
Progress Report Request 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request a progress report regarding the civil 

engineering analysis being conducted on [specific project name]. As we approach the [specific 

milestone/deadline], it is crucial for us to have an update on the current status, findings, and any 

potential challenges encountered during the analysis. 

Specifically, I would appreciate if you could include the following information: 

• Current progress against the established timeline 

• Key findings and data analysis results 

• Any issues or delays encountered 

• Next steps and anticipated completion date 

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

Best regards, 

[Your Name] 

[Your Title] 

[Your Company/Organization] 

[Your Contact Information] 


