
Contract Release Request 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request the release of the contract 

regarding [Project Name] as we have reached the successful completion of the project on 

[Completion Date]. 

Throughout the duration of the project, we have adhered to all agreed-upon terms and conditions, 

and we are pleased to report that all deliverables have been met satisfactorily. Attached are the 

final reports and any relevant documentation for your review. 

We kindly request the release of the contract at your earliest convenience. Please let us know if 

there are any further steps or documentation needed to facilitate this process. 

Thank you for your attention to this matter. We appreciate your cooperation and look forward to 

your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


