A clearer client handoff
PROJECT DELIVERY LETTER
September 2, 2026
Hello project team,
The latest document package is ready for review. This handoff keeps the source material, review notes, and final delivery steps in one place so the next action is clear.
Included in this delivery
· Editable project brief
· Approved content checklist
· Final review timeline
Please review the package by Friday and record any remaining questions in the shared checklist.
Regards,
Operations Team
