
Milestone Completion Confirmation 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

Dear [Recipient's Name], 

We are pleased to inform you that the milestone for [Project/Task Name] has been successfully 

completed as of [Completion Date]. This milestone included the following key activities: 

• [Activity 1] 

• [Activity 2] 

• [Activity 3] 

We appreciate the efforts of everyone involved in this project. Your commitment to excellence 

has contributed significantly to our progress. 

Looking forward to the next steps and continuing this successful collaboration. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Company/Organization] 

[Your Contact Information] 


