
Contractor Completion Certificate Request 

Date: [Insert Date] 

To, 

[Recipient Name]  

[Recipient Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code] 

Subject: Request for Completion Certificate for Infrastructure Project 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to formally request the issuance of a Completion 

Certificate for the [Project Name] infrastructure project, which was successfully completed on 

[Completion Date]. 

The project was executed as per the agreed terms and specifications laid out in our contract dated 

[Contract Date]. We have ensured that all aspects of the project have been completed in 

accordance with the required standards of quality and safety. 

Attached are the necessary documents verifying the completion of work, along with any 

applicable inspection reports and approvals. 

We appreciate your prompt attention to this matter and look forward to receiving the Completion 

Certificate at your earliest convenience. 

Thank you for your cooperation. 

Sincerely, 

[Your Name]  

[Your Title]  

[Company Name]  

[Contact Information]  

[Email Address] 


