SAMPLE CLOSE-OUT/VERIFICATION MEMO
Date
Client Address
Dear  
,
Thank you for allowing us to be of service to you. Our entire team found working with you and your colleagues productive and enjoyable.
As promised, we have delivered all components of the planned solution by the agreed upon date of  
.
The solution was reviewed and approved by  
.
We appreciate your business and look forward to working with you again in the near future.
If questions come up regarding this or other solutions that you might need, please don’t hesitate to contact me at  
.
Sincerely, Name
For Your Company 
Date
Printed Client’s Name
Received By (Client) 
Date
