
Project Wrap-Up Letter 

Date: [Insert Date] 

To: [Client's Name] 

[Client's Company Name] 

[Client's Address] 

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 comprehensive wrap-up of the project and outlines key 

achievements, lessons learned, and next steps. 

Project Overview 

[Briefly describe the project scope and objectives] 

Key Achievements 

• [Achievement 1] 

• [Achievement 2] 

• [Achievement 3] 

Lessons Learned 

[Discuss any lessons learned during the project] 

Next Steps 

[Outline any further actions required, if applicable] 

We appreciate the opportunity to work with you and your team on this project. Please feel free to 

reach out if you have any questions or need further information. 

Thank you for your partnership. 

Sincerely, 

[Your Name] 



[Your Position] 

[Your Company Name] 

[Your Contact Information] 


