
Completion and Satisfaction Report 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Project Completion and Satisfaction Report 

Project Overview 

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

[Completion Date]. The project was initiated on [Start Date] and completed within the agreed 

timeframe and budget. 

Objectives Achieved 

• [Objective 1] 

• [Objective 2] 

• [Objective 3] 

Client Satisfaction 

We conducted a satisfaction survey with the following results: 

• Overall Satisfaction: [Percentage] 

• Quality of Deliverables: [Percentage] 

• Timeliness: [Percentage] 

• Communication: [Percentage] 

Feedback 

We appreciate your feedback on this project, and we have taken into account your suggestions, 

such as [Insert Feedback]. 

Conclusion 

Thank you for your collaboration and support throughout this project. We look forward to the 

opportunity to work together on future projects. 

Sincerely, 



[Your Name] 

[Your Position] 

[Your Company] 


