
Project Milestone Completion Notification 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Completion of Project Milestone - [Project Name] 

Dear [Recipient's Name], 

We are pleased to inform you that we have successfully completed the milestone [Milestone 

Name] for the [Project Name] as of [Completion Date]. This milestone involved [Brief 

Description of the Milestone], and we are proud to report that it has been accomplished on 

schedule. 

Key highlights of this milestone include: 

• [Highlight 1] 

• [Highlight 2] 

• [Highlight 3] 

The completion of this milestone brings us one step closer to the final deliverable, and we 

appreciate your support and collaboration throughout this phase. 

We are now moving forward to the next stage, which involves [Brief Overview of Next Steps]. 

Please let us know if you have any questions or need further information. 

Thank you for your continued support. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


