
Project Termination Notice 

Date: [Insert Date] 

To: [Stakeholder Name] 

From: [Your Name] 

Subject: Termination of [Project Name] 

Dear [Stakeholder Name], 

We regret to inform you that after careful consideration, we have decided to terminate the 

[Project Name] effective immediately. This decision was made due to [brief reason for 

termination, e.g., budget constraints, project misalignment with business objectives, etc.]. 

We appreciate the support and effort that you have contributed to this project. Please be assured 

that we will handle the closure process with the utmost care and attention. We will finalize all 

outstanding matters and ensure that all involved parties are informed of the next steps. 

Should you have any questions or require further information, please do not hesitate to reach out 

to me directly. 

Thank you for your understanding. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


