
Project Finalization Notice 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Finalization of Project [Project Name] 

Dear [Recipient Name], 

We are pleased to announce that the project [Project Name] has reached its final stages and is 

officially completed as of [Completion Date]. We appreciate the hard work and dedication 

exhibited by all team members throughout the project's duration. 

The project deliverables have been reviewed and met the outlined objectives. Enclosed, you will 

find the final project report and any necessary documentation for your records. 

Thank you for your collaboration and support. Please feel free to reach out if you have any 

questions or need further assistance regarding the project. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


