
Project Conclusion Notice 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

We are pleased to inform you that the [Project Name] has reached its successful conclusion as of 

[Completion Date]. It has been a productive journey, and we are grateful for your support and 

collaboration throughout this project. 

During the course of this project, we have achieved the following milestones: 

• [Milestone 1] 

• [Milestone 2] 

• [Milestone 3] 

We will be providing a final report that includes detailed findings and outcomes, which will be 

sent to you by [Report Delivery Date]. Should you have any questions or require further 

information, please do not hesitate to reach out. 

Thank you once again for your partnership. We look forward to potential future collaborations. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Company/Organization Name] 

[Contact Information] 


