
[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

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

completion of [specific task or project name] as of [completion date].  

All objectives have been met, and the following deliverables have been 

successfully completed:  

- [List of deliverables or tasks completed]  

- [Additional relevant details if necessary]  

If you require any further information or have any questions, please feel 

free to reach out.  

Thank you for your attention, and I look forward to your acknowledgment.  

Best regards,  

[Your Signature (if sending a hard copy)]  

[Your Typed Name]  

[Your Position] 


