
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company/Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this message finds you well.  

I am pleased to inform you that we have completed the [Project Name] 

ahead of schedule. Originally slated for completion on [Original 

Completion Date], we finalized all deliverables by [Actual Completion 

Date].  

This achievement reflects our team's hard work and dedication. We 

encountered challenges along the way, but we managed to stay focused and 

adapt to ensure the project met its goals effectively.  

We are currently preparing the final documentation and will be ready for 

the official handover by [Proposed Handover Date]. Please let us know a 

convenient time for you to review and discuss next steps.  

Thank you for your continued support.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company/Organization] 


