
Project Completion Notification 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

Dear [Recipient's Name], 

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

agreed timeline and objectives. The project commenced on [Start Date] and concluded on [End 

Date]. 

Throughout the duration of this project, we achieved the following milestones:  

• [Milestone 1] 

• [Milestone 2] 

• [Milestone 3] 

We would like to extend our gratitude to you and your team for your cooperation and support 

throughout this process. We believe the outcomes will bring significant value to 

[Company/Organization Name]. 

Please find attached the final project report and the documentation for your reference. 

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

hesitate to contact me at [Your Phone Number] or [Your Email Address]. 

Thank you once again for the opportunity to work together. We look forward to potential future 

collaborations. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Company Address] 


