
Project Completion Notification 

Date: [Insert Date] 

To: 

[Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

We are pleased to inform you that the [Project Name] located at [Project Location] has reached 

completion as of [Completion Date]. 

The project was carried out successfully and within the stipulated time frame. All phases of the 

project have been executed according to the agreed specifications and quality standards. 

Please find attached the final documentation, including as-built drawings, inspection reports, and 

warranties for your records. 

We would like to take this opportunity to thank you for your cooperation and support throughout 

the duration of the project. 

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

us. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


