
Project Completion Acknowledgment 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

We are pleased to formally acknowledge the completion of the [Project Name] project. This 

project, which began on [Start Date], was completed on [Completion Date], and was successfully 

delivered within the agreed-upon scope and timeline. 

We appreciate the hard work and dedication exhibited by your team throughout this process, 

which made this project a success. Enclosed with this letter, you will find all relevant 

documentation confirming the completion of the project. 

Thank you for your collaboration. We look forward to future projects together. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization Name] 

[Contact Information] 


