
Subject: Urgent Request for Project Finish Date 

Confirmation 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to urgently request confirmation of the finish 

date for the [Project Name] project. As we are nearing the deadline for related deliverables, it is 

crucial for us to have a clear understanding of the remaining timeline. 

Could you please provide an update on the expected completion date at your earliest 

convenience? This information is vital for our planning and resource allocation. 

Thank you for your prompt attention to this matter. I look forward to your swift response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


