
Project Wrap-Up Notice 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Project Wrap-Up Notice for [Project Name] 

Dear [Recipient's Name], 

We are pleased to announce the successful completion of the [Project Name] project. As of 

[Completion Date], all project objectives have been successfully met according to the established 

timeline and budget. 

Key Highlights: 

• [Highlight 1] 

• [Highlight 2] 

• [Highlight 3] 

We would like to take this opportunity to thank all team members and stakeholders who 

contributed to the success of this project. Your hard work and dedication have been invaluable. 

If you have any questions or require further details regarding the project outcomes, please do not 

hesitate to reach out. 

Thank you once again for your collaboration. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


