Date
Subject: [X] work status report
Dear [mention the name of the recipient]
We are glad to announce that we have completed the construction project before the completion deadline that was [mention the date]. We have signed an agreement with [X] company on [mention the date] to complete this construction project.
It is hereby requested to clear our pending dues so that we can finalize the approved payment of [mention the amount] that was agreed upon by both parties to be paid after the construction project.
The project is ready to be reviewed. You can visit the site and have a look at the completed work. In addition to it, if you need any kind of changes, you can write back to us.
We have attached the completion certificate issued by our construction company. We are looking forward to a quick response from your side.
Regards,
Signatures of the authorized person
________________________________
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