
Project Closure Meeting Summary Template 
 

Subject: Project Closure Meeting Summary - [Project Name] 
 
Date: [Meeting Date] 
 
Attendees: [List of Attendees] 
 
Project Summary: 

●​ Overview of project objectives and whether they were met. 
●​ Review of project deliverables and their completion status. 

 
Lessons Learned: 

●​ Discussion on what went well and what areas can be improved. 
●​ Key takeaways for future projects. 

 
Decisions Made: 

●​ Formal closure of the project. 
●​ Distribution of the project closure report. 

 
Action Items: 

●​ [Name] to distribute the lessons learned documentation. 
●​ [Name] to complete any final administrative tasks. 

 
Final Remarks: [Any concluding remarks or next steps] 
 

Try Tactiq to get the full transcript and AI summaries. 
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