
Request for Bond Release Confirmation 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company/Organization Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

I am writing to formally request confirmation of the release of the bond for [Project/Service 

Name or Reference]. As the completion of the [project/service] has been finalized, I would 

appreciate your assistance in processing the release at your earliest convenience. 

Details of the bond are as follows: 

• Bond Number: [Insert Bond Number] 

• Amount: [Insert Bond Amount] 

• Date of Issue: [Insert Date of Issue] 

• Purpose: [Insert Purpose of Bond] 

Should you require any further information or documentation from my side, please do not 

hesitate to contact me at [Your Phone Number] or [Your Email]. I look forward to your prompt 

response regarding this matter. 

Thank you for your attention to this request. 



 

Sincerely, 

[Your Name] 


