
[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am pleased to inform you that the [Project Name] is currently ahead of 

schedule. Our team has made significant progress on key deliverables, and 

we anticipate completing the project by [New Completion Date].  

We have successfully achieved the following milestones:  

- [Milestone 1]  

- [Milestone 2]  

- [Milestone 3]  

This progress not only highlights the dedication of our team but also 

allows us to allocate additional resources to enhance the project's 

outcome.  

Should you have any questions or require further information, please do 

not hesitate to reach out.  

Thank you for your continued support.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company] 


