
Project Termination Summary 

Date: [Insert Date] 

To: [Client's Name] 

From: [Your Company Name] 

Subject: Project Termination Summary for [Project Name] 

Dear [Client's Name], 

We would like to formally summarize the conclusion of the [Project Name] project, which has 

now reached its termination as per our mutual agreement. Below are the key points regarding the 

project closure: 

Project Overview 

[Brief overview of the project, including objectives and goals] 

Timeline 

Start Date: [Start Date] 

End Date: [End Date] 

Deliverables 

[List of deliverables completed during the project] 

Final Outcomes 

[Summary of the achievements and results of the project] 

Next Steps 

[Information on any final steps, outstanding items, or client responsibilities] 

Thank You 

We would like to thank you for your collaboration and support throughout this project. We hope 

to work together again in the future. 

Best regards, 



[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


