
[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Completion of [Project/Task Name]  

I am pleased to inform you that we have successfully completed the 

[Project/Task Name] as per the specifications and timeline outlined in 

our agreement.  

[Brief description of the work completed, including key highlights and 

any challenges faced.]  

We appreciate your support and collaboration throughout this process. 

Please find the attached documentation for your review.  

If you have any questions or require further information, feel free to 

reach out.  

Thank you for the opportunity to work on this project.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company] 


