
Project Deliverable Status Update 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Project Deliverable Status Update for [Project Name] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to provide an update on the status of our project 

deliverables for [Project Name]. 

Current Status: 

• Deliverable 1: [Status/Completion Percentage] - [Brief Description] 

• Deliverable 2: [Status/Completion Percentage] - [Brief Description] 

• Deliverable 3: [Status/Completion Percentage] - [Brief Description] 

Next Steps: 

[Outline of next steps or actions required] 

Challenges: 

[Brief description of any challenges faced] 

Conclusion 

Thank you for your continued support. Please let me know if you have any questions or need 

further information. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Company] 

[Your Contact Information] 


