
Contract Project Review 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

Dear [Recipient's Name], 

I hope this letter finds you well. As part of our ongoing commitment to ensure the successful 

completion of our project, I would like to schedule a review of our current contract and project 

progress. 

During this review, we will discuss: 

• Progress against the timeline 

• Budget considerations 

• Any challenges we are facing 

• Next steps and future goals 

Please let me know your availability for a meeting in the next week so we can align and ensure 

everyone is on the same page. 

Thank you for your attention to this matter. I look forward to hearing from you soon. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


