Progress Assessment for [Learner’'s Name]

Date: [Insert Date]
Dear [Recipient's Name],

We hope this message finds you well. We would like to take a moment to provide you with an
update on [Learner's Name]'s progress in [Course/Program Name].

Academic Performance

[Learner's Name] has been performing [describe performance, e.g., "excellently,”
"satisfactorily,” "with areas for improvement"]. Key achievements include:

e [Achievement 1]

e [Achievement 2]
e [Achievement 3]

Areas for Improvement

While there have been many successes, we have identified a few areas where [Learner's Name]
can improve:

e [Areal]
o [Area?2]
e [Area3]
Next Steps
To support [Learner's Name] in these areas, we recommend the following actions:
e [Action 1]
« [Action 2]
e [Action 3]

We appreciate your continued support in [Learner's Name]'s education. Should you have any
questions or wish to discuss this assessment further, please do not hesitate to contact us.

Best regards,
[Your Name]

[Your Title]



[Your Institution]

[Contact Information]



