
End-of-Month Project Assessment 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: End-of-Month Project Assessment for [Project Name] 

Dear [Recipient's Name], 

I hope this message finds you well. As we reach the end of the month, I would like to provide an 

assessment of our progress on the [Project Name]. Below are the key highlights: 

1. Achievements 

• [Achievement 1] 

• [Achievement 2] 

• [Achievement 3] 

2. Challenges 

• [Challenge 1] 

• [Challenge 2] 

3. Next Steps 

• [Next Step 1] 

• [Next Step 2] 

I appreciate everyone's hard work and dedication this month. Please feel free to reach out if you 

have any questions or need further clarification on any points mentioned above. 

Thank you for your continued support. 

Sincerely, 

[Your Name] 

[Your Position] 


