
Project Performance Review 

Date: [Insert Date] 

To: [Board Member Names] 

From: [Your Name] / [Your Position] 

Subject: Project Performance Review for [Project Name] 

Dear [Board Members], 

I am writing to provide an update on the performance of the [Project Name] as part of our 

ongoing efforts to keep the board informed of our progress and challenges. 

Project Overview 

[Brief description of the project, including objectives and goals.] 

Current Status 

The project is currently [status, e.g., "on track", "behind schedule"]. We have achieved the 

following milestones: 

• [Milestone 1] 

• [Milestone 2] 

• [Milestone 3] 

Key Performance Indicators 

Our performance has been measured against several key indicators: 

• [KPI 1: Description and current status] 

• [KPI 2: Description and current status] 

• [KPI 3: Description and current status] 

Challenges and Risk Management 

We have encountered some challenges, including: 

• [Challenge 1] 

• [Challenge 2] 



We are implementing the following risk mitigation strategies: 

• [Strategy 1] 

• [Strategy 2] 

Next Steps 

Moving forward, we are focused on: 

• [Next Step 1] 

• [Next Step 2] 

Thank you for your ongoing support and guidance as we continue to drive this project towards 

success. Please feel free to reach out if you have any questions or need further information. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


