
Project Phase Completion Notification 

Date: [Insert Date] 

To, 

[Client Name] 

[Client Address] 

Subject: Completion of Phase [Phase Number] for [Project 

Name] 

Dear [Client Name], 

I hope this message finds you well. I am pleased to inform you that I have successfully 

completed Phase [Phase Number] of the [Project Name]. The details of the completed tasks are 

as follows: 

• [Task 1 Description] 

• [Task 2 Description] 

• [Task 3 Description] 

As discussed in our initial agreement, the next phase will commence on [Start Date of Next 

Phase]. I will ensure all the deliverables meet your expectations and timelines. 

Thank you for your continued support and collaboration. Please feel free to reach out if you have 

any questions or need further clarification. 

Best regards, 

[Your Name] 

[Your Contact Information] 

[Your Company Name] 


