
Project Termination Follow-up Plan 

Dear [Recipient's Name], 

As we conclude the [Project Name], I would like to take this opportunity to thank you and your 

team for your invaluable contribution and collaboration throughout the project. 

Project Summary 

We successfully completed the project objectives, as detailed in our initial agreement. Key 

outcomes include: 

• [Outcome 1] 

• [Outcome 2] 

• [Outcome 3] 

Follow-up Actions 

To ensure effective collaboration in the future, I propose the following follow-up actions: 

1. Schedule a wrap-up meeting to discuss lessons learned and feedback. 

2. Identify potential areas for future projects or collaborations. 

3. Establish a communication plan to stay in touch. 

Future Collaboration 

I believe there are numerous opportunities for us to work together again. I would love to explore 

how we can combine our strengths for future endeavors. 

Thank you once again for your partnership. I look forward to your thoughts on our follow-up 

plan. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


