
Project Milestone Achievement Confirmation 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Confirmation of Project Milestone Achievement 

 

Dear [Recipient's Name], 

I am pleased to inform you that we have successfully achieved the milestone for [Project Name] 

as of [Milestone Date]. The following tasks have been completed: 

• [Task 1] 

• [Task 2] 

• [Task 3] 

This achievement puts us on track to meet our project objectives and timelines. We appreciate 

the hard work and dedication demonstrated by the entire team. 

We look forward to continuing our progress towards the next milestone, which is scheduled for 

[Next Milestone Date]. 

 

Thank you for your support. 

Sincerely, 

[Your Name]  

[Your Position]  

[Company Name]  

[Contact Information] 


