
Project Completion Report Distribution 

Date: [Insert Date] 

To: [List of Recipients] 

From: [Your Name] | [Your Position] 

Subject: Distribution of Project Completion Report for [Project Name] 

Dear [Recipient's Name], 

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

completed. Attached you will find the Project Completion Report, which outlines the objectives 

met, outcomes achieved, and lessons learned throughout the project lifecycle. 

Key highlights of the project include: 

• [Highlight 1] 

• [Highlight 2] 

• [Highlight 3] 

We appreciate your support and collaboration during this project and look forward to future 

opportunities to work together. Please feel free to reach out if you have any questions or require 

further information. 

Thank you. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


