
Project Completion Confirmation 

Date: [Insert Date] 

To: [Management/Recipient's Name] 

From: [Your Name/Your Position] 

Subject: Confirmation of Project Completion - [Project Name] 

Dear [Management/Recipient's Name], 

I am pleased to inform you that the [Project Name] has been successfully completed as of 

[Completion Date]. This project was conducted in accordance with the established timeline and 

budget. 

Key highlights of the project include: 

• [Highlight 1] 

• [Highlight 2] 

• [Highlight 3] 

All project deliverables have been met, and the final outcomes are as per the agreed 

specifications. I have attached the final report and relevant documentation for your review. 

Please let me know if you require any further information or if there are additional steps to 

finalize the project. 

Thank you for your support throughout this project. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


