Date 
Name of Employee and designation 
Address
Dear Johnson,
[bookmark: _GoBack]I am pleased to inform you that I have been able to complete [X] construction work within a specified limit of time. I started work with my team after signing a contract on 30-05-20XX having five years' tenure. It is a big achievement on behalf of my team because we are going to complete it within a week because it was a mega project, requiring a lot of infrastructure work including making of destroyed floors, strengthening of the sewerage system, renovation of buildings, incorporation of new sanitary equipment. Our contract is going to be expired on 31-05-20XX. Keeping in view the current speed of work, I am foreseeing this project to be completed on 01-05-20XX. My team enjoyed a lot working with you indeed.  
Keeping in view the earlier completion of the work, I have enclosed the original receipt of the last pending bill. At the same time, I request you to issue me a work completion certificate.
I hope you will entertain my request for work completion certificate as soon as possible. I wish to work with you again.
Regards,
Anderson.
Sincerely, 
[Your Name]
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