
Municipal Grant Check-In Communication 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Recipient's Organization] 

[Recipient's Address] 

Dear [Recipient's Name], 

We hope this message finds you well. As part of our ongoing commitment to support community 

projects funded through the municipal grant program, we wanted to check in with you regarding 

the progress of your project, [Project Name]. 

Please provide us with an update on the following: 

• Current status of the project 

• Challenges faced and how they are being addressed 

• Budget updates and expenditures 

• Any assistance or resources you may require from our office 

We appreciate your efforts and dedication to making a positive impact in our community. Kindly 

respond to this email by [Insert Deadline] so we can ensure all necessary support is provided. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Municipality Name] 

[Contact Information] 


