
Project Closure Communication 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Project Closure Notification - [Project Name] 

Dear [Recipient's Name], 

We are pleased to announce the official closure of the [Project Name] project, which was 

launched on [Start Date] and concluded on [End Date]. This project has been instrumental in 

achieving [briefly mention project goals or outcomes]. 

Over the course of the project, we successfully [list key achievements]. We would like to express 

our gratitude to everyone who contributed to this endeavor. 

As we close this project, all relevant documentation will be archived, and final reports will be 

shared with stakeholders by [Insert Deadline]. If you have any questions or require further 

details, please do not hesitate to reach out. 

Thank you once again for your dedication and hard work. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


