
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Supervisor's Name]  

[Supervisor's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Supervisor's Name],  

I hope this message finds you well. I am writing to inform you about the 

recent progress on [specific project or task] that I have been working 

on. I am pleased to report that I have achieved results ahead of 

schedule.  

[Briefly outline the key achievements and any relevant data or outcomes].  

I believe this early completion allows us the opportunity to [mention any 

potential benefits, such as reallocating resources, initiating new tasks, 

etc.].  

Please let me know if you would like to discuss this further or if there 

are additional steps you would like me to take.  

Thank you for your continued support.  

Best regards,  

[Your Name]  

[Your Job Title] 


