
Project Milestone Summary 

Date: [Insert Date] 

To: [Supplier Name] 

From: [Your Company Name] 

Subject: Project Milestone Summary Communication 

Dear [Supplier Contact Name], 

We are writing to provide you with a summary of the key milestones achieved in the [Project 

Name] as of [Insert Date]. This communication is to ensure that we are aligned on progress and 

next steps. 

Project Milestones Achieved: 

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

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

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

Next Steps: 

Looking ahead, we aim to achieve the following milestones: 

• Upcoming Milestone 1: [Description] - Due on [Date] 

• Upcoming Milestone 2: [Description] - Due on [Date] 

Conclusion: 

We appreciate your continued support and collaboration on this project. Please feel free to reach 

out if you have any questions or require further details. 

Best regards, 

[Your Name]  

[Your Title]  

[Your Company Name]  

[Your Contact Information] 


