
[Your Name] 

[Your Title] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Subcontractor's Name] 

[Subcontractor's Company] 

[Subcontractor's Address] 

[City, State, Zip Code] 

Dear [Subcontractor's Name], 

I hope this message finds you well. I would like to take this opportunity to formally request the 

final documentation pertaining to the [Project Name] project that has been completed ahead of 

schedule by your team. 

In order to proceed with the project closeout process, we kindly ask that you provide us with the 

following documents: 

• Final project report 

• As-built drawings 

• Operation and maintenance manuals 

• Certificates and warranties 

• Any other relevant documentation 

Please send the requested documentation to our office by [Specific Deadline], or feel free to 

reach out if you have any questions or need further clarification regarding this request. 

Thank you for your cooperation and for your excellent work on this project. We look forward to 

your prompt response. 

Best regards, 



[Your Name] 

[Your Title] 

[Your Company] 


