Project Milestone Review Schedule

Date: [Insert Date]

To: [Recipient’s Name]

From: [Your Name]

Subject: Engineering Project Milestone Review Schedule

Dear [Recipient's Name],

We are pleased to announce the schedule for our upcoming milestone review meetings for the

[Project Name]. These reviews are crucial to ensure that we stay on track with our project goals
and timelines.

Milestone Review Schedule

Milestone Date Time Location
Milestone 1: [Description] |[Insert Date] [[Insert Time] [[Insert Location]
Milestone 2: [Description] |[Insert Date] [[Insert Time] [Insert Location]
Milestone 3: [Description] |[Insert Date] [[Insert Time] [Insert Location]

Please ensure that all relevant documentation is prepared ahead of the review meetings. Your
participation is crucial to our project's success.

Thank you for your attention, and | look forward to our discussions during these reviews.

Best regards,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



