Internal Communication Update

Date: [Insert Date]
To: [Team/Department Name]

From: [Your Name/Position]

Subject: Project Progress Update - [Project Name]
Dear Team,

| hope this message finds you well. I am writing to provide you with an update on the progress of
our project, [Project Name].

Key Highlights:
e Task 1: [Brief description of progress]
e Task 2: [Brief description of progress]
e Task 3: [Brief description of progress]
Challenges:
[Brief description of any challenges faced and proposed solutions]
Next Steps:
o Continue work on [Next Task]
e Follow up on [Pending Issue]

e Schedule a meeting for [Date] to discuss further progress

Thank you for your continued hard work and dedication. Please feel free to reach out if you have
any questions or need further information.

Best regards,
[Your Name]

[Your Position]
[Your Contact Information]



