
Project Phase Completion Notice 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Completion of Project Phase [Insert Phase Name] 

Dear [Recipient's Name], 

We are pleased to inform you that Phase [Insert Phase Number] of the [Project Name] has been 

successfully completed as of [Completion Date]. 

During this phase, we have achieved the following objectives: 

• [Objective 1] 

• [Objective 2] 

• [Objective 3] 

We are now moving to the next phase, which is scheduled to begin on [Start Date of Next 

Phase]. If you have any questions or require further details, please feel free to reach out. 

Thank you for your support and collaboration. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


