
Phase Completion Report 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Completion of Phase [Number] of Road Resurfacing Project 

Dear [Recipient Name], 

I am pleased to inform you that Phase [Number] of the Road Resurfacing Project has been 

successfully completed as of [Completion Date]. This phase included the resurfacing of [insert 

road names/sections], which has been executed in accordance with the project specifications and 

timelines. 

The key highlights of the completed phase include: 

• Preparation work completed ahead of schedule 

• Use of high-quality materials ensuring durability 

• Compliance with safety regulations throughout the project 

• Minimal disruption to traffic during the operation 

The project team has conducted thorough inspections to ensure quality and compliance. All 

necessary documentation, including inspection reports and photographs, will be submitted with 

this report for your review. 

We anticipate the next phase to commence on [Start Date of Next Phase], as per the proposed 

timeline. We appreciate your support and cooperation throughout this project. 

Should you have any questions or require further information, please do not hesitate to contact 

me. 

Thank you for your continued partnership. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


