
Project Activity Overview 

Date: [Insert Date] 

To: [Client Name] 

From: [Contractor Name] 

Subject: Project Activity Overview for [Project Name] 

Project Overview 

We are pleased to provide you with an overview of the activities conducted as part of the 

[Project Name] project. 

Project Activities 

• Activity 1: [Description of Activity 1] 

• Activity 2: [Description of Activity 2] 

• Activity 3: [Description of Activity 3] 

Progress Status 

The current progress of the project is [Insert Progress Percentage or Status]. We have completed 

the following milestones: 

• Milestone 1: [Description] 

• Milestone 2: [Description] 

Next Steps 

Moving forward, we will focus on the following activities: 

• Next Step 1: [Description] 

• Next Step 2: [Description] 

Conclusion 

We appreciate your support and collaboration throughout this project. Please feel free to reach 

out with any questions or comments. 

Sincerely, 



[Your Name]  

[Your Title]  

[Contractor Company Name]  

[Contact Information] 


