
Project Wrap-Up Communication 

Dear [Contractor's Name], 

We hope this message finds you well. As we reach the conclusion of the [Project Name], we 

would like to take this opportunity to communicate the wrap-up details of the project. 

Throughout the duration of this project, your contributions have been invaluable, and we greatly 

appreciate the dedication and effort your team has put forth. The project has now officially 

reached completion as of [Completion Date]. 

Final Deliverables 

• Deliverable 1: [Description] 

• Deliverable 2: [Description] 

• Deliverable 3: [Description] 

Next Steps 

We kindly ask you to provide any outstanding invoices by [Invoice Submission Deadline] to 

ensure timely processing. Additionally, we would like to schedule a final review meeting on 

[Suggested Date and Time]. Please confirm your availability. 

Thank you once again for your hard work and partnership throughout this project. It has been a 

pleasure working with you. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


