
Work Completion Confirmation 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

We are pleased to inform you that the work related to [Project/Task Name] has been successfully 

completed as of [Completion Date]. This project was executed in accordance with the agreed-

upon specifications and standards. 

Here are the key details of the completed work: 

• Project/Task Description: [Description] 

• Completion Date: [Date] 

• Summary of Work Done: [Summary] 

If you have any questions or require further information, please do not hesitate to reach out. 

Thank you for the opportunity to work on this project. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


