Project Completion Evaluation

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Project Completion Evaluation for [Project Name]

Dear [Recipient's Name],

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

of [Completion Date]. This evaluation provides an overview of the project's objectives,
outcomes, and overall performance.

Project Objectives
o [Obijective 1]

o [Objective 2]
o [Obijective 3]

Outcomes Achieved
e [Outcome 1]

e [Outcome 2]
e [Outcome 3]

Performance Evaluation

The project was evaluated based on the following criteria:
e Timeliness: [Evaluation]

e Quality: [Evaluation]
« Budget Adherence: [Evaluation]

Feedback

We appreciate the efforts of all team members and stakeholders involved in this project. Your
contributions have been invaluable.

Conclusion



Thank you for your support throughout this project. We look forward to collaborating with you
on future initiatives.

Sincerely,
[Your Name]
[Your Position]

[Your Contact Information]



