
Major Milestones Tracking Report 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Major Milestones Tracking Report 

Executive Summary 

This report provides an overview of the major milestones achieved in the [Project Name] as of 

[Report Date]. 

Milestone Overview 

Milestone Description Status 
Completion 

Date 

Milestone 

1 

[Description of Milestone 

1] 

[Status: Completed/In 

Progress/Delayed] 

[Completion 

Date] 

Milestone 

2 

[Description of Milestone 

2] 

[Status: Completed/In 

Progress/Delayed] 

[Completion 

Date] 

Issues and Risks 

[Brief description of any issues or risks associated with the milestones.] 

Next Steps 

[Outline the next steps and any actions required to move forward.] 

Conclusion 

Thank you for your attention to this matter. Please feel free to reach out if you have any 

questions or need further information. 

Sincerely, 

[Your Name] 

[Your Position] 



[Your Contact Information] 


