
Milestone Evaluation Brief 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Milestone Evaluation for [Project Name] 

Introduction 

This document serves as a milestone evaluation brief for the [Project Name] as of [Milestone 

Date]. The purpose is to assess the progress made and identify any areas that require attention. 

Milestone Overview 

Milestone: [Milestone Description] 

Due Date: [Due Date] 

Current Status: [Status - Completed, In Progress, Delayed] 

Evaluation Criteria 

• Achievement of Deliverables 

• Adherence to Timeline 

• Budget Compliance 

• Stakeholder Engagement 

Performance Summary 

Achievements: [List key achievements] 

Challenges: [List challenges faced] 

Recommendations 

[Provide recommendations for future actions] 

Conclusion 



Overall, the project is [insert overall assessment]. Further actions include [list next steps]. 

Thank you for your attention to this evaluation brief. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


