Project Handover Update

Date: [Insert Date]

To: [Insert Recipient(s)]

From: [Your Name]

Subject: Project Handover Updates
Dear [Recipient's Name],

I hope this message finds you well. As we reach the final stages of the [Project Name], | would
like to provide an update regarding the project handover process.

1. Current Status: We have completed [X%] of the project milestones and are on schedule for
final deliverables by [Insert Deadline].

2. Documentation: All project-related documents, including design files, reports, and manuals,
will be uploaded to [Insert Location] by [Insert Date].

3. Training Sessions: Scheduled training sessions for the handover will take place on [Insert
Dates]. Participation from all relevant parties is encouraged.

4. Contact Information: For any questions or further clarifications, please reach out to me
directly at [Your Email] or [Your Phone Number].

Thank you for your continued support and cooperation throughout this project. We look forward
to a successful handover.

Best regards,
[Your Name]
[Your Position]

[Your Company]



