Date: [DATE]
To: The Manager
Cc: Major stakeholders, any colleagues who are a part of this task, clients.
Subject: Project Completion Status Update.
I am writing to inform you that the project named XYZ has been completed successfully. The project began on 20th June 20XX and the proposed due date for the conclusion of the project was 20th August 20XX. I am happy to notify you that due to the diligent work of the team and their untiring fervor, we were able to complete the project successfully. There was little delay in the work due to some unprecedented setbacks and a shortage of raw materials. Despite the delay, we were able to get back on track and finish the work on time.
We were able to develop an innovative solution to the proposed problem that tested well in the Quality assurance environment. Our key tasks were to develop a prototype and test it in real life and in simulation. We believe that this will be acceptable by our client and will be according to the technical spec they proposed. The project was completed within the budget allocated for it by the client initially.
Please don’t hesitate to reach out to us if you need any further information regarding the details of the project.
Thank you
Yours sincerely
Signatures.
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