
Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inquire about the current status of the [Project 

Name] that was scheduled for completion on [Due Date]. As we approach this deadline, I wanted 

to reach out to ensure that everything is on track and see if there are any updates that you could 

share. 

Understanding the progress of this project is crucial for our planning and coordination efforts. If 

there are any issues or delays that need to be addressed, please let us know how we can assist. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


