
Progress Report 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Progress Report on Contract Negotiations 

Introduction 

This report provides an update on the current status of the contract negotiations between [Your 

Organization] and [Other Party]. 

Current Status 

As of [Insert Date], the following progress has been made: 

• Initial discussions completed on [Date]. 

• Key terms identified and presented by both parties. 

• Follow-up meetings scheduled for [Dates]. 

Challenges Faced 

Some challenges include: 

• Differences in pricing expectations. 

• Timeline adjustments required for deliverables. 

Next Steps 

The following actions are planned: 

• Further discussions on pricing on [Date]. 

• Drafting of preliminary contract version to be shared by [Date]. 

• Scheduling a full stakeholder meeting on [Date]. 

Conclusion 

Overall, progress is being made, and both parties remain committed to reaching a mutually 

beneficial agreement. Please feel free to reach out if there are any questions or further 

discussions needed. 



Best regards, 

[Your Name] 

[Your Job Title] 

[Your Organization] 

[Your Contact Information] 


