
Project Completion Termination Notice 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

We are writing to officially notify you of the completion and termination of the [Project Name] 

as of [Completion Date]. As per our contract, this letter serves to confirm the satisfactory 

completion of the project, and we appreciate your collaboration and support throughout the 

process. 

As we move towards finalizing the project, we will be conducting a thorough budget 

reconciliation to account for all expenses incurred and ensure that all financial obligations are 

met. We ask that you provide any outstanding invoices or documentation related to the project by 

[Deadline Date]. 

Please feel free to reach out to us if you have any questions or require further information 

regarding the reconciliation process. 

Thank you once again for your partnership on this project. We look forward to working together 

in the future. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization Name] 

[Your Contact Information] 


