
Project Completion Termination Notice 

Date: [Insert Date] 

To: [Team/Individual Name] 

Subject: Project Completion and Termination Notice 

Dear Team, 

We are writing to formally notify you that the [Project Name] has been successfully completed 

as of [Completion Date]. We appreciate all the hard work and dedication demonstrated 

throughout the project's lifecycle. 

As a result of this completion, please be advised that the project will officially terminate on 

[Termination Date]. All project-related activities and responsibilities should be wrapped up by 

this date. 

We encourage everyone to participate in the upcoming debriefing session scheduled for 

[Debriefing Date] to discuss the project outcomes and gather any feedback for future projects. 

Thank you once again for your commitment and contributions to this project. If you have any 

questions or concerns regarding the termination process, please feel free to reach out. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


