
Pending Issue Progress Report 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Progress Report on Pending Issue 

 

Dear [Recipient's Name], 

 

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

regarding [briefly state the issue]. 

 

Current Status: 

The current status of the issue is as follows: 

• Date Reported: [Insert Date] 

• Assigned To: [Team/Person Responsible] 

• Progress Made: [Description of progress] 

• Estimated Resolution Date: [Insert Date] 

 

Next Steps: 

We plan to take the following actions moving forward: 

• [Next Step 1] 

• [Next Step 2] 

• [Next Step 3] 

 

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

for your understanding and support as we work to resolve this matter. 



 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


