
Project Milestone Summary 

Date: [Insert Date] 

To: [Client's Name] 

From: [Your Name] 

Subject: Milestone Summary for [Project Name] 

Dear [Client's Name], 

We are pleased to provide you with a summary of the milestones achieved for the [Project 

Name] as of [Date]. 

Milestones Achieved: 

• [Milestone 1 Title] - [Description of milestone 1] - Completed on [Date] 

• [Milestone 2 Title] - [Description of milestone 2] - Completed on [Date] 

• [Milestone 3 Title] - [Description of milestone 3] - Completed on [Date] 

Upcoming Milestones: 

• [Upcoming Milestone 1 Title] - [Expected completion date] 

• [Upcoming Milestone 2 Title] - [Expected completion date] 

Thank you for your continued support and collaboration. We look forward to achieving more 

milestones together. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Company] 


