
Milestone Completion Update 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Update on Project Milestone Completion 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to provide an update on the recent milestone 

completion for the [Project Name] project. 

We have successfully completed the following milestone: 

• Milestone Title: [Insert Milestone Title] 

• Date of Completion: [Insert Completion Date] 

• Description: [Brief description of the milestone and its significance] 

This milestone was achieved thanks to the hard work and dedication of the project team. We are 

now moving forward to the next phase, which involves [brief description of the next steps]. 

If you have any questions or would like to discuss further, please feel free to reach out. 

Thank you for your continued support. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


