
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company/Organization]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Project Completion Notification  

I am pleased to inform you that the [Project Name] has been successfully 

completed as of [Completion Date].  

Project Overview:  

- Brief description of the project  

- Objectives and goals achieved  

Key Deliverables:  

1. [Deliverable 1]  

2. [Deliverable 2]  

3. [Deliverable 3]  

Achievements:  

- [Highlight significant achievements or milestones]  

Next Steps:  

- [Outline any follow-up actions or future recommendations]  

Thank you for your support and collaboration throughout this project. 

Please feel free to reach out if you have any questions or require 

further information.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company/Organization] 


