
Project Completion Termination Notice 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Title] 

[Company Name] 

[Company Address] 

Dear [Recipient Name], 

We are writing to formally notify you of the completion of the project titled "[Project Name]," 

which was initiated on [Start Date]. Following a thorough review and performance evaluation, 

we have determined that all objectives have been successfully met as per the project 

specifications. 

We appreciate your cooperation and contributions throughout this project. Please find attached 

the final performance review report that details the outcomes and evaluations. 

Should you have any questions or require further clarification regarding the project details, feel 

free to contact us at your earliest convenience. 

Thank you for your collaboration and support. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Contact Information] 


