[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
[Your Name]
[Designation]
Date:
Subject: Work completion certificate request

Dear Sir,
I am feeling immense pleasure while informing you that the work you assigned to me has been completed within the specified time frame. No doubt, this is purely a result of sincere efforts I put in order to complete this work successfully. The contract for this work was signed on [date] and it took me 11 months to complete this work which means that I have been able to accomplish it one month before the deadline and I am considering it as a big achievement. 
It was a complex sort of work including renovation of old buildings, reconstruction of dangerous buildings, incorporation of underground sewerage system so as to meet the demand of modern days, and a lot of other infrastructure works. Now, the work is ready and you or any of your representatives can inspect it whenever you want. Receipts and other bills are also being attached to this letter.
Further, I want to remind you through this letter that you promised me to award a certificate of excellence upon the successful completion of the work. Since the work is completed and I have been able to complete it a month before the deadline, therefore, I am entitled to ask you for issuance of that certificate. You are requested to issue it as soon as possible and it will be a great honor for me to get a certificate from a worthy company like yours.
With this request, I would like to thank you for allotting me such worthy work by means of which I have been able to recognize myself as a reputable contractor in the market. I wish to work with you again in the future.
Thanking you in anticipation.
Yours truly,
[XYZ]
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