
[Your Name]  

[Your Title/Position]  

[Agency/Organization Name]  

[Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title/Position]  

[Recipient Agency/Organization Name]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Progress Report for [Client's Name or Case Number]  

Introduction:  

This report serves to update you on the progress of [Client's Name], who 

has been receiving services from [Agency/Organization Name].  

Background:  

[Brief background of the client's situation, including any relevant 

history and context.]  

Progress Summary:  

1. **Goals and Objectives:**  

 - [List specific goals set for the client and progress towards each 

objective.]  

2. **Services Provided:**  

 - [Detail the services provided to the client, including dates and 

frequency of sessions.]  

3. **Client Engagement:** 

 - [Discuss the client's participation in services, including any notable 

behaviors or changes.]  

4. **Challenges Encountered:**  

 - [Outline any challenges faced during the reporting period and how they 

were addressed.]  

Next Steps:  

[Describe the next steps planned for the client, including any upcoming 

services or objectives.]  

Conclusion:  

[Summarize the overall progress and any additional recommendations.]  

Thank you for your attention to this report. Please feel free to reach 

out if you have any questions or require further information.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title/Position] 


