
Project Closure Summary 

Date: [Insert Date] 

To: [Client's Name] 

From: [Your Name] 

Subject: Project Closure Summary for [Project Name] 

Dear [Client's Name], 

We are pleased to inform you that the [Project Name] has been successfully completed as of 

[Completion Date]. This letter serves as a formal summary of the project closure. 

Project Overview 

Project Name: [Project Name] 

Project Duration: [Start Date] to [Completion Date] 

Objective: [Brief description of project objectives] 

Key Deliverables 

• [Deliverable 1] 

• [Deliverable 2] 

• [Deliverable 3] 

Achievements 

Throughout the project, we successfully achieved the following: 

• [Achievement 1] 

• [Achievement 2] 

• [Achievement 3] 

Lessons Learned 

The project has provided valuable insights, including: 

• [Lesson 1] 

• [Lesson 2] 

• [Lesson 3] 



Next Steps 

As we conclude this project, we recommend considering the following next steps: 

• [Next Step 1] 

• [Next Step 2] 

Final Thoughts 

We appreciate your collaboration and support throughout the project. It has been a pleasure 

working with you and your team. Please do not hesitate to contact us for any further assistance or 

inquiries. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


