
Project Advancement Summary 

Date: [Insert Date] 

To: [Client Name] 

From: [Contractor Name] 

Subject: Project Advancement Summary for [Project Name] 

Project Overview 

The [Project Name] is currently underway as per the agreed schedule. Below is a summary of the 

advancements made till date. 

Summary of Work Completed 

• [Description of work completed 1] 

• [Description of work completed 2] 

• [Description of work completed 3] 

Current Status 

The project is currently [On Track/Behind Schedule/Ahead of Schedule]. We have completed 

approximately [XX]% of the project. 

Next Steps 

In the upcoming weeks, we will focus on: 

• [Description of next steps 1] 

• [Description of next steps 2] 

Conclusion 

We appreciate your continued support and look forward to the successful completion of the 

[Project Name]. Should you have any questions or require further details, please do not hesitate 

to contact us. 

Sincerely, 

[Your Name] 

[Your Position] 



[Contractor Company Name] 

[Contact Information] 


