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Insert Date
Our ref:  CONTRACT No or NAME/PCC/01

Insert Name 
ADDRESS Line 1
ADDRESS Line 2
ADDRESS Line 3
ADDRESS Line 4
ADDRESS Line 5

						By post and email
Dear Insert Name,

Re:	Project Name, Reference
Sub-Contract Order No: XXXX
Practical Completion Confirmation

Further to our completion of the installation of the final elements of the Sub-Contract Works on [Insert Date], we write to confirm our understanding that Practical Completion has been achieved for the [Insert Package Name] at [Insert Project Name] on [Insert Project Date]. 

We hereby give you notice that with effect from the same date, we consider all our Sub-Contract Works, to be practically complete and that [Insert your Company Name] have complied with the requirements and obligations under the Sub-Contract to ensure the achievement of Practical Completion of the Sub-Contract Works.

Please provide a hard copy of your Certificate of Practical Completion for our internal records.

[bookmark: _Hlk528868399]Yours sincerely
Your Company Name



Your Name
Your Job Position

CC:		
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