
Term Summary Letter 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Address] 

Dear [Recipient Name], 

I hope this letter finds you in great spirits. As we conclude the [Term/Quarter/Semester] of 

[Year], I would like to provide you with a summary of the key activities and achievements 

during this term. 

Summary of Activities 

• [Activity 1: Description] 

• [Activity 2: Description] 

• [Activity 3: Description] 

Achievements 

We are proud to report the following achievements: 

1. [Achievement 1] 

2. [Achievement 2] 

3. [Achievement 3] 

As we look ahead to the next term, we are excited about the opportunities that lie ahead. Thank 

you for your continued support and dedication. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


