
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to inquire about the timelines and milestones 

outlined in our contract dated [Contract Date]. As we move forward with the project, 

understanding these key elements will be crucial for our planning and delivery. 

Could you please provide an update on the current status of the project milestones and any 

anticipated changes to the schedule? Additionally, if there are any documents or reports 

regarding the project timeline, I would appreciate it if you could share those with me at your 

earliest convenience. 

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

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 


