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Date: [Insert Date] 

From: [Your Name] 

To: [Recipient's Name] 

Subject: Summary of Findings from [Project Name] 

Introduction 

Dear [Recipient's Name], 

I am pleased to present a summary of the findings from the consultancy project titled [Project 

Name], which was conducted from [Start Date] to [End Date]. 

Objectives 

The primary objectives of the project were as follows: 

• [Objective 1] 

• [Objective 2] 

• [Objective 3] 

Findings 

The key findings from the analysis are: 

1. [Finding 1] 

2. [Finding 2] 

3. [Finding 3] 

Recommendations 

Based on these findings, we recommend the following actions: 

• [Recommendation 1] 

• [Recommendation 2] 

• [Recommendation 3] 

Conclusion 



We believe that the implementation of these recommendations will greatly benefit 

[Company/Project Name]. We appreciate the opportunity to work on this project and are 

available for any further discussions or clarifications. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Contact Information] 


