
Project Completion Notification 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

We are pleased to inform you that the [Project Name] has been successfully completed as of 

[Completion Date]. We appreciate the opportunity to work on this project and are proud of the 

results achieved. 

The project objectives were met as per the initial timeline and deliverables. A detailed report 

outlining the project outcomes, including any challenges faced and solutions implemented, is 

attached for your review. 

We would like to take this opportunity to thank you for your support and collaboration 

throughout the project. We look forward to the possibility of working together on future projects. 

If you have any questions or require further information, please do not hesitate to contact us. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company/Organization Name] 

[Your Contact Information] 


