
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Organization's Name]  

[Organization's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to provide you with an 

update on my progress as a mentee under your guidance.  

**1. Objectives and Goals**  

- [Briefly outline the objectives you set at the beginning of the 

mentoring relationship and any adjustments made.] 

**2. Achievements**  

- [List any key accomplishments or milestones you've reached since the 

last update.] 

**3. Challenges**  

- [Discuss any challenges you've faced and how you are addressing them.] 

**4. Learning and Development**  

- [Mention any new skills, knowledge, or insights you've gained during 

this period.] 

**5. Next Steps and Goals**  

- [Outline your next steps and any goals you would like to work on moving 

forward.] 

Thank you for your continued support and guidance. I look forward to our 

next meeting and to receiving your feedback on my progress. 

Warm regards,  

[Your Name] 


