
Project Wrap Report 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Project Wrap Report for [Project Name] 

Dear [Recipient Name], 

I am writing to provide an overview of the [Project Name], which has reached its conclusion as 

of [End Date]. This report summarizes the project outcomes, key deliverables, and lessons 

learned. 

Project Overview 

[Brief description of the project's objectives and goals.] 

Key Deliverables 

• [Deliverable 1] 

• [Deliverable 2] 

• [Deliverable 3] 

Outcomes 

[Summary of the outcomes achieved through the project.] 

Lessons Learned 

[Insights and lessons gained throughout the project lifecycle.] 

Next Steps 

[Recommendations for future projects or follow-up actions.] 

Thank you for your support throughout this project. If you have any questions or require further 

information, please feel free to reach out. 

Sincerely, 



[Your Name] 

[Your Position] 

[Your Contact Information] 


