
[Your Name]  

[Your Position]  

[Your Company]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Project Closure for XDM Project  

I hope this message finds you well. I am writing to formally announce the 

closure of the XDM Project, which has reached its successful completion 

as of [Completion Date].  

Throughout the project's duration, we have achieved major milestones, 

including [Briefly List Key Achievements]. Our collaboration has proven 

to be invaluable, and I appreciate the effort and dedication shown by 

everyone involved.  

In closing the project, we have ensured that all necessary documentation, 

data, and deliverables are complete and available for future reference. 

Please find attached [any relevant documents or files].  

Thank you once again for your partnership and support during this 

project. If you have any questions or need further information, please 

feel free to reach out.  

Best regards,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position]  

[Your Company] 


