
Project Completion Assessment 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Project Completion Assessment - [Project Name] 

Dear [Recipient's Name], 

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

[Completion Date]. The project was executed as per the outlined objectives and within the 

allocated budget. 

Project Overview 

[Briefly describe the project, its goals, and its significance.] 

Assessment Highlights 

• Objective Achievement: [List objectives and their outcomes] 

• Budget Analysis: [Provide a summary of budget utilization] 

• Timeline Adherence: [Discuss any deviations from the timeline] 

Future Recommendations 

[Provide any recommendations for future projects or follow-up actions.] 

Thank you for your support and collaboration throughout this project. Should you require further 

details or wish to discuss the assessment, please feel free to contact me. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Organization]  

[Your Contact Information] 


