
[Your Organization's Letterhead]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: NQF Funding Project Update  

We hope this message finds you well. We are writing to provide you with 

an update regarding our ongoing project funded by the National Quality 

Forum (NQF).  

**Project Overview**  

[Briefly describe the project aim and objectives.]  

**Current Progress**  

[Summarize the progress made since the last update, including milestones 

achieved and activities conducted.]  

**Challenges Encountered**  

[Outline any challenges faced during the project and how they were 

addressed or plans to resolve them.]  

**Next Steps**  

[Detail the upcoming activities, expected timelines, and any changes to 

the project plan.]  

**Financial Overview**  

[Provide a brief summary of the budget status and any significant 

expenditures.]  

We appreciate the continued support from NQF and look forward to your 

feedback. Please do not hesitate to reach out if you need any further 

information.  

Thank you for your attention.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Organization]  

[Your Contact Information] 


