
Project Completion Summary 

Date: [Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Project Completion Summary for [Project Name] 

Project Overview 

The [Project Name] has been successfully completed as per the project plan. The objectives set 

out at the beginning have been met, and the project was delivered on time and within budget. 

Key Highlights 

• Completion Date: [Completion Date] 

• Total Budget: [Budget Amount] 

• Final Deliverables: [List of Deliverables] 

Outcomes 

The project has achieved the following outcomes: 

• [Outcome 1] 

• [Outcome 2] 

• [Outcome 3] 

Lessons Learned 

Throughout the project, we identified several key lessons: 

• [Lesson 1] 

• [Lesson 2] 

• [Lesson 3] 

Next Steps 

Looking ahead, we recommend: 

• [Next Step 1] 

• [Next Step 2] 



• [Next Step 3] 

Conclusion 

Thank you for your support and collaboration throughout the project. We look forward to future 

opportunities to work together. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Contact Information] 


