Subject: Successful Project Transition

Dear [Recipient's Name],

I hope this message finds you well. I am writing to formally announce the successful completion
of the [Project Name]. It has been a pleasure working alongside you and your team throughout
this journey.

As we transition from the project phase to operational use, | would like to highlight the following
key outcomes:

o Deliverables completed on time and within budget.
o Project objectives successfully met.
« Positive feedback from stakeholders.

Next steps for the transition are as follows:

1. Conduct a review meeting on [date].
2. Provide training sessions for your team starting [date].
3. Deliver final documentation by [date].

Thank you once again for your support and cooperation throughout the project. If you have any
questions or require further assistance, please feel free to reach out.

Best regards,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



