

Name 

Online 

Agriculture 

Products Store 

PM ID PM001 PM 

Name 

ABC 

Test Strategy 

ID 

TS001 Tester ID T001 

Test Plan ID TP001 Tester 

Name 

XYZ 

Test Schedule 

ID 

TS001 Date of 

Test 

27-12-2024 

Scenario Verify that the page loads within 2 seconds.     

Link to that 

Page 

/home     

Input Data NA     

Expected 

Behaviour 

The page should load within 2 seconds.     

Actual 

Behaviour 

The page loaded in 1.5 seconds.     

Comments None     

Result 

(Pass/Fail) 

Pass     

 

Test Case ID TC0007 
Test Case 

Name 

Test Order 

Confirmation 

Project ID P001 
Project 

Name 

Online Agriculture 

Products Store 

PM ID PM001 PM Name ABC 

Test Strategy ID TS001 Tester ID T001 

Test Plan ID TP001 Tester Name XYZ 

Test Schedule ID TS001 Date of Test 27-12-2024 

Scenario 
Verify that the system sends an order 

confirmation email after a purchase. 
    

Link to that Page /order-summary     

Input Data 
Order Details: Product: Organic Fertilizer, 

Quantity: 2 
    

Expected 

Behaviour 

The system should send an email with 

order details and payment status. 
    

Actual 

Behaviour 

The email was sent with the correct order 

details. 
    



Comments None     

Result 

(Pass/Fail) 
Pass     

 

 

Test Case ID TC0003 
Test Case 

Name 

Test Farmer 

Search for 

Products 

Project ID P001 Project Name 

Online 

Agriculture 

Products 

Store 

PM ID PM001 PM Name ABC 

Test Strategy ID TS001 Tester ID T001 

Test Plan ID TP001 Tester Name XYZ 

Test Schedule ID TS001 Date of Test 27-12-2024 

Scenario 
Verify that a farmer can search for products 

like fertilizers, seeds, and pesticides. 
    

Link to that Page /search     

Input Data 

Search Term: "fertilizers”     

Search Term: "seeds”   

Test Case ID TC0008 
Test Case 

Name 

Test Add to 

Cart 

Project ID P001 Project Name 

Online 

Agriculture 

Products 

Store 

PM ID PM001 PM Name ABC 

Test Strategy ID TS001 Tester ID T001 

Test Plan ID TP001 Tester Name XYZ 

Test Schedule ID TS001 Date of Test 27-12-2024 

Scenario 
Verify that a farmer can add products to 

their shopping cart. 
    

Link to that Page /cart     

Input Data Product: "Organic Fertilizer"     

Expected Behaviour 
The product should be added to the 

shopping cart. 
    

Actual Behaviour 
The product was added successfully to the 

cart. 
    

Comments None     

Result (Pass/Fail) Pass     



Expected Behaviour 
The system should display a list of 

available fertilizers. 
    

Actual Behaviour 
The list of fertilizers was displayed 

correctly. 
    

Comments None     

Result (Pass/Fail) Pass     

 

6. After the requirements are thoroughly explained to the entire project team by 

business analyst, the Database architects have decided to do the database design and 

also to represent the in-flow and out-flow of data. Draw database schema and ER 

diagram? 

Ans: A database schema is a database structure that defines how data is organized. It includes: 

• Tables (where data is stored) 

• Columns (attributes of the data) 

• Data types (such as text, number, date) 

• Relationships (connections between tables) 

• Constraints (rules like unique values, primary keys, and foreign keys) 

Test Case ID TC0009 
Test Case 

Name 

Test Farmer 

Search for 

Products 

Project ID P001 Project Name 

Online 

Agriculture 

Products Store 

PM ID PM001 PM Name ABC 

Test Strategy ID TS001 Tester ID T001 

Test Plan ID TP001 Tester Name XYZ 

Test Schedule ID TS001 Date of Test 27-12-2024 

Scenario 
Verify that a farmer can search for products 

like fertilizers, seeds, and pesticides. 
    

Link to that Page /search     

Input Data 

Search Term: "fertilizers”     

Search Term: "seeds”   

Expected Behaviour 
The system should display a list of 

available fertilizers. 
    

Actual Behaviour 
The list of fertilizers was displayed 

correctly. 
    

Comments None     

Result (Pass/Fail) Pass     



It acts as a blueprint for storing and managing data in a database 

It acts as a blueprint for storing and managing data in a database. 

Farmer Table

PK farmer_id

 name

 email

 password

 phone_number

 address

Product Table

PK product_id

FK2 manufacturer_id

 name

 category

 price

 quantity

 description

Order Table

PK order_id

FK1 farmer_id

 total_price

 order_date

 status

Order_Items Table

PK order_item_id

FK1 order_id

 product_id

 price

 quantity
Payments Table

PK payment_id

FK1 order_id

 transaction_id

 payment_method

 payment_status

Delivery Table

PK delivery_id

FK1 order_id

 delivery_status

 tracking_number

 estimated_date

Manufacturer Table

PK Manufacturer_id

 name

 email

 password

 phone_number

 company_address

 

ER Diagram (Entity-Relationship Diagram) 

• Entities (things like Students, Teachers) 

• Attributes (StudentID, Name, etc.) 

• Relationships (how entities are connected, like "A student enrols in a class") 

It helps in designing a database before implementation 



 

7. What is a data flow diagram? Draw a data flow diagram to represent the in-flow and 

out-flow of data when a Farmer is placing an order for the product? 

Ans: A Data Flow Diagram (DFD) is a graphical representation of the flow of data within a system. It 

visualizes the movement of data between processes, data stores, external entities, and the system 

itself. DFDs are used to understand, analyse, and communicate the system's functionality and data 

flow effectively. 

1. External Entities: 

o Represent sources or destinations of data (e.g., Farmer, Manufacturer).  

o Shown as rectangles. 

2. Processes: 

o Represent actions or functions performed on the data (e.g., "Place Order").  

o Shown as circles or ovals. 

3. Data Stores: 

o Represent storage locations for data (e.g., "Orders Database"). 

o Shown as open-ended rectangles. 

4. Data Flows: 

o Represent the movement of data between entities, processes, and data stores.  

DFD for Farmer Placing an Order 

The process involves: 

1. The Farmer selects products and places an order. 

2. The system processes the order. 

3. The order details are saved in the Orders Database. 

Notifications are sent to the farmer and manufacturer. 



 

8. Due to change in the Government Taxation structure . we should change the Tax 

structure How do you handle change requests in a project? 

Ans: Handling a Change Request (CR) in a project follows a structured approach to ensure that 

changes are assessed, approved, and implemented without disrupting the project timeline or budget. 

Here’s how you should handle a change request like the Tax Structure Change in your Online 

Agriculture Products Store project. 

1. Identify & Document the Change Request 

• The change request can come from stakeholders, government policies, or business needs.In 

this case, the Government Taxation structure has changed, which impacts the pricing and 

payment calculations in the system 

 2. Conduct Impact Analysis 

Work with relevant stakeholders (Finance Team, Developers, and Testers) to analyse:  

o Scope Impact – Which modules need modification? (E.g., Payment Gateway, Invoice 

Generation) 

o Timeline Impact – Will this delay project delivery? 

o Cost Impact – Any additional cost to accommodate the change? 

o Risk Analysis – Will the change create system errors or compliance issues? 

3. Get Approval from the Change Control Board (CCB) 

• Present the Change Request (CR) to Mr. Henry, Mr. Pandu (Financial Head), and the Project 

Manager (Mr. Vandanam). 

• The Committee will evaluate if the change is necessary and approve or reject it.  

4. Update Business & Functional Requirements 



• Modify the Business Requirements Document (BRD) to include the new tax rules.  

• Update the Functional Requirement Specification (FRS) and share it with developers.  

5. Implement & Test the Change 

• Developers update the system as per new tax rules. 

• Testers validate calculations through Unit Testing, UAT, and Integration Testing..  

6. Communicate & Deploy the Change 

• Update user manuals, and FAQs, and send notifications to Farmers & Manufacturers.  

• Deploy the tax update in production without disturbing ongoing transactions.  

7. Post-Implementation Review 

• Gather feedback from stakeholders to ensure smooth operation 

9. As the project is in process, Ben and Kevin have contacted you. The reason is to 

inform you that they want the Farmers to sell their crop yields through this application 

i.e. Farmers should be able to add their crop yields or products and display to general 

public and should be able to sell them. They also want to introduce Auction system for 

their Crop yields. As a BA, what will be your response? Is this a change request or an 

enhancement??? 

Ans: Justification: 

1. Scope Deviation: 

o Initially, the application was designed for Farmers to purchase agricultural 

products like fertilizers, seeds, and pesticides. 

o The new requirement transforms the platform into a marketplace where 

Farmers can sell their crop yields and introduce an Auction system, which is a 

fundamental shift from the original business objective. 

2. Significant System Modifications: 

o Requires new database structures to store and manage farmer-listed products. 

o Implementation of seller dashboards and public listing features. 

o Changes in payment processing, integrating buyer-side transactions. 

3. Effort & Complexity: 

o The requested features involve major changes in business logic, user roles, and 

workflows, requiring substantial development, testing, and deployment efforts. 

To handle this request, I shall follow the following steps: 



• Firstly, I will acknowledge Ben and Kevin's suggestion and express enthusiasm for the new 

feature. 

• Schedule a meeting to gather detailed requirements, including user flow and business rules for 

crop sales and auctions. 

• Assess the impact on the current system, including database, user interface, and integrations.  

• Collaborate with the technical team to evaluate feasibility and resource requirements.  

• Update the project documentation and timeline to reflect these changes.  

• Prepare a Change Request document for stakeholder review and approval, as this request 

introduces new business functionality beyond the initial scope. 

• Once approved, communicate the updated plan to all stakeholders and initiate development.  

10. Come up with estimations – How many Manhours required? 

Ans: Project Estimation – Manhours Calculation 

Project Overview: 

• Project Name: Online Agriculture Products Store 

• Budget: 2 Crores INR 

• Duration: 18 months (540 calendar days) 

• Company: APT IT SOLUTIONS 

• Team Members: 10 (Project Manager, Senior Java Developer, Java Developers, Network 

Admin, DB Admin, Testers, Business Analyst) 

• Total Working Days: 396 (Excluding weekends and holidays) 

• Daily Effort Per Resource: 8 hours 

• Total Manhours (Including Buffer): 3168 Hours 

Project Phase 
Estimated 

Days 
Man-Hours (Days × 8 hrs) 

Requirement 

Gathering & Analysis 
14 112 

UI/UX Design for 

Registration & 

Product Display 

12 96 

Database 

Architecture & Setup 
10 80 

Development – 

Farmer Registration 
24 192 

Development – 

Product Catalogue & 

Search 

28 224 

Development – Order 

Processing & 

Management 

40 320 

Development – 

Auction System 
50 400 

Integration – Payment 

Gateway 
36 288 



Testing & Quality 

Assurance (QA) 
44 352 

User Acceptance 

Testing (UAT) 
28 224 

Deployment & Post-

Go-Live Support 
24 192 

Project Management 

& Coordination 
30 240 

Total Estimated Work 370 Days 2968 Man-Hours 

Buffer Allocation 40 Days 320 Man-Hours 

Grand Total 410 Days 3168 -Hours 

11.Project has finally completed all the stages i.e., design, development, testing 

etc. Now, it is the roleof a business analyst to contact the client for testing of 

the final product and have to successfully complete it. How are you going to 

handle this situation? And once it is done, what will be the process to close the 

project? Explain UAT Acceptance process? 

Ans: User Acceptance Testing (UAT) & Project Closure Process 

As a Business Analyst, my role in the UAT phase is to ensure that the client validates the system 

against the business requirements and approves it for deployment. Here’s how I will handle the 

situation. 

Handling UAT Execution: 

1. Coordinate with the Client: 

o Schedule a meeting with key stakeholders to discuss UAT expectations. 

o Provide them with a UAT Test Plan, including test cases, scenarios, and objectives.  

2. Prepare the UAT Environment: 

o Ensure a stable test environment with production-like data. 

3. Facilitate Test Execution: 

o Monitor test execution, address queries, and ensure all scenarios are tested. 

4. Defect Resolution & Re-Testing: 

o Prioritize defects, ensure fixes, and conduct re-testing with the client. 

o Obtain confirmation from stakeholders that all critical issues are resolved. 

5. Final Sign-Off: 

o Collect formal User Acceptance Sign-Off from the client, confirming the product 

meets their requirements. Document any deferred changes or future enhancement 

requests. 

12. Explain Project closure document? 

Ans: A Project Closure Document is a formal document that officially marks the completion of a 

project. It ensures that all objectives are met, deliverables are completed, and stakeholders sign off on 

the closure. It also captures lessons learned and recommendations for future projects. 



1. Introduction 

The Project Closure Document is a formal report that marks the successful completion of a project. 

It ensures that all project objectives have been met, deliverables have been accepted by stakeholders, 

and necessary closure activities have been completed. 

2. Purpose of the Project Closure Document 

The purpose of this document is to: 

• Confirm that all project objectives, scope, and deliverables have been achieved. 

• Ensure a structured transition from the project team to the client or operations team.  

• Document financials, contracts, and lessons learned for future reference. 

• Ensure stakeholder satisfaction and obtain formal approval for project closure. 

3. Key Components of a Project Closure Document 

A. Project Summary 

• Project Name: [Project Name] 

• Client: [Client Name] 

• Project Sponsor: [Sponsor Name] 

• Project Duration: [Start Date] – [End Date] 

• Budget Allocated vs. Utilized: ₹[X] Cr / ₹[Y] Cr 

• Project Objective: Brief statement of the project’s purpose and intended outcome.  

B. Deliverables & Outcomes 

• List of core features developed (e.g., user registration, product catalogue, payment gateway).  

• Additional features added (e.g., delivery tracking, notifications). 

• Documentation provided (e.g., user manual, technical guides). 

C. Performance Evaluation 

• Comparison of planned vs. actual performance in terms of:  

o Timeline adherence 

o Budget utilization 

o Quality of deliverables 

o UAT (User Acceptance Testing) success rate 

Metric Planned Actual Variance 

Timeline (Months) 18 17 -1 

Budget (INR Crores) 2.0 1.92 -0.08 

Quality Defects 0 3 (fixed) 0 

UAT Pass Rate 95% 98% +3% 

D. Lessons Learned 

• What Worked Well:  

o Clear requirement gathering and stakeholder engagement. 

o Well-structured development and testing processes. 



o Effective risk management. 

• Challenges Faced:  

o Last-minute feature requests (e.g., auction system). 

o Connectivity issues in remote areas affecting accessibility. 

• Recommendations for Future Projects:  

o Conduct stakeholder workshops earlier to capture evolving needs. 

o Plan for scalability in the initial design. 

E. Client Sign-Off & Approval 

• Formal section where stakeholders approve and sign off the project. 

• Ensures the project meets all acceptance criteria. 

F. Financial Summary 

• Planned vs. actual budget analysis. 

• Breakdown of cost components. 

• Any pending payments or refunds to be settled. 

G. Post-Project Support & Maintenance Plan 

• Details on ongoing support and maintenance. 

• Transition plan for operational teams. 

• Contact details for issue escalation. 

4. Project Closure Process 

• Final Review & Documentation: 

o Verify all deliverables meet acceptance criteria. 

o Ensure project documentation is complete and accurate. 

• Client Approval & Sign-Off: 

o Conduct UAT and resolve any final issues. 

o Obtain formal approval from stakeholders. 

• Knowledge Transfer & Handover: 

o Transition project knowledge and documentation to the client or operations team. 

o Provide training sessions if required. 

• Financial & Contract Closure: 

o Reconcile project budget and payments. 

o Close contracts with vendors and suppliers. 

• Archive Project Records: 

o Store documents and reports for future reference. 

o Maintain records for audits and compliance. 

• Formal Project Closure Announcement: 

o Communicate project completion to all stakeholders. 

o Conduct a closure meeting to discuss key takeaways. 

5. Importance of the Project Closure Document 

• Ensures accountability by documenting project completion. 

• Facilitates a smooth transition to the client or operations team. 

• Captures valuable insights for improving future projects. 

• Provides formal validation of project success. 



6. Conclusion 

The Project Closure Document is a critical step in the project lifecycle that ensures transparency, 

accountability, and structured project handover. It confirms that all objectives have been met, 

stakeholder expectations have been fulfilled, and lessons learned are documented for future projects. 

 

In short: 

  1. Project Overview. 

  2. Achievements 

  3. Lessons Learned 

  4. Quality assurance 

  5, Resources utilized 

  6. Risk Management 

  7. Challenges faced 

  8. Value to the company 

  9. Final approval 

 

 


