
Project Closure Notification 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Recipient's Organization] 

[Recipient's Address] 

Dear [Recipient's Name], 

We hope this message finds you well. We are writing to formally notify you about the closure of 

the [Project Name] project, which was initiated on [Start Date] and concluded on [End Date]. 

Throughout the duration of this project, we have achieved [briefly mention key achievements or 

impacts]. We are grateful for the support and partnership from [mention any collaborators or 

sponsors] that made this possible. 

The project has successfully met its objectives, and we are proud of the outcomes, which 

include: [List a few major outcomes or impacts]. 

As we conclude this project, we will undertake a final review and documentation process to 

collate all findings and learnings. We will ensure that all stakeholders receive a comprehensive 

report of the project activities and outcomes by [Insert Date]. 

We thank you for your support and collaboration throughout this journey. We look forward to 

opportunities for future partnerships. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


