
Consultancy Performance Tracking Update 

Date: [Insert Date] 

To: [Client Name]  

[Client Position]  

[Client Company]  

[Client Address]  

Dear [Client Name], 

We are pleased to provide you with an update on the performance tracking of our consultancy 

services for the period of [Insert Period]. Please find below a summary of our key activities and 

achievements: 

1. Project Overview 

[Brief description of the project and objectives] 

2. Key Performance Indicators (KPIs) 

• KPI 1: [Description and current status] 

• KPI 2: [Description and current status] 

• KPI 3: [Description and current status] 

3. Deliverables 

[List of completed deliverables and upcoming milestones] 

4. Challenges and Solutions 

[Describe any challenges faced and the solutions implemented] 

5. Next Steps 

[Outline the next steps and upcoming activities] 

We appreciate your continued support and collaboration. Please feel free to reach out if you have 

any questions or require further details. 

Best regards, 



[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


