
Project Completion Confirmation 

Date: [Insert Date] 

Client Name: [Insert Client Name] 

Client Address: [Insert Client Address] 

Dear [Client Name], 

We are pleased to inform you that the [Project Name] has been successfully completed as per the 

agreed timeline and specifications. We appreciate your collaboration and support throughout this 

project. 

Below are the details of the completed project: 

• Project Scope: [Brief Description] 

• Start Date: [Insert Start Date] 

• Completion Date: [Insert Completion Date] 

• Project Manager: [Insert Project Manager Name] 

Please review the completed work and do not hesitate to reach out if you have any questions or 

require further assistance. 

Thank you for choosing [Your Company Name]. We look forward to the opportunity to work 

with you again in the future. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


