
Project Phase Completion Acknowledgment 

Date: [Insert Date] 

To, 

[Client's Name] 

[Client's Title] 

[Client's Company] 

[Client's Address] 

Dear [Client's Name], 

We are pleased to inform you that we have successfully completed the [Project Phase Name] 

phase of the [Project Name] as per the agreed timeline and specifications. This achievement has 

been made possible through the collaborative efforts of our teams, and we appreciate your 

support throughout this phase. 

The following objectives were achieved: 

• [Objective 1] 

• [Objective 2] 

• [Objective 3] 

Enclosed are the relevant documents and reports for your review. Please take a moment to 

acknowledge the successful completion of this phase at your earliest convenience. 

We look forward to your feedback and to collaborating on the next phase of this project. 

Thank you for your continued partnership. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


