Completion Report Outline
  - when you are reporting on the end of a project
Summary Statement  (Brief statement that the job is complete, plus a comment on its success)
Background   (Background information concerning the project, its purpose, and its schedule)
Job Highlights: (Main accomplishments and problems occurring during the project, and their effect on the schedule)
Exceptions: (What could not be done and why?)
Outcome: (A brief closing statement)
