
Project Handover Documentation 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Project Handover Documentation for Compliance 

Dear [Recipient Name], 

We are pleased to inform you that the project titled "[Project Name]" has reached its completion 

stage and is now ready for handover. Attached to this letter, you will find all necessary 

documentation related to the project, including compliance records and final reports. 

Project Overview 

[Brief description of the project, its objectives, and outcomes] 

Compliance Documentation 

• [Document 1: Description] 

• [Document 2: Description] 

• [Document 3: Description] 

Final Approval 

Please review the enclosed documents and provide your approval at your earliest convenience. If 

there are any questions or additional information required, do not hesitate to reach out. 

Thank you for your collaboration throughout the project. We look forward to your response. 

Best Regards, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Contact Information] 


