
Project Progress Update 

Date: [Insert Date] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to provide you with an update on the 

deliverables related to our ongoing project, [Project Name]. Below is the current status: 

Ongoing Deliverables: 

• Deliverable 1: [Description] - Status: [Completed/In Progress/Pending] - Due Date: 

[Insert Due Date] 

• Deliverable 2: [Description] - Status: [Completed/In Progress/Pending] - Due Date: 

[Insert Due Date] 

• Deliverable 3: [Description] - Status: [Completed/In Progress/Pending] - Due Date: 

[Insert Due Date] 

Upcoming Milestones: 

• Milestone 1: [Description] - Due Date: [Insert Due Date] 

• Milestone 2: [Description] - Due Date: [Insert Due Date] 

Please feel free to reach out if you have any questions or need further information. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


