
Project Conclusion Notification 

Date: [Insert Date] 

To: [Department Head's Name] 

From: [Your Name] 

Subject: Successful Conclusion of [Project Name] 

 

Dear [Department Head's Name], 

I am pleased to inform you that the [Project Name] has been successfully concluded as of 

[Completion Date]. This project was instrumental in achieving our objectives of [briefly state 

objectives]. 

Throughout the project, we encountered challenges, but through teamwork and dedication, we 

managed to overcome them and stay on track. The results exceeded our expectations, with 

significant contributions from various departments. 

Key achievements include: 

• [Achievement 1] 

• [Achievement 2] 

• [Achievement 3] 

We will be conducting a final review meeting on [Date] to discuss the outcomes, lessons learned, 

and next steps. Your input will be invaluable during this discussion. 

Thank you for your support and collaboration throughout the project. I look forward to our 

continued success in future endeavors. 

 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


