To Mr. Peter John,
Subject: Task completion report
Dear Mr. John,
With reference to our project titled ‘Global solutions’, I would like to inform you that the task has been completed successfully. We started working on this project in August and had a timeline of two months to complete it. 
I am happy to inform you that the task has been completed a few days ahead of the projected completion period, the credit of which goes to our hardworking team members. The team has worked day and night to ensure the completion of the task on time.
I would like to inform you that we did run into a couple of contingencies while working on this task. The server used to process data was down for two days which resulted in some of the data being lost. It took a lot of our time and resources to recover the data. 
Moreover, the budget calculation was not done with research to back it up. It seemed like the budget was allocated randomly to the project which resulted in us having very limited resources to work with. The team members however managed within the insufficient funding by performing all the tasks themselves and limiting the outsourcing.
I have attached the report of the task therein. Please have a look at it and let us know any feedback you have regarding this. We look forward to your response. Thank you for your time, help, and guidance throughout the project.
Yours sincerely,
Mr. Jeon Kim.
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