
Project Finish Update 

Date: [Insert Date] 

To: [Management/Recipient Name] 

From: [Your Name] 

Subject: Project Completion Update for [Project Name] 

Dear [Recipient Name], 

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

[Completion Date]. The project objectives have been met, and we have delivered the expected 

outcomes within the defined timeline and budget. 

Key highlights of the project include: 

• Completion of [specific task or milestone] 

• Achievement of [specific goal or KPI] 

• Collaboration with [teams or partners involved] 

The project documentation and final reports are attached for your review. I would like to take 

this opportunity to express my gratitude for your support throughout this project. 

Please let me know if you have any questions or require further information. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Contact Information] 


