
Project Completion Notification 

Date: [Insert Date] 

To: 

[Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

We are pleased to inform you that the [Project Name] has been successfully completed as of 

[Completion Date]. We are proud to announce that we met all the objectives outlined in the 

project plan and delivered the final outcomes as per the agreed timeline. 

Throughout the duration of the project, we adhered to the highest standards of quality and 

professionalism. We appreciate your support and collaboration, which were invaluable in 

achieving the project goals. 

We have attached a summary report detailing the outcomes, deliverables, and any future 

recommendations. Should you have any questions or require further information, please do not 

hesitate to contact us. 

Thank you once again for your partnership. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization Name] 

[Contact Information] 


