
Subcontractor Performance Completion 

Letter 

Date: [Insert Date] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Phone Number] 

To: [Subcontractor's Name] 

[Subcontractor's Company Name] 

[Subcontractor's Address] 

[City, State, Zip Code] 

Dear [Subcontractor's Name], 

We are writing to formally acknowledge the successful completion of your performance on the 

[Project Name/Description] as per the contract signed on [Contract Date]. We appreciate your 

commitment and professionalism throughout the duration of this project. 

The following tasks were completed as agreed upon: 

• [Task 1 Description] 

• [Task 2 Description] 

• [Task 3 Description] 

We commend you for meeting the project deadlines and delivering quality work. As per our 

agreement, we will process the final payment of [Amount] by [Payment Date]. 

Thank you for your collaboration on this project. We look forward to the possibility of working 

together again in the future. 

Sincerely, 

[Your Name] 

[Your Job Title] 



[Your Company Name] 


