
Project Completion Termination Notice 

Date: [Insert Date] 

To: [Recipient's Name]  

[Recipient's Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

We hereby inform you that the [Project Name] has reached its completion as per the terms stated 

in our agreement dated [Insert Date of Agreement]. This letter serves as formal notice of 

termination of the project contract effective as of [Insert Effective Date]. 

We appreciate the collaboration and efforts put forth during the course of this project. All 

deliverables have been fulfilled, and we believe we have met the objectives outlined in our initial 

agreement. 

For legal compliance, please confirm the receipt of this termination notice and acknowledge the 

completion of our contractual obligations. 

Should you have any questions or require further discussion, feel free to contact me at [Your 

Phone Number] or [Your Email Address]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code] 


