
Project Completion Summary and Feedback 

Request 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to provide a summary of the [Project Name] that 

we recently completed on [Completion Date]. 

Project Overview 

The primary objective of the project was to [briefly describe the project objective]. We are 

pleased to report that we achieved [mention key outcomes or achievements]. 

Key Deliverables 

• [Deliverable 1] 

• [Deliverable 2] 

• [Deliverable 3] 

Lessons Learned 

During the project, we encountered several challenges, including [mention any challenges and 

how they were addressed]. These experiences have provided valuable insights that we will carry 

into future projects. 

Feedback Request 

We value your insights and would greatly appreciate your feedback regarding the project. 

Specifically, we would like to know: 

• What aspects of the project did you find most effective? 

• Were there any areas for improvement? 

• Any additional comments or suggestions? 

Please feel free to respond directly to this email or reach out to me at [Your Contact 

Information]. Your feedback is invaluable in helping us enhance our future projects. 

Thank you once again for your collaboration and support throughout this project. 

Best regards, 



[Your Name] 

[Your Job Title] 

[Your Company] 

[Your Contact Information] 


