[Company Logo]   [Company Name]
PROJECT COMPLETION RECOGNITION
	Ref. No.:
	[Reference Number]

	Date:
	[Date]

	Project Code:
	[Project Code]



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Recognition for the successful completion of [Project Name]
Dear [Employee Name],
We are pleased to confirm that [Project Name] for [Client / Business Unit] was formally signed off on [DD/MM/YYYY]. On behalf of the project steering committee, I want to recognise your role in this success.
	Project Detail
	Planned
	Actual

	Start date
	[DD/MM/YYYY]
	[DD/MM/YYYY]

	Go-live / handover
	[DD/MM/YYYY]
	[DD/MM/YYYY]

	Budget
	₹[Amount]
	₹[Amount]

	Key outcome
	[Target]
	[Result]



As [Role on Project], you were responsible for [responsibility, e.g. data migration and user acceptance testing]. Your standout contribution was [contribution, e.g. designing a reconciliation approach that caught issues before go-live, which the client specifically praised at sign-off].
Thank you for your commitment through every phase of the project. We wish you continued success on your next assignment.
Yours sincerely,

	______________________________
[Authorised Signatory]
Project Sponsor / Delivery Head
	______________________________
[Reporting Manager]
Project Manager
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