
Project Closure Letter 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Title] 

[Company/Organization Name] 

[Address] 

Dear [Recipient Name], 

As we come to the conclusion of the [Project Name], I would like to take this opportunity to 

formally close out the project and express my gratitude for your collaboration and support 

throughout this journey. 

The project, initiated on [Start Date], has successfully achieved its objectives, namely: 

• [Objective 1] 

• [Objective 2] 

• [Objective 3] 

Thanks to the dedicated efforts of the team and stakeholders, we have made significant progress, 

and I am proud of what we have accomplished together. The final report, including the outcome 

and performance metrics, is attached for your review. 

We will ensure that all project documentation is archived, and any outstanding deliverables will 

be completed by [Final Deadline]. Should you have any questions or need further engagement, 

please do not hesitate to reach out. 

Thank you once again for your tremendous support during this project. I look forward to the 

possibility of collaborating on future endeavors. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Company/Organization] 

[Your Contact Information] 


