
Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Recipient's Institution] 

[Recipient's Address] 

Dear [Recipient's Name], 

I am pleased to submit my final report for the academic project titled "[Project Title]", which 

was conducted under the supervision of [Supervisor's Name] in the [Department/Program 

Name]. 

This report outlines the objectives, methodology, findings, and conclusions of my research over 

the past [duration of the project]. The key findings are as follows: 

• [Finding 1] 

• [Finding 2] 

• [Finding 3] 

Attached to this letter, you will find the following documents: 

• Final Report 

• Project Presentation Slides 

• Data Sets 

Please feel free to contact me at [your email] or [your phone number] for any questions or further 

discussions regarding this project. 

Thank you for your guidance and support throughout this journey. 

Sincerely, 

[Your Name] 

[Your Student ID] 

[Your Program/Department] 

[Your Institution] 


