
IT Project End-Phase Report 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: End-Phase Report for [Project Name] 

1. Project Overview 

[Brief description of the project objectives and scope.] 

2. Summary of Deliverables 

• [Deliverable 1] 

• [Deliverable 2] 

• [Deliverable 3] 

3. Performance Metrics 

[Summary of key performance indicators and whether they were met.] 

4. Challenges Faced 

[Brief overview of key challenges encountered during the project.] 

5. Lessons Learned 

[Summary of valuable lessons and improvements identified.] 

6. Recommendations for Future Projects 

[Provide any recommendations based on the project experience.] 

7. Conclusion 

[Final thoughts and thank you to the team and stakeholders.] 

Best Regards, 

[Your Name] 



[Your Position] 

[Your Contact Information] 


