
Project Service Phase Completion Letter 

Date: [Insert Date] 

To: 

[Recipient Name] 

[Recipient Title] 

[Company Name] 

[Company Address] 

Dear [Recipient Name], 

We are pleased to inform you that the service phase of the [Project Name] has been successfully 

completed as of [Completion Date]. This phase entailed [briefly describe the services provided], 

and we are proud to report that all deliverables have been met as per the agreed schedule and 

specifications. 

We appreciate the collaboration and support from your team throughout this process. Our next 

steps will involve [briefly outline the next project phase or actions required]. 

Please feel free to reach out if you have any questions or need further information. 

Thank you for your trust in us, and we look forward to continuing our partnership. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


