[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
[Your Name]
[Designation]
Date:
Subject: Work completion certificate request
Dear Sir,
I am writing you this letter to forward my formal request to issue me the work completion certificate as was promised by you on the very first day when I started working on assigned task. When I joined your company as a relationship manager, I was directed to work on identification of potential clients around and to deposit a sum of 5 million US dollars through them. Most of those clients not only deposited the big amounts but also got themselves insured with our company’s insurance department which was really a big achievement. As a result of my effective communication and sincere efforts, I was able to complete the said work before specified deadline and brought into the company a sum of 8 million US dollars.
I want to remind you that now the time has come to fulfill your promise as I have completed the assigned work successfully. I, therefore, request you again to issue me the work completion certificate as soon as possible. It will be a great virtue from your side if you add two or three lines about my achievement so as to make the certificate more powerful.
With this hope that my request will be entertained very soon, I am saying thank you in anticipation.
Yours sincerely,
[XYZ]
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