
Vendor Milestone Review and Feedback 

Date: [Insert Date] 

To: [Vendor's Name] 

From: [Your Name] 

Subject: Milestone Review and Feedback for [Project/Contract Name] 

Dear [Vendor's Name], 

We hope this message finds you well. As part of our ongoing partnership and in line with the 

project timeline, we would like to conduct a review of the recently completed milestone 

[Milestone Name] for [Project/Contract Name]. This review is essential for assessing our 

progress and addressing any areas for improvement. 

Milestone Review Summary 

[Insert a brief summary of the milestone achievements, including key deliverables and 

outcomes.] 

Feedback 

We appreciate your efforts in reaching this milestone. Below are some specific points of 

feedback: 

• Strengths: [Highlight key strengths noted during the milestone.] 

• Areas for Improvement: [Mention any areas where improvements could be made.] 

Next Steps 

We would like to schedule a meeting to discuss this feedback further and strategize on the next 

steps. Please let us know your availability for the upcoming week. 

Thank you for your continued partnership. We look forward to your response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Contact Information] 


