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Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Final Report on [Project Title] 

Executive Summary 

[Briefly summarize the purpose, methodology, and key findings of the consultancy project.] 

Introduction 

[Provide an introduction to the consultancy project, including background information and 

objectives.] 

Methodology 

[Describe the methodology used during the consultancy project, including data collection and 

analysis techniques.] 

Findings 

[Present the key findings of the project in a clear and concise manner.] 

Recommendations 

[Outline the recommendations based on the findings, along with actionable steps for 

implementation.] 

Conclusion 

[Conclude the report with a summary and reiteration of the importance of the findings and 

recommendations.] 

Appendices 

[Include any additional supporting documents or data as needed.] 



Thank you for the opportunity to conduct this consultancy project. Please feel free to reach out if 

you have any questions or require further information. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


