
Project Milestone Update 

Date: [Insert Date] 

To: [Team Name] 

From: [Your Name] 

Subject: Periodic Update on Project Milestones 

Dear Team, 

I hope this message finds you well. As part of our regular updates on the [Project Name], I would 

like to share the latest milestones achieved and upcoming tasks: 

Recent Achievements: 

• Milestone 1: [Description] - Completed on [Date] 

• Milestone 2: [Description] - Completed on [Date] 

• Milestone 3: [Description] - Completed on [Date] 

Upcoming Milestones: 

• Milestone 4: [Description] - Target Completion Date: [Date] 

• Milestone 5: [Description] - Target Completion Date: [Date] 

Thank you for your continued hard work and dedication. Please let me know if you have any 

questions or need further information. 

Best regards, 

[Your Name] 

[Your Position] 


