Project Initiation Completion Notification

Date: [Insert Date]
To: [Recipient's Name]
From: [Your Name]
Subject: Completion of Project Initiation Phase
Dear [Recipient's Name],
We are pleased to inform you that the initiation phase of the [Project Name] has been
successfully completed. The team has diligently worked to ensure that all necessary
documentation and planning have been finalized.
The key outcomes of this phase include:
e Project Charter Approval
o Stakeholder Identification and Analysis

o Initial Risk Assessment

We would like to thank everyone involved for their hard work and commitment. The next phase
will commence on [Insert Start Date], and further details will be shared soon.

Thank you for your attention.
Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]



