
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well.  

I am writing to formally document the services rendered as per our 

agreement dated [date of agreement]. This letter serves as a summary of 

the tasks completed and the outcomes achieved.  

**Services Provided:**  

- [Service 1: Description]  

- [Service 2: Description]  

- [Service 3: Description]  

**Timeline:**  

- Start Date: [Start Date]  

- Completion Date: [Completion Date]  

**Outcome/Results:**  

- [Result 1: Description]  

- [Result 2: Description]  

Should you require further information or clarification regarding the 

services provided, please feel free to reach out.  

Thank you for the opportunity to work together.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name] 


