Ending a Project
[project logo or short title]
Project Title: [logo]
Project End Date: 
Date Letter Sent: 
Dear [Community Research Partner’s Name], 

Thank you for being part of [Project name].  We achieved a lot together, and we could not have done it without you. 
Here is a summary of what we did together and some ideas for staying connected if you want. 
[image: ]
1. What did we achieve together? 
· [Summarize the project results and outcomes in a few bullet points. Add any links to project materials].



2. [image: ]What did you do? 
· [Summarize partner role].
 



3. [image: ]What’s next for our project?
· [List any next steps such as sharing results, giving presentation, or writing publications, etc. Be clear about payment for these steps].




4. [image: ]You can add your work on this project to your resume. 
The agreement template includes information about adding this project to your resume.





5. [image: ]How do you want to be recognized for the work you did on this project? (circle or highlight your choices)
· A certificate
· An end-of-project event or party 
· Letter of recommendation
· Other (please describe): 

6. [image: ]Do you want to stay in touch with our team after the project ends? (circle or highlight your choices)
· [image: ]No, I do not want to be in touch with the team. 
· [image: ]Yes, I would like to stay in touch with the team.
· Invitations to events 
· Updates on the project 
· Helping with research publications or presentations 
· Helping with other projects in the future
· Other (please describe):  _____________________



7. Are you interested in doing activities even if we can’t pay you right now?  (circle or highlight your choice)
· Yes, it is ok if I can’t be paid.
· No, I only want to do things I can get paid for.
· I might be ok with some things without getting paid.
8. How would you like us to send you updates about the project after it ends? (circle/highlight and write in your choices)
· Email, Email address: _____________________
· Text me at: _________________
· Call me on the phone at: _____________________
· Printed mail, address:  ______________________
· Other (please describe): _____________________


9. [image: ]How often would you like us to send you updates? (circle or highlight your choice)
· Anytime there is news
· About once a year
· Other (please describe)

10. [image: ]Would you like to work together again in the future?  (circle or highlight your choice)
· Yes
· No
· Maybe 


11. Do you have any other feedback you would like to share with the project leaders to make future projects better?


Thank you again for all your help with this project. If you would like to talk more about the project or have questions, please reach out to us at [contact information]. 

Best, 
[Team leader names and photos]
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