
[Your Name]  

[Your Title]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to inform you that we 

are progressing well on [specific project or task] and are ahead of the 

deadline established for [specific due date].  

Currently, we have completed [specific percentage or milestone achieved], 

and we anticipate the work will be finalized by [new completion date, if 

applicable]. This allows us extra time to ensure that everything meets 

our standards and to make any necessary adjustments.  

Please feel free to reach out if you require any additional information 

or if there's anything further you would like us to address at this 

stage.  

Thank you for your continued support.  

Best regards,  

[Your Name]  

[Your Title] 


